ARISE Focus Group Contact Protocol

Stage one

In our master contact list, compile a list of groups/emails that might be of interest to us, and might be interested in, participating in our focus group
a. distinguish between those who 
i. (A) are clearly physically living or working in the community/site and 
ii. (B) are nearby or tangential but might still be of interest
b. In our team spreadsheet, record name, email, organisation name.

Stage two

Send out contact/invitation to Group (A) above
1. First, use email, LinkedIn profile/DM, and/or Facebook DM to attempt contact.
1. Follow up after 3-5 days with "want to make sure it didn't get lost in spam" sort of statement to anyone who's not responded.
1. Note any "no thank you" in master list and reason, if possible.
5. Cease attempts to contact if indicated.
5. If "interested but not free" is indicated, respond with invitation to join Community of Practice and be kept informed. Also note to re-invite if focus group is rescheduled/postponed.
1. Respond to any appropriate people who have responded positively with request for help to circulate and/or help champion the focus group. Ask to forward to these people with CC of original sender (Laura, other team member). Also ask to share contacts we can reach out to directly, if they have permission to share with us from the person.

Stage three

After 3-5 more days (1-2 weeks total from first contact):
6. Send third invitation to non-responses. If no response, discontinue contact attempts after third unsuccessful attempt.
6. Assess uptake and determine whether to expand invitation via:
2. Contacting Group (B) above
2. Posting invitation via Facebook or local newsletter, etc.
2. If yes, use outward-facing invitation template to word the posting.
Stage four

By latest one week from the focus group, discuss RSVP numbers with Gina and if possible the focus group team. Determine whether recruitment is at a healthy level. If not:
· Identify a local anchor organisation to drum up enthusiasm for the focus group, recommend additional invitees, and aid in recruitment
· Potential local anchors could be:
· Local parish council (clerk or councillor)
· Someone who has already agreed to attend
· Contact point for the focus group venue
· Speak to the local anchor organisation by phone and ask for their help. Discuss how to recruit more attendees.

Stage five

Consider rescheduling focus group if there are no more than 5 sign-ups by 48 hours in advance of scheduled activity.



