Interviews & Focus Groups
Topic Guide Template

	Instructions 

Use this topic guide flexibly, it is not a script. Use probes and prompts to help participants ‘unpack’ these as far as they are able and willing to. 

Legend

1. Questions to ask all participants (unless specified otherwise)
· Probe
· Prompt



Introduction and Consent 

Greet the participant, introduce yourself and explain your role at Camden Council

Thank the participant for agreeing to take part

Explain the purpose of the project or evaluation:

· [Insert information here about your project, what are the key aims, why have you asked this participant to be involved]
· There are no right or wrong answers, and this is not a test – we are not judging your performance in any way
· This is about understanding what works well and what could be better

Confirm that the participant has read the information sheet and remind the participant:

· The interview will last approximately [insert duration of interview]
· Their participation is voluntary and they can withdraw at any time
· They can skip any questions they don't want to answer
· [Insert information about confidentiality in the context of your project]
· Explain limits to confidentiality related to safeguarding

Check participants are happy to proceed with the interview (and with recording)  

BEGIN RECORDING

Section 1: Introduction

To start, could you tell me a little bit about yourself and your role / your connection to [topic or service]? 
(Adapt as appropriate to your participant group)
Section 2: Topic Area 1

I’d like to ask you about [Topic Area 1]

1. Can you tell me about your experience of [topic area]? 
(Invite the participant to speak openly — avoid leading questions at this stage.)

· What was that like for you?
· Can you tell me more about that?
· What happened next?
· Was there anything that made that easier or more difficult?
· Add some prompts here which are relevant to your topic or question.

2. Is there a particular moment or experience that stands out for you in relation to [topic]? 

(Use if you want to move from general description to specific example)

Section 3: Topic Area 2

Add your second main topic area here. 

As the conversation develops, questions can become more specific or probing. Only move to more sensitive areas once rapport has been established.

Thinking about [Topic Area 2], how would you describe [aspect you want to explore]?

· What do you think contributed to that?
· Did that affect you / your work / the people you work with?
· Did anything change over time?


Add further topic areas and questions as needed. Avoid overloading the topic guide - it is better to explore fewer topics in depth than to cover many topics superficially. See the How To guide for more detail on the number of questions to include in your topic guide.




Final Section 

Is there anything else you'd like to add, or anything we haven't covered that you think is important?

Close

Thank the participant for their time and tell them that their feedback has been really valuable. 

Thank you so much for your time today, your contributions are really valuable to this project. Just to remind you, [add a brief description of next steps / how findings will be used]. 

If you have any questions or want to follow up, please contact [name/contact details]. [Where relevant: share signposting information for any support services.]


