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ABSTRACT .

This training program, designed to assist treatment X
prcagrams decision-makers in planning, implementing, and monitoring
rractices and services for alcoholic wcmen, provides participants the
opportunity tc: (1) measure the current state cf their agency.
‘prcgrams: (2) select priorities for change: and (3) develop an action
rlan for charge. The rrogram is designed for teams of two peogle from
the same agency, one with decision-making responsibility and one
interested ir womén's treatment. Two trainers, one male d cne
ferale, conduct opgfthree-héuigsessions in small group exercises and

- discussiocns, lecturettes, and brainstorming with a-group of 20

- rarticipan over a 2 1/2 day rericd. This manual helps trainers
prepare for and conduct the course. It includes a session-by-session
overview, refresher materials on training methods, gquidelines for
~training program managehent, cample recruitment materials, and
masters for duplicating partitipant handouts. A series of session
outline cards accompanies the wanual ard includes specific directions

™. fcr conducting each session, gcals and obtjectives, and materials

needed for learning activities. (Author/NRB)
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Program OVverview ' '

-

Purpose: Tuo enhance the capacity of treatment program decision
makers to plan, implement, and monitor practices and
services designed to meet the nheeds of alcoholic women:»’

Training rhe training proqram provides participants the opportunity

Goals: to:

e Measure the current state of their regpec-
tive agency'plans and/or pro@rams for serv-
ing alcoholic women against a set of policies,
practices, and procedures that appear to be
effective in women's treatment.

e Select some prioritieg for change in their
respective agencies. . b

e Develop a range of possible strategies tew_ ‘
address the areas in their programs they
identify as needing change.

| e Prepare for continuation of planning and
implementation of identified changes upon .
return to their agencies.

Course The Trainer .Manual contains ig’df;;tion to help trainers
Materials: prepare for and conduct the cburse. It includes a session-
\ by-session overview, refresher materials on training
methods and techniques, guidelines for training program
nnnagemont, sample recruiting materials, and masters for
~ ’ ’ making copies of participant handouts.

The ézllion Outline Cards include specific directions for
conducting each session as well as goals and pbjectivol

. : of each session and the materials and equipment required
for the variouu learning activities. '

The Resource Book, primarily for participant use, is an N\
integral part of training activities and will be a valu- R
- able reference for program plannihg and staff training

~ (Continued on inside back cover) ) <: » _ .
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Preface

. for Alcohol Education (NCAE) was thus assigned the task of developing

“L . .

In recent years thexre has Leen a surge of interest in the status of

? *women And considerable activity aimed toward identifying and meet ing

the special needs of women. People in the alcohol and drug abuse

fields have felt the impact of the phenomenon and are making efforts

to explore and respond to the special needs of women with alcohol-

- and/or drug-related problems. .

The moBt significant events in both fields appear to have their

origin in 1976. Congress passed legislation specifying that states

must begin to provide prevention and treatment programs designed for
women. The National Council on Alcoholism created am Office on :
Women and coordinated the growth of task forces on women and alcohol-
ism in almost’ every state. The National Institute on Drug Abuse,
through the National Drug Abuse Center for Training and Resource t
Development (NDAC), published the first nationally developed course

for ‘counselors and supervisors on treating addicted women) The

course was titled Women in Treatment: Issues and Approaches.

At the same time, the National Institute on Alcohol Abuse and Alco-
holism (NIAAA) initiated or sponsored a range of activities to fos-
ter better prevention and tr'eatment programs for women. One outgrowth
of those activities was recognition of the need for a training program
specific to the treatment of alcohplic women. The National Center

this training program by NIAAA in 1978, with the stipulation that
NCAE work closely with NDAC to benefit from their experience with - -
- Women in Treatment and to complement their_;gy181on of that course oo
baaed on 2 years of delivery experience.

While working closely with NDAC, NCAE COnsulté;\Eﬁe Women's Program
Administrator in the Division of Special Treatment and Rehabilitation
(NIAAR) to eﬁ%ure that the training program would be consistent with
the Divison's guidelines on women's treatment for federally funded _ '
treatment programs. Other~“sources consulted to provide & broad

perspective for designing the training program included specialist

in research, treatment, and training in the field of alcoholism and (

' .
C . \ .
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women; specialists on women in other fields; a sample ot NIAAA-funded
treatment program directors; and related books, artaicles, rteport,

and other materals. -

»

The picture that emerged from this process of consultation and data
collection was both fragmentary and complex: \

e A small number of specialized treatment programs for
women are in operation.  NIAAA has recently increased
the number of women's programs it funds to 29, While
their data on treatment etfectiveness is still prelimi-
nary, their experience does give guidance to others who

want to modify their programs to serve women better. )
e Related research literature on women from fields such as

psychology, sociology, amd mental health provides sound

principles for treatment design to some extent . How-

ever, research on alcoholism in women is limited and
many of the studies that do exist are based on small
samples or have other methodological problems.

‘@ Many treatment agenclies have had some experience with

women clients who are spouses of alcoholic men, and N
others are beginning to include special services for
women alcoholics. : : t

e Consistent with Congressional legislation, all treat-
ment program ubmitting grant requests to NIAAA must
r include a plart for women's treatment services. State
plans must also include assessment of need and plans for
provision of service for alcoholic women.

