
 
       

 
 

      
       

    
 

 
               

       
 

  
                  

 
 

   
   

      
     
             
     

 
         
          

       
     

      
        

 
     

          
   
  

 
   

 
 

            
 

              
     

 
   

     
        
    
    

Self-Organized Focus Group Suggestions 
Exploring the Use of AI at GW (Teaching & Learning, Research, and 
Operations) 

This protocol aims to help any group associated with GW (students, instructors, staff, alumni, etc.) run 
an organic focus group about the use of AI. You do not need prior experience facilitating. The goal is to 
capture perspectives, tensions, and ideas that cannot surface through a survey alone. Focus groups benefit 
from the sharing of perspectives. 

This is part of a larger strategy with a few participation options. You could participate in a focus group, 
attend a scheduled “office hours” session, and complete the companion survey, or just do one, or a subset. 

Before You Start 
We assume that you have already invited participants and found a time and place to meet. Consider using 
time during an existing meeting. 

1. Define Roles 
Facilitator (1 person) 

● Asks the questions (a suggested list is provided here) 
● Keeps the discussion focused 
● Ensures that multiple voices are heard (not just the most vocal participants) 
● Does not need to be an expert on AI 

Scribe (1 person) 
● Takes notes focused on ideas rather than exact wording 
● Submits the summary after the session (we recommend opening the submission form to avoid 

duplicated effort). You will be asked to report on areas of agreement, disagreement or tension, 
notable concerns, hopes or open questions, as well as to share illustrative examples that may be 
useful for others to hear about. 

We recommend that this be two separate people. 

2. Decide on Recording (Optional) 
● Recording should only be used if all participants agree 
● If you’re recording, you could enable Zoom transcription 
● If not recording, the scribe’s notes and thought summary is just as valuable. 

Getting Started (5–10 minutes) 
1. Introductions 
If participants do not already know each other, share: 

● Role at GW (e.g., undergraduate, graduate student, faculty, staff, researcher, administrator, 
alumni) 

● Optional: one sentence on how AI currently shows up in your work or learning 
Scribe: now is a good time to record this information in the submission form. 

2. Ground Rules 
Facilitator: Let participants know that – 

● There are no right or wrong answers 
● Disagreement is welcome 
● Personal experience is useful 

https://strategicframework.gwu.edu/sites/g/files/zaxdzs7071/files/2026-01/Proposed_Focus_Group_Questions_v4.pdf
https://forms.gle/DvsvGHykhVefMmUm6
https://forms.gle/DvsvGHykhVefMmUm6


    
      

 
    

 
        

     
    
    

  
  
    

                 
 

 
  

       
  

 
              
  

   
 

 
 

             
                
      

         
        

 
 

  
            

 

● Everyone should contribute 
● This is not a debate 

Running the Discussion (20–40 minutes) 
Choosing Questions 
Here is where you have considerable flexibility. 
Review the questions document which includes: 

● General questions (broad perspectives on AI at GW) 
● Focused questions for: 

o Education 
o Research 
o Operations / Administration 

Feel free to structure the conversation as you wish. This is about discussion, not about covering all 
the topics. 

Facilitation Tips 
● Give participants time to think 
● If one person dominates, gently invite others (e.g., “Let’s hear from someone who hasn’t spoken 

yet”) 
● Encourage examples (“Can you say more about what that looked like in practice?”) 
● It is okay to move on if a question stalls 

The conversation itself is valuable. Follow where the energy is. Remember you don’t have to get to all the 
questions. 

Ending the Session 
● Remember to turn off the recording (if using) before ending the zoom. 
● We recommend reviewing the summary with the group before submitting and ending the session. 
● This form aims to help structure the submission. Every group should provide the structured fields 

on group make-up. It is up to you about how you provide the rest of the information about your 
discussion and take-aways. We have set it up to accept text in the form, document, Zoom 
recording, and/or AI summaries. 

Thank You 
By running a self-organized focus group, you are helping ensure that GW’s approach to AI reflects the 
lived experiences of its community. We deeply appreciate the time you put into these conversations. 

https://forms.gle/DvsvGHykhVefMmUm6

