
   Group Discussions     

General Format 

1) Welcome 

You should begin your discussion by welcoming the participants and thanking them for attending.  The 

way you begin your discussion will set the tone for your discussion -- remember if you are nervous and 

uncomfortable they will be too!   
 

Useful Phrases: 

I’d like to ďegiŶ ďǇ thaŶkiŶg all of Ǉou foƌ ĐoŵiŶg… 

I appreciate each of you taking the time to atteŶd this disĐussioŶ… 

Hello and welcome to our discussion about __________. 
 

2) Introduction 

Begin your discussion by introducing yourself and stating the expectations for your discussion.  You 

should make sure that your participants understand how the discussion will be organized.  For 

example, clarify any rules that you may have for your discussion; do the participants need to raise their 

hand to speak, or can they speak at anytime? 
 

Useful Phrases: 

Throughout this discussion we would appreciate it if you raised your hand before speaking. 

Only one person may speak at a time. 

We’d like Ǉou to feel free to speak at anytime. 
 

After the expectations for the discussion are understood, introduce the topic that you will be 

discussing.  At this time you may want to refer to key points in video that you have chosen, and then 

move on to starting the discussion using your 10 questions. 
 

Useful Phrases: 

TodaǇ ǁe ǁill ďe disĐussiŶg… 

The topiĐ of ouƌ disĐussioŶ todaǇ is… 

We will be talking about issues related to __________ today. 
 

3) Guiding the Conversation 

The key to guiding a successful discussion is to get your participants engaged and talking about your 

topic.  This is not always an easy thing to do!  Remember that you are not there to lecture to your 

participants, but rather you are there to guide and facilitate (control/manage) the discussion.  

Generally, at the beginning of a discussion people are shy, so it is a good idea to start with some easier 

questions and then build up to more complex questions.  You should also have some short follow-up 

questions prepared just in case your participants are not able to answer your main questions right 



away.  You will need to guide the flow of the discussion; this means knowing when to comment and 

when to stay quiet and let the participants discuss.  DoŶ͛t fear sileŶĐe!  GiǀiŶg your partiĐipaŶts a 
moment to think about their answer is fine, but if the discussion is not progressing, you will need to 

help the discussion continue.  Ask your participants questions to obtain more detail about their 

opinions about a topic to keep the conversation going.  You can also paraphrase (repeat something in 

your own words) what a participant said to ensure that everyone understands and to obtain more 

inforŵatioŶ aďout that partiĐipaŶt͛s opinion.  You can also propose hypothetical situations (what if…) 

to your participants to help continue the conversation.  

 

Useful Phrases (for group leaders): 

What do you think about that? 

Do you agree/disagree? 

Does anyone want to add anything to that? 

Would anyone like to respond to that comment? 

So ǁhat Ǉou’ƌe saǇiŶg is… 

What if… 

 

Useful Phrases (for agreeing): 

I also think _________________... 

I ĐoŵpletelǇ agƌee, aŶd I thiŶk… 

I agree, but I also ǁaŶt to add… 

 

Useful Phrases (for disagreeing): 

I see Ǉouƌ poiŶt, ďut… 

I ĐoŵpletelǇ disagƌee ǁith that ďeĐause… 

I aŵ Ŷot suƌe that is ĐoƌƌeĐt, ƌatheƌ I thiŶk… 

 

Useful Phrases (for interruptions): 

SoƌƌǇ to iŶteƌƌupt ďut ĐaŶ I add soŵethiŶg… 

Can I interrupt here? 

SoƌƌǇ I ǁasŶ’t fiŶished, as I ǁas saǇiŶg… 

EǆĐuse ŵe, I doŶ’t thiŶk (name) is finished yet. 

 

Useful Phrases (for keeping on track): 

Those aƌe soŵe iŶteƌestiŶg poiŶts ďut I thiŶk ǁe should get ďaĐk to ouƌ ŵaiŶ ƋuestioŶ… 

I think we are a little off tƌaĐk heƌe… 

How do you think ________ relates back to (the main topic)? 

 

Useful Phrases (for changing the topic): 

Alƌight, I thiŶk ǁe should ŵoǀe oŶ to… 

Let’s look at ouƌ Ŷeǆt ƋuestioŶ… 

OK, let’s go oŶ to our Ŷeǆt topiĐ… 



 

4) Conclusion 

At this point of the discussion you should guide the group to finish current discussions, and summarize 

key points brought up in the discussion.  At this time you should ask the participants if they have any 

brief final remarks or comments about what has been discussed.  Before concluding, you should once 

again thank the participants for attending your discussion group. 

    

Useful Phrases: 

We had some really interesting points discussed here todaǇ ƌaŶgiŶg fƌoŵ… 

We have to finish up now, but thank you for that interesting discussion. 

Does anyone have any final comments that they would like to add? 

Thank you to each of you for attending this discussion. 

I hope eŶjoǇed the disĐussioŶ todaǇ aŶd I’d like to thank you once again for coming. 

 

 

Some Additional Considerations  

 

 Organization of the room - do you want the participants sitting in a circle, or facing each other?  

Make sure you prepare the room before your participants arrive. 

 Equal speaking time – you need to ensure that each participant has an equal chance to speak.  

Think about how you can encourage shy participants to speak, and also how you might deal 

ǁith a partiĐipaŶt ǁho ǁoŶ͛t stop talkiŶg. 
 Debates – discussions can sometimes become very passionate, and you must be prepared to 

mediate debates so that a professional atmosphere is maintained (not having everyone angry 

and shouting at one another). 

 Follow-up questions – Have some follow-up questions prepared to help keep the conversation 

going.  It is best to avoid questions with yes/no answers and better to focus on follow-up 

questions using how/why. 

 Keeping people interested – Participants are more likely to speak if they are interested and 

involved.  Think of some ways to make your discussion interesting and unique. 

 Changing the topic – Not every discussion question will result in a good conversation; know 

hoǁ to ĐhaŶge the topiĐ if your partiĐipaŶts are Ŷot iŶterested or if they doŶ͛t uŶderstaŶd. 
 KeepiŶg people ͚oŶ traĐk͛ – It is good to allow the conversation to progress beyond your 

discussion questions, but it is also important to keep people focused on your discussion topic. 

 

 

 