Some 6f the treatment -program elements recognized'as

) important for*women's treatment have application for
men's treatment also, particularly those aspects relat-
ing to personal growth and improvement of interpersonal
relationships. '

e A training program to complement the NDAC course most -
efficiently should focus on a different target audience.
The group most oftdn cited was the agency staff in

: - charge of clinical programming, but including board

/ members or other pd&licy makers as well.

/

" In summary, the need for improving the treatment.of alco“slic women
is c¢learly recognized, particularly at the national levell However, .
what needs to be done and exactly how to go about doing it are not,

"quite so clear. Research data are limited and those with jexperience

) in developing and maintaining specialized treatment programs are not

4
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readily accessible to all who want help. one nationally developed
training program for counselors and supervisora focuaes primarily
on the knowledge, skills, and attitudes neoded for direct service '
delivi{y to women clients.

' {

Given this context, NCAE course developers concluded that the most
useful training program would be ohe designed to address the organ-.
izational aspects of the agency where people with alcoholism are
treated. What factors need to be taken into account when planning
treatment services for women? What questions should a neods assess-—
ment answer? What are the staffing needs? Wwho in the community

can help? Where does ouwtreach fit in? How should it be approached?
What is the agency already doing that will help? How will women's
treatment services fit in with existing services? How will we know
if we are on the right track? ’

In some instances. the answers to those questions and related ones
are the same for all agency staff. However, the emphasis in this
course is on the planning, implementation, and monitoring of services
rather than on direct delivery of services. Peoplé responsible for
treatment program administration and decision making are the audience
for the training course.

N
One assumption underlying this course is~that the people who attend
this training program are open to the idea that women's alcoholism
treatment services need to be improved. Their purpose ih attending
Ms to get help in learning what needs to be done.. Another assumption
is that the participants alweady have considerable knowledge about .
alcoholism and experience in administering alcoholism treatment
programs. “
The training design also takes into account three fairly common
characteristics of program administrators or directors: they are .
‘very pragmatic, short on time, and concerned about costs.

The resulting trajining program is 2% days long, draws on the 'artici-
" pants' existing knowlege and experience, is presented in terms of
« their job responsibilities, allows ample opportunity for them to
work on the real-life problems they face in their regspective agencies,-
and provides abundant resources for back-home application.

Many people contributed their time, knowledge, and encouragement to
the development of SERVICES FOR ALCOHOLIC WOMEN. In the early stages
of development, NCAE convened a Collaboration Group of eight women
who helped to define the training needs related to treating alcoholic
. N hwomén, bet‘priorities_for the course content, and identify the target
’ population. Once the course was developed, it was submitted %o a
0 ' panel of five reviewers selected for their experience in research,
/J!I " treatment, and training. Concurrently, a developmental test delivefy
of the course was conducted by 2 qualified trainers with a group of
17 men and women who représented the target population. The course
' was designed and developed under the direction of Mary L. Millar,
¢ project manager for NCAE
\¥
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The Collaboration Group members were:

Ann Baxter Leona M. Kent J

Executive Director women's Rehabilitation Association
California Women's Commission of San Mateo County, Inc. .

L

on Alcoholism
Anne D. Robertson, M.S.W., Director

wanda Frogg ~ Division of Alcohol and Drug Abuse

National Indian Board on Migsissippi Department of Mental
Alcoholism and Drug Abuse Health

Sylvia Govan Lidia Romero

Columbia Point Alcoholism Program Assistant Director

Midway House, Inc.
Jonica D. Homiller
Fonsh)tant Brenda Weathers, Coordinator
Washington, D.C. National Coalition of Women's
) Alcoholism Programs '

The reviewers were:

L Daniel J. Anderson, Ph.D. Shirley Hill, Ph.D.
~ Director , Department of Psychiatry
Hazelden Foundation . University of Pittsburgh .

School of Medicine
.Linda J. Beckman, Ph.D.

Department of Psychiatry Riley Regan, Director
The Center for Health Sciences Division of A;zoholism
University of California New Jersey Department of Health

Gayle Hamilton, Ph.D.
Consultant

]
,Arlington, virginia
The trainers for the developmental test were: i .
. ; f
) James P. Conway, M.S. .
Coordinator, Counseling Services
Long Beach General Hospital
Linda Mandel ‘
. Associate Director - ’
~ california Women's Commission on
% Alcoholism
¢ »
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Section |

Introduction to the Package -

SERVICES FOR ALCOHOLIC WOMEN is a training program designed to en-
hance the capacity of treatment program decision makers to plan,
implement, and monitor practices and services designed to meet the
needs of alcoh¥ic women.

/ The training program provides participants the opportunity to:

e Measure the current state of their respeqﬁive agency plans
and/or programs for serving alcoholic women against a set
of policies, practices, and procedures that appear to be
effective in women's treatment.

e Select some priorities for change in their respective ’
agencies.

° ﬁévelop a range of possible strategies to addreds the areas
in their programs they identify as needing change.
' , 4 v N
e Prepare for continuation of planning and implementation of
identified changes upon return to their agency.

The program consits of seven sessions and requires approximately
16 hours to complete. Sessions range in length from Y) to 3 hours.

. It is recommended that the program be delivered over .2% consecutive
days in a residential setting., It could also be delivered in a
nonresidential setting over a period of weeks, with sessions pre~

' sented weekly or twice weekly. The instructional activities com-
bine didactic presentation and guided practice in application of
asgessment and planning.information; the emphasis, however, is on
practice.

The program materiala consilt ofs

e Trainer Manual




their own treatment prograﬁs.

.

Guidelines for using these materials to prepare and deliver the
workshop are provided on page 5.

b

Relationship to WOMEN IN TREATMENT

NCALE's course, SERVICES FOR AICOHOLTC WOMEN, is designed to be com-
plementary to WOMEN IN TREATMENT, recently revised by the National
Drug Abuse Center for Training and Resource Development (NDAC) .
WOMEN IN TREATMENT is aws—day course for counselors engaged in
one-to-one interaction th women in the delivery of treatment and
rehabilitation services. RAlthough it was developed by NDAC, it is
useful for alcoholism counselors because it covers material rele-
?ant to women whether they haver problems related to alcohol, drugs,
>r both. »

While there is some overlap in the content of the two courses, they
di ffer in emphasis and detail. WOMEN IN TREATMENT comprises ten ) ’k
modules which cover such topics as patterns of licit and illicit

drug use, a woman's life cycle and sources of stress, a life stress
counseling theory, and special issues: family systems, suicide,

victimization, and sexuality and health. Participants also develop
personal principles for coynseling women and assess the adequacy of

The people who attend SERVICES FOR ALCOHOLIC WOMEN will be interested
in WOMEN IN TREATMENT as an appropriate and worthwhile course for the
counselors in their agencies who work with women. A description of
WOMEN IN TREATMENT and information™for obtaining course materials are
included in the Resource Book on page 309. '

)

who Can Benefit From This Training?

~

SERVICES FOR AILCOHOLIC WOMEN is designed for teams of two people
from the same agency since this approach seems to increase the like-
lihood of agency program changes subsequent to training. One team
member should have decision-making responsibility for treatment
gservices in the agency. Depending on the size of the agency and

the services provided, this person may have the title of program

g

_director, treatment coordinator, clinical supervisor, or manager.

The other functions may fhclude deciding what program services wi\l

be offered; allocating staff, space, and funds to support those sey-
vices; establishing referral relationships with other service agencies;
and representing the program to the board of directors and the com-
munity. : )

s

The second team member may be the person designated as women's treat-
ment coordinator, a board or advisory group member, or a staff mem-
ber with particular interest or expertence in women's treatment.
Again, the title and function of this person will vary according to
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agency size, nature of services, and current status of women's

treatment.. 1f only one person from the agency can attend, that
person should be the one with decision-making authority. as des—
cribed above. Py ’

It is important to underscore the importance of recruiting partici-
pants who match the characteristiics described above. The instruc-
tional design is based on the assumption that participants have a
thorough knowledge of alcoholism-and are experienced in the manage-
ment of alcoholism programs. Further, it presumes that participants
come with the intent of improving treatment services for women and

*

allows time to begin planning changes in their respective agencies.

The course will have little interest for those who do not have treat-
ment program planning and decigion-making responsibilities. Appendix
B contains a sample letter that'hay assist in recruiting the approp-

riate participants.

Whq Can Best Conduct the Training?

Two trainers, one female and one male, are optimum for a group of

20 participants. The female should be well versed in women's issues
and effective alcoholism treatment for ‘'women, with special eXpertise
in agement of such programs. ' She should also be an experienced
group leader/facilitator, able to balance her enthuslasm for improv-
ing.the treatment of women with a sensitivity to the participants'
level of sophistication on women's.issues. The male trainer should
have simjlar qualifications reganﬁiﬁg‘group facilitation and sensi-
tivity on women's issues, and haﬁa recent experience in counseling
alcoholic women.

Two trainers, one female and or#male, are recommended to distri-
bute the burdens of Helivering 'a demanding training program, provide
both male and female perspectives on sex-role stereotypes, and pro-
vide role models of a productive, professional working relationship

"between a man and woman.

Appendix A includes a discussion of some of the general advantages
of team training and offers some suggestions to ensure smooth
cooordination. ‘

where Can the Training Be Conducted? . . B

The training site shoufd be attractive and comfortable and large
enough to acconinodate the number of people who will be attending.
The Qpﬁimum number of participants for maximum participation and

b

" interaction with the trainers is 20. A group of 24 or 26 partici-
- pants would be manageable for trainers and would not require modi-

fication in learning activitieé. "Some additional time would be -
required for small group presentatiOns, since more groups would
be présenting. o - : - .
. S ~ -
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The room must be' large cnough to hold comtortable charrs tor trainers
and participants; clustenr, ol b dew amd chairs for gromps of two

and four, with enough distance between to minimize distrget tons;

and four flipchart tripods. An acceptable altdrnative i3 one room
large enough td hold the ¥arge group and two or three smaller adja-
cent rooms with tahle and chairs for small group work. See Appen-

dix B for further discussion of traininy sife selection.
-~ .

what Information Do the Training Materials . gontain?

The Trainer Manual is designed to help the trainers prepare for and
conduct the sessions. Section II, Session-by-Session Overview,

begins ‘with a short introduction explaining the organization of the
gection. Next is a brief description of the sequence and flow of

the sessions. The remainder of Section Tl is a synopsis of each

session including discussion of possible trainer options for tailor-
ing“%he course to fit specific situations. '

Section ITF describes the organization of the Session Outline Cards.

Appendix A provides refresher materials on training technigques and
methods, with emphasis on those used in this program. Appendix B
contains a brief discuigjon of training program management and sample
recruiting materials.

Apbendix C contains handouts and trainer references. The handouts
can be used as masters for duplicating copies for participants,
according to the directions given in Section 11. References contain
content or other information the trainer needs to condugt an activity.
In some cases direction will be given to reproduce a re feremice on a
flipchdrt or overhead.transparency. In addition to the handouts,
other materials to be used in session activities appear in Section I
of the Resource Book. In some cases duplicates of these materials
will be reproduced for participantg Lo use in session’activities so
that the copies in their Resource Books can be preserved for use in
their own agencies. Masters for evaluation instruments and directions
for their use are also in Appendix C.

The Session Outline Cards are designed for trainer use during the
program. They serve as a portable, step-by-step guide to session
activities, allowing the trainer to move around the room rather than’
remaining behind a table in order to follow the training sequence in
a three-ring binder. The text on the cards is presented in outline
form with space provided for the trainer to add notes and key points
for his or heér own use. : ‘

.
1

The Resource Book ig designed for use during and after trgining; '
It contains articles, bibliographies, suggestions for ¢élient assess-
ment and program evaluation, ideas for child care and nutrition ser-

vices, and 1ists of resources for staff and client education. The
a
. 14
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Ragsource Book 18 an integral part of training activities and witl
geive as a valuable reference {or program planning and satatt traim -
ing when participdnts retuin to thei: agencies.

What Is the Suggested Soqpbnée of Activities foxr Workshop Preparation?

.
Preliminary Prhnning. After the sponsoring agency is assured of
sufficient participant interest in a program, the primary considera-
tions are those of management and logistics, such as choosing a time
angdl place, recruiting and selecting participants, and obtaining mate-
rials and equipment. Of special importance is agsigning‘responsibil-~
ity for the various tasks that must be accomplishpd for successful
workshop presentation. See Appendix B for suggestions about planning
and carryiig'out these management tasks.

Preparing to Conduyct the Instructipﬁhl'Activities. - y

e Review of the Resource Book - Examination of the Resdurce
Book will give the trainer séme notion of the program con-
tent and the background materi&Al provided to assist him or

» her in preparing for delivery It will also enable the
trainer to help participants make best use of the Resource
- Book during training.

e Review of Trainer Manual - In preparing to conduct the ses-

" sions, it is suggested that the trainer begin by ading
through Section II of the Manual, Session-by-Session Over-
view. This will give the trainer a sense of the sequence
and flow of session activities for the total course. A re-
view of the Appendixes will acquaint the frainer with the
assumptions underlying design of NCAE training programs,\\\J
the logistical requirements for trainiqg delivery, and the
handouts and references provided for instruction and evalua—.

. tién.

® Review of the .Session Outline Cards - The next :step is to
review the Sesgion Outline Cards, planning specifically
how eadh session will be conducted ahd making notes on
the cards about introductory and summary remarks and key
questions to stimulate discussion. At this time joint
planning with the cotrainer will ensure clarity of roles
and mutual expectations for the training sessions. It may
also be appropriate to take a closer look at the refresher
.-materials an training skills ih Appendix A. '

.,). ' Axrange for Dqglication of Materials - Selected handouts
such as task instructions and yorksheets must be dupli-
cated for some of the sessions: : The masters of thege hand-
~outs are contained in Appendii'c;y'h complete 1ist’ of all
" course mathrig§‘ is on pgge'lB("

.
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quuire Materials and Equipmont - Well before the program,

the trainer will want to order a sutficient number of Rasource
Books for participants and arrange to boirrow, rent, or pur-
chase tripods, flipchart paper, markers, and masking tape.

The Resource Bboks should be ordered at least 4 weeks

before the event from: ¥ \

National Center for Alcohol Education
1601 North Kent Street
_Arlington, Virginia 22209

ttention: Order Processing

%4
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Ny

Session-by-6ession Overview
\

Int roduction

.This section of the Trainer Manual describes the traininq activities
in narrative form, First for the entire course and then in session-
by-session detai’l. Each session-by-gession overview is presented in
three parts: purpose, synopsis of activities, and remarks. The pur-
" pose states what the session is designed to accomplish and how it
relates to other sessions. The synopsis of activities describes

what trainers and erticipants do to achieve.the purpose of the ses-
gion,_including use‘*of course materials. A complete list of course
mater\~ls appears on page 18 and identifies each by gsesslion, title,
location, how used, and how many handout copies td duplicate., The
last part, remarks, contains special commeﬁgs/on traingr preparation,

-~

guidelines for adaptation to special situatyons, and in some cases,
alternative ways to:conduct sessiongactivities.
t ) . ’

Sequence and ﬁIow of the Sessions ' '

T — ' . N |
Before reading the descriptions of the individual sessions, a word
about the course designers' rationale for the choice and sequence
‘of activities constituting the course design i An order.

»

It is anticipated that participants will come with a wide ﬁ%riety of
feelings about and expérience with women's treatment services. ,
Session 1 is dqaignod to focus thope feelings and experien in a
constructive way so that they be a paxt of the: course learning
activity. This is done through an idtroduction exercise in which
participants are asked to share the personal experience and perspec-
tive which led the to see an "indicator" or need for change in
‘\‘\‘Itsting services “for women. The participant—genengﬁ%d list is
then Integrated with a list of trends in the field which the course
_Qesigners have extrapolated from statistics and ‘expert opinion. The
“integrated list forms a picture of "where we are now" along with the
outcome. of the final activity: a list of barriers women face in
pnteringﬁtreatment, a" list of barriers that may prevent agencies

§ '?, a o s ~ 3 N ?
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fr-nm reaponding to women's nceods, and the changes parthicrpanta are
thinking about making to improve women's treatment servicea.  courge
goals and objectives and participants' expectations.o! the course
are also laid out in Session 1.

Sagugion 2 beging with the generation--by the group--of basic, generlc
principlea which ahould be observed in all treatwent services-—-fom
men or women, in inpatient or outpatient settings, and in rural or
.urban communities. The principles are congidered under eight head-
ings: -initial visit, assessment, treatment services, afteircaire, pro-
® gram planning, staff issues, follow-up, and eutreach--categories
which are defined in the Resource Book. With this list of generic
principles at hand, participants are then asked to look at the fac-
tors to Me congidered in designing treatment programs for women.
By reviewing what the participants already know about sound treat-
ment principles, the trainer is able to lead them from the familiar
. to the unfamiliar. In the natural course of this activity it becomes
® clear that much of what_ applies to women's needs applies als®d to men.
' w - o '
In Sessian 3 the particibpnts work with an Assessment Checklist which
enablegs them to look at their o}g programs in light of the basic
v principles of\good alcoholiam programming that they themselves have
identified as well as from the perspective of meefThg women's needs
- ( presented in Session 2. It is also essential to this exercise that
participants bring wertain depcriptive information from their own -
) agencies.in order to carry qut the session activity. With the assess-
ment activities of Session 3, participants begin a planning process

\§\\- which will cqntinﬁe for the remainder of the course. &

P
[P

~

This process is carried one step fgrthe% in Session 4. Participants
analyze the aspects of their own Frograms that need improvement and \
set priorities‘pmong them using a'set of guidelines contained in the
course materials. The opening activity for Session 5 is to list or-

Cc L ganizational barriers participants anticipate in implementing the

. N & changes they are planning for their own agencies. The balance of
the ¢sesgion 18 designed to draw out--from the Resource Book, frem
the trainer, .and from other participants--a range of strategies for

" taking action_in overcoming those barriers back home. Session 6

' provides sjimulated practice in involving others in fuyther planning

and implementation of improbed alcoholism treatment services for

i " women. ‘'The intention of thil session is to help participants pre-

pare to continhe<Pack home the work they.began® during training.

Seseion 7 brings the participants full circle,’that is back to the
point of looking at training goals and objectives and personalk
expectations which were laid out in Sessidh 1. The activities

. N -- | . Ay | | \ .8 18
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give both tirainers and participantas a chanee ta anaeaas how wel
theiv gonls and expectat fong wore met
Session 1: TIntroduction and Program Overview \\'
— PRV A S AP S Ve L VA e! .

Purpose:  This first session of the training program is devoted to
clping traineras and participants get acquainted, in order to estab -
1id) a climate copducive to warking as a group. By completing an
Ingst sment Form, pdrticipants establish a baseline for

asgessing changes that occur in their perception of the adequacy of
women's treatment in their agency. Participants have an opportunity
! to cite the indicators for change that have helped motivate them to
participate in the training program and their expectations--what
thay hope to get out of the course. The trainers then have a chance
to explain which of those expectations can be met and which cannot.
Finally, participants receive a thorough orientation to kourse goals
and objectives, content and sequence of activities, the/training
schedule, and training materials, so that they have a fairly cleax”
idea of what they will be doing and what iF expected of them.
L4 »
Synopsis of Activitigs: After the trainers' brief opening comments,
participants complete the Instruction Assessment Form. T?}g activity
! is followed ipmediately by. an introduction exercise. The/master for
duplicating the Instruction Assessment Form begins on Page C-51; a
full discussion of evaluation rationale and procedures is contained
on pages C-45 to C-47. The Instructions for the Introduction Exer-
cise is a handout which the trainer duplicates from the master on-
page C-1.

Partic%pants form pairs to interview each other for the purpoae of
introducing each other to the rest of the group, Wwhen the activit
i 18 completed, all-participants have been seen and heard and have
"~ shared the ind%catqre they see for the need to improve women's alco— <,
holism treatment services and their expecta ions of the course.
. The indicators &nd égpectations are listed on a flipchart for future

reference. ' \

-

The next phase of Seeéion 1l involves the rationale and overview of
the program. The traiher leads the total group in refining and
. categorizing the list ¢f-indicators for change. Next, the partici-
L pants are referred to the Resource Book, page 3, Indicators for
- /7. Change in Women's Treatiment. o '

-farticiphntp compare th two'liats (1.e., the 1list of PIndicators"
produced by the participants with the list from the Resource Book) .
for differences and discy pancies. By this strategy, the participants

- ,
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are able to supplement theinr exint ing knowledge about current trendas
andd reaearch without a tormal lecture on facts and tigmes. ot her
it getsa the stage for the coumrse rationate: :\thnqi\ mach [ atitl
unknown about women's treatmont, the évidence ig subsatant ial that
current services are inadequate, and onough datads “avai lable _to

begin making improvements.

At thia point, the traine: dictrihutes the course Goal and Object ives
(see p. U ) and achedule (sed p. -3 and deacribes the X Vivitieg
that will help them accomplish those objectives. \

Together the trainexr and participants rgaiew the list of expectatjiens
to determine whick will be met and which will not based on the under-
J st.m\dinq_of course - activities. “The expectations list is posted fui
review as part of the final session.

. ——— .
§inally, workinggin three groups, partfcipantg discuss their Nrrent
thinking on the treatment program changgs they anticipate nmkilg!io
. improve service tp women, why women haz? difficulty entering g{eat—

- ' . ment, and why programs have had djffic l%yAidentifjlng nd meeting
women's needs, each group discussing one }Jshe. droups report the ‘
highlights of their discussion and invite comments froem the other

. groups . - . ..
! . @ _ \\\.
Remarks: The triner's primary preparation task for this session ie ™.
thorough revidw of -the course objectives .and activities in order ‘
to present the @verview and discuss the participants' expectations.
. “The exact natur¢ of the openiﬂb activities will depend o the local
\ ™~ situation. v ,‘ “g‘_:. ‘ -
s v
N Advance preparation wili also include a roster of participants &nd
a schedule. The sample schedule will need to be adjusted for speci-
fic dates and times and addition of special activities as planned

by the trainexr or dictated by the local situation.

- ' ’ ’ l-‘ormatlon'of small groups\his done most easily i)y having the pa't ici- -
' pants count off. TIf there are 20 participants in a group and each
small group is to have fourgypeople, participants courq off in turn:

’ 1, 2, 3,4,5,1,2, 3, 4,5, and so on. THe participakts who

counted "1" form éne group, the participdnts who counted "2" form

another and so on. . -~ -

L]
I

. & < .
\ . Group membership is generally left to chance". However,_thrgg/gpide—._
lines are offered for train“ consideration: ' .

-

N ' ) [
\\\<\\ e As there are two people from each agefity repfesented”inf;he'.

’ - group, they should probably join %fparate groups unless:
- they are gpecifically directed to work in teams. S
. S . .
A
¢ * \/] 20 r
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O‘art icipants may derive more bonefit tiom training {f thoey
have the opportunity to work with as many ?Hf’f'nr('nt people

as possiple._ ,

of Though none of the learning activities depen;;>gn a par-
\\\‘ ticular gex ratio, mdles _and females evenly distributed

in the small groups wi]l ¢nsure that both perspectives

ara representad in discussions. .

L d

Trainers may elect to use a different introductory exercise, such
as the Name Game, to open Session 1. 1In this activity, participants
sit iba circle. The first participant g;\m

by an adjuctivo/whi{th begins with the same first letter as her name,

e.q., Joyful Jané. The second participant repeats the first partici-

pant 's name ag given (Joyful Jane) and then gives his own, e.q.,
Pratical Peter. The third participant repeats the first two and
then addsphls or her name, and so on around the circie.

Next, participants each receive a half sheet of flipchart paper and
record the agency they represent, what they do there,. indicators for
change, and course expectations. As each participant presents’this
information to the group, the trainer writes the indicators and ex-
pectatiqns on separate flipcharts. \
Another dhtion trainers,ma; choose for Sejsion 1 is to prepare a
lecturette based on Indicators for Change \h the Resource Book.
Categorlzing the participant's listhg icators is eliminated,
but the trainers can refer to tﬁegmlist to illustrate points dn the
lecturette.

J’.
S

c—

N ~

Session 2: 45Agohélism Treatment from thg‘W&k@g's Perggpctive"
¥ oy

*purpoge : o'Fhiﬂvgéssion establishes the ‘important elements of women's
trea nt sax@iCes as derived from factors unique to women and women
alcoholiqn.‘ Emphasis is on those charactaristics that have the

. greatest impLicationa for design of treatment services and that seem
to bq-ﬂlp?orted by research.

synopais of Acéivities- This séssion starts with participants iden-
tifying. B&c elempents of alcoholism treatment. The participants
are asked gakfbcuw\On principles that apply generally, whether the
agency is large or 9ma11, offers outpatient or detox services, or
“'serves rural or urb&p communities. ' Participants then classify each
item under one of two headings: client perspective--items that
affect the client diréctly--or treatment support--items that affect
the client indirectly.\ Sample items for each list are contained

on pages (-4 and C-5 for.trainer reference.

\ ) o . . Y
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Next, participants further gategoyize the items on the two ligts
according to eight Aeadings: jinitial visit, assessment, treatment
gervices, aftercare, program plamgng, statt insuae:, tollow- up, and
outreach.  Pach category i defined i the Resomrce Dook on page 9
These categories will appear on the assesament check it yned in
Session 3 to help participants analyze theiv own programs.

To accomplish this task, participants work in four groups. Two
categories, one from client perspective and one from treatment . gup-
port, are assigned to cach group, as follows:  group I--initial
visit and out reach; Poup 2o-assessment and program planning; group

To—treatment and staft issues; and group 4--attercare and follow-up.

The next major -activity is pregentation of the fac.t.on; about women
and women alcoholics that affect design of treatment services. The
trainer makes a brief presentation outlining the uonsrellat ion of

groups to which an individual client may belong {see the diagram on

page C-6, f Context for'look ing at Women Al lol;u 1). A sugygested
outline for this presentation is contained in?th}) beqq ion Outlipe
e Cards on pages 36-39. - *r iﬁ\* t _ A

As an optional activity, QSpec'allydif p@}ticipanﬁs are qerving a :
variety of special populations, ask for,g_xui)les in- each sim
circle 'thi-lt are specific to the ethnic or cultdral group th(‘}T\‘HerW.

As examples are suggested, the cotrainer records tlem on a (’IE‘p(‘hart

under cethnic group headings. F’.l‘his activity requires extra tipe but
it highlights the unique characteristics of special populations.

The trainer then refers participantq to the Resource Book (page 11)
to look at - -"Factors to Consider in Designing Treatment Progra foy
Women." These fag&QrJ are arranged under six headings: physical
psychological, sod4nal, family, economic, and special populations.;
’ " For each factor, supporﬁing references and tréatment implicationg
are listed. ' 4

~

Portions of the Factors document are assigned to small groups .of
participants to summarize, discuss, and present to the others. Pre-
gentations are focused on three areas: a summary of factors listed;

a summary of the implications listed, plus any the group wishe# to

add; and a summary of how these implications relate ‘to the proqram ¥
categories (assessment, outreach, etc.). (See page C-7.)

As the final activity in this session, the trainer makes an assign- ]
ment designed to acquaint participants with the Resource Book .

*

Remarks: Trainer preparation for this session involves 1) becoming
; thoroughly familiar with the points that introduce this session and
\\“—; _ link the various activities and 2) shaping the language to. fit his
) : . or her personal style.

In some instances, it may be necessary to be more explicit about the .
flow of activities in Session 2 and their linkage to the acdtivities \\\\

| - t : :
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in Session 3. One way to depict this relationship is by a diagram

such as the tollowing:
Ay l J
T
\ P
‘\'nn(nxt
Rasour ce
Hook
Assignment
Elemonts of cood \ ) .
Alcoholism * \ o '
Treatmant Program "
Social Y -
Cllent q %
perspect{ve \, .
e Women's Treatment
'l‘xon—{n:nl '+ — Services
gupport AsBesamant (he(,kli:t
A,
Th€ elements of sound alcoholism treatment proyide the foundation
for designing a treatment program for women. Those elements are
shaped by the Factors to Consider irf Designing Treatment Programs
for Women (introduced by the Context.and drawn from the yesearch
and experience reported in the literature) and translated into the .
Agsessfient Checklist. This diagram could be presented after the - )
program elements are established in Session 2, before ‘the assign- -
ment is made at the end of Session 2 or at the introduction to d
Session 3.

Regﬁrding §&esentation of session goals and objectives in Sesalon 2
and throughbgt the course, an optional method is to summarize them
briefly on a flipchart for reference during the oral presentation
of goals and objectives at the beginning of each session, as is di- - \
rected in the Session Outline Cards. Or, the traine; may chose to

refer participantT to the goal afiq objectives’handout distributed

durinhg Sessipn 1.

f'\ . “ :
B X

. : ?
Session 33, Assesshng,Ind&vidual Programs

Purpose: Participants now have the oppdrtunity to take a first look
at their programs fot only from the perspective of meeting women's

‘
£
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needs but algo in light of the basic prim-ipl'cﬂ of good alcoholism -
programming that they themfelves have fdent{fied.

Synopgis of Activities: The opeuing agbivity invites feedback on
the assignment to read the introduction to the Resource Book and
review one item of their ¢hoice from Sections II through V. 1In the
course 6f their purposeful review of tha Resource Book the partici-
pants may also encounter features of interest that they are invited
to share with their colleagues. The orientation to the Resource
Book prepares them for Session 5, when they will be developing stat-

/

The trainer then refers:participants to the Women's Treatment Ser-
vices Assessment Checklist in the Resoufce Book (page 29) and ex-
plains its reMytionship to their work in Session 2. Participants
work in agency teams to assess their own programs. To complete the
segsion, teams exchange checklists to determine patterns of differ-

_egles to'overcome :baxriers to change.

- ence and similarity in their responses. . -

_Remarks: The Assessment Checklist appears ih the Resource Book but

it ié—ghggested that duplicate copies be made' for participants so
that they will have a blank copy to reproduce for additional assess-
ments of their program after training (see page C-9).

}f only Bne pg&son has come from an agency, that person should work
on the Assessment Checklist alone, as he or she is the only one who
can #nswer the questions in terms of that agency.

The preprogram information sent to participants requested that they
bring program descriptions, grant proposals, and other materials that
contain client data, agency goals and philosophy, and the like, for
reference during training. This information will be particularly
Relpful to teams who are not yet treating women as they will be able
to begin working on some of the issues raised by questions in the

© program planning category.

T'The Session Outline Cards contain a note at the end of Session 2 -:re-

minding participants to bring these materials to Session 3.

' R & o
-
Session 4: Selecting Priorities for Chaﬁge

Purgoseﬁ A structure is provided to enable participants to analyze
program categories that show need for improvement and select several

"

to start work on right away.

-~

Synqpsid of Activities: Continuing to work in teams, participants re-

~ ceive cdpies of a Women's Treatment Services Analysis Worksheet to

- 24 3
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quide analysis of gelected bprogram categyories (see Resource Book,
page 59). A completed copy is provided as a model (see page 1).
Specific actions in each program category are then transferred to
copies of the Priority Selection Guidelines for a feasibility rank-

ing (qee Resource Book, page 63). A completed copy of this form is
als provided on page 65 to serve as a model. The blank spaces in
the first column may be used for additional guidelines as suggested

by the trainers or participants.

Remarks: The Worksheet and'Guidelines appear in the Resource Book,
but copies will have to be duplicated as participants will need more
than one copy of each. Also this preserves their Resource Book
copies for future use. (See pages C-39 and C-41 for master copies.)

-

Complete directions for the use of the Analysis Worksheet are on
pages 72 and 73 of the Sesgion Qutline Cards. Directions for the
Priority Selection Guidlines are on pages 76-78.

Session 5: Strategies to Overcome Barriers

)

Purpose: One outcome of the program category analysis of Session 4
was a listing of barriers that participants anticipate needing to
overcome before their proposed .change can be implemented. In this
session, they draw on the Resource Book and the experience of the
trainers and other participants to develop a range of strategles
from which to select when they begin to take action hack home.

Synopsis of Activities: Working on the assumption that obstacles
will fall into several general categories no matter what particular
action they are obstructing, the first activity is to list and cate-
gorize the obstacles that teams have identified. The anticipated
categories are funding, attitudes, resistance to change, community
relations, interagency relations, and intraagency organization.

Participants then group themselves according to the category they
are most interested in working om. Each small group reports its

. strategies list to the others so that all participants have a range

of strategies for a number of situationg. . -

In closing, participants are asked to think about which gtoup (e.qg.,
board of directors) or individual they may need to enlist in further
planning and implementation to improve women's treatment services.

In Session 6, participants will plan how they will approach a selec-
ted growp or individual and then simulate that approach and receive

feedback from trainers and other panticipants. : y
<

Ve P
Remarks: If the training is being conducted in a residential setting
the trainer has the option of giving instructions for Session 6 at

P
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the end of Session 5 so that part icipants can prepare during the
evening. In a nonresidential progsam, this 15 not practical, (ioe
page C-43 for a master copy of task instructions.)

(’ Session 6: Involving Otheis
X .
Purpose : This session is designed to establish the linkage between

the planning begun during t raining and what they will continue to

do back home. Participants prepare to invglve selected individuals
or groups in further planning and eventual tﬂplementation of improved
alcoholism treatment services for women. -

~.Synopsis of Activities: participants 1ist the types of groups or
individuals they anticipate needing to involve. 1f the list exceeds’
five, try to organize them under larger headings or ask the group to
rank the top five. Assuming a total group of 20, the jidea is to .
arrange participants in grypups of 4 persons each. There are four ’
roles for delivering the presentations: one stage manager, two pre-

gentors, and one moderator.

Task Instructions for Simulated Approach (master in Appendix C)
outlinessthe task and informs participants about the factors
on which they will receive feedback about their presentations.

Remarks: The task instructions must be duplicated for distribution
(see pages C-43 and C-44). Another preparation task may be to col-
_ lect materials or equipment in addition to that already in use in
. use in tfainiﬁg (flipchart paper and markers) that can be used to }
enhance a presentation. . '

). If thg total number of participants is not divisible by four, one
' group of two or three can manage a presentation by doubling up on
the stage manager/moderator roles and/or having only one presentor.

/ More time for the presentations can. be obtained by forming small
groups and distributing the task instructions at the end of Session 5 «
gso that participants can prepare the evening before, or Session 7
can be moved to the afternoon. (See the sample gchedule on page C-3.

Seggion 7: Conclusion

H-;. I
Purpose: This session provides a formal closure to training activities
and provides time for course evaluation.

Synopsis of Activities: Using the training goél and objectives on
a flipchart, the trainer summarizes the learning activities and otherh
events of the wéek in terms of the objectives. This, presentation is

)

el
b 4
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similar to the course overview ot Session 1, except that it is after
the fact. The trainer then lteads the pnr't':i("ipnnt'f: through a review

of the expectations listed in Sesslon 1 to determine whether or not

the ones that could be met were. <

Bvaluation activities Are conducted as descriﬁgd in the geésiqn
Outline Cards. Certificