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Information for Participants 
Travelling to 20 Bedford Way 
The focus group will happen at UCL Institute of Education at 20 Bedford Way, London, WC1H 0AL. 

This is a large building that contains offices, lecture theatres, meeting rooms and a library. 

The focus group will take place in a quiet room within this building, which is accessible by lift or 

stairs.  

This is the building on 20 Bedford Way: 

 

There are a couple of ways you can enter the building, but the main entrance to 20 Bedford Way 

looks like this:  

 

 



The other entrance to 20 Bedford Way is on the other side of the building looks like this (the orange 

arrow shows you were the door is): 

 

 

Please arrive 15 minutes before the time of your focus group. If you are not with 

us by 11:15am then we will have to start the focus group without you. 

Click here for a link to a google map to UCL Institute of Education 20 Bedford Way  

Click here for a map of the University buildings   

Click here for to see the layout of the floor where you will enter the building 

 

 

 

 

 

 

 

 

 

https://goo.gl/maps/t7j5EFMb6wZavEGf6
https://www.ucl.ac.uk/maps/ioe
https://20bedfordway.com/wp-content/uploads/2013/12/Level4_20Bedfordway1.pdf


Here is a map showing where the 20 Bedford Way building is located. This map also shows where 

the nearest underground and train stations are: 

 

Getting here by bus 
Bus stops, within a 5 to 15-minute walk, are located on Euston Road, Gower Street, Tottenham Court 

Road, Woburn Place and Southampton Row. The closest are on Woburn Place and Southampton 

Row. 

Getting here by London Underground (tube) 
The closest tube station to us is Russell Square which is just 5 minutes’ walk away but there are 6 

more within a 5 to 15-minute walk, including: Euston, Euston Square, Goodge Street, Tottenham 

Court Road, Holborn and Warren Street (via the Northern, Piccadilly, Victoria, and Central Lines). 

Getting here by train 
The closest station to us is Euston which is around a 10 minute walk away. Kings Cross and St 

Pancras stations are less than a mile away and provide access to National Rail links. However, 

because of tube links, most of London's principal railway stations are all within a 30-minute journey 

by bus or tube. 



Getting here by car 
Our main building is at 20 Bedford Way, London, WC1H 0AL. 

There is unfortunately no car parking available on site. On-street parking in the neighbourhood is 

available and managed by Camden Council. Private parking is offered within a few minutes’ walk by 

National Car Parks (NCP). 20 Bedford Way is located within the London Congestion Charging Zone. 

Getting here by bicycle 
There is a cycle-hire docking station on the east side of 20 Bedford Way. It is managed by Transport 

for London. Visitors arriving on their own bikes may lock them to the perimeter railing of the 

concourse, on the west side of our building. 

Travel expenses 
We can reimburse your travel expenses up to £20 total. Please bring a paper copy of your receipt to 

the focus group or forward an email receipt to [email]. We cannot reimburse you without a receipt. 

If you do not have the receipt on the day you can email it to [name] at a later date, but we cannot 

reimburse you until we have the receipt. 

To have your travel expenses reimbursed you will need to complete a form that asks for your name, 

details of travel (e.g. date and cost) and sort code and account number (these are usually on the 

front of your bank card) so that we can reimburse by bank transfer.  

You can complete this form on the day, or this can be emailed to you to and you can return the 

completed version via email. Someone will ask how you would like to complete the form on the day, 

and we can help you to fill this out if you would like. 

If you need to get in touch 
If you have any problems getting here on the day you can call or text [name], the lead researcher, on 

[contact number]. 

  



When you arrive 
When you enter the building at 20 Bedford Way you will be in the main reception area that looks like 

this:  

 

 

 

 

 

 

In this space you will see a large CRAE sign (pictured left). Please 

wait by this sign.  

 

 

One of our CRAE team members should be waiting by the sign 

(pictured above), and you can recognise them because they will 

be wearing a badge with their name and the CRAE logo, like the 

picture below. 

 

 

 



One of these people will be waiting for you: 

      
                 [name]                                               [name] 

The CRAE team member will then wait a few more minutes to see if anyone else attending the focus 

group arrives at the same time. Then, they will take you to the room that the focus group will 

happen in. 

If there is no CRAE team member next to the sign please do not worry, they will be taking someone 

else to the room and will be back in a few minutes. In this case, please wait by the sign and we will 

be with you shortly! 

Inside the focus group room 
You will be taken to a room called ‘The Space’ which will have large table with chairs around. This is 

where you will sit during the focus group. Unfortunately this room has limited natural light, but 

there are ceiling windows at the back of the room that do let in some natural light as you can see in 

the picture below.  

In the middle of the table there will be two Dictaphones to record the session, post it notes and pens 

for any notes you may want to take, and we will also provide sensory toys that you can use during 

the focus group. This is what The Space room looks like: 

 

The Space also has an adjoining room (shown by the orange arrow) so if you need to take a break in 

a quiet area you can do so in there. The quiet room looks like this: 

 

[insert image of 

researcher] 

 

[insert image of 

researcher] 



 

You will be shown this room at the beginning of the focus group, and there will be a sign on the door 

to the room that looks like this:  

 

What to bring with you 
You do not need to do anything before your arrival and you do not need to bring anything special on 

the day. 

There will be drinks and snacks available, but you can bring your own if you would like.  

You can bring any sensory/fidget toys, but we will have some on the table that you can borrow if 

you’d like to. 

Please bring your travel receipts (if you have them) so we can reimburse your travel costs by bank 

transfer. If you do not have the receipt with you on the day that is fine you can email them to 

[name] at a later date, but we cannot reimburse you until we have the receipt dated for that day of 

travel. 

What will happen in the focus group 
Please arrive 15 minutes before the time of your focus group. If you are not with us by 11:15am then 

we will have to start the focus group without you.  

Once you are taken to the room where the focus group will happen a researcher will sign you in. 

They will ask if you would like to be reimbursed for any travel expenses, and how you would like to 

complete the form.  

You will also be asked if you would like a drink or a snack, and you will be shown where the drinks 

and snacks are. 



You can then take a seat around the table whilst we wait for everyone else to arrive. There will be a 

maximum of 7 other focus group members. 

Once everyone has arrived, been signed in and got any drinks or snacks they want and is sat down, 

[name] will start the focus group by introducing herself, saying what we will do today and going over 

some ground rules for the focus group. 

You have been emailed a copy of what you will be asked in the focus group. Copies of these 

questions will also be available on the day. If you would like and if you think this would help you, you 

can prepare some answers to the questions and ideas about the passport beforehand and bring your 

notes with you to the focus group.  

An accessible focus group 
We want the focus group to be accessible for all of the participants. Different people in the focus 

group will have different needs and we will do our best to make the necessary accommodations for 

everyone, but this might not always be practically feasible. If there is anything you would like us to 

know about before your focus group you can email [name]. You can also tell [name] on the day if 

there is anything you need, or if you would like anything done differently and [name] will do her best 

to help.  

We would like to take this opportunity to tell you some of the accommodations we 

will already have in place for the focus group: 
• You do not need to make eye contact during the focus group if you do not want to. 

• We will have post-it notes and pens available for each person so that you can write your 

answers if you do not want to speak. 

• If you choose to write your answer you can put it in a box in the middle of the table and 

[name] will read out your answers anonymously. 

• You do not need to answer every question if you do not want to. 

• Each participant will have a ‘Time Out’ card that you can put on the table in front of you if 

you want to take a break from answering questions, or if you want to go to the quiet room. 

• You can go to the quiet room at any time you like. 

• We will have sensory/fidget toys on the table that you can use throughout the focus group if 

you want to. 



Eating and drinking 
When you arrive one of the research team will ask if you would like anything to eat or drink. 

• To drink we have tea, coffee, decaffeinated coffee, herbal tea, water and fruit juice. There 

will be regular and soy milk to have with the tea and coffee. 

• To eat there will be fruit, biscuits and gluten free biscuits. 

• If you want to bring your own food and drink you are welcome to do so. 

• If you want anything to eat or drink you can either help yourself, or ask one of the research 

team who will be happy to help you. 

Toilets 
There are toilets on the same floor as the room that the focus group will happen in. We will show 

you where these are and there will also be signs to direct you to the toilet that look like this: 

 

Leaving the focus group 
Once the focus group has finished, one of the research team will take you back down to the main 

reception and you can exit from there. 

Your voucher 
As a thank you for your time and contribution at the focus group you will receive a £10 Love2Shop 

voucher that can be used in many shops in the UK. 

The research team 
The research team will be helping on the day to make sure your experience is as pleasant as 

possible. The research team will all be wearing badges with their name on. 

If you have any questions please ask one of the team, or let them know if there is anything we can 

do to make your visit better for you. Similarly, if you need something explained in a different way 

please let one of the team know.  

[name] will be leading the focus group: 



      
                 [name]                                               [name]  

Contact us 
If you have any other questions or if you would like us to know anything before the focus group 

please email [name] at [email address] 

If you need to get in touch with us on the day (for example, if you are going to be late or if you 

cannot find the building) you can phone or text [name] on [contact number].  

 

[insert image of 

researcher] 

 

[insert image of 

researcher] 
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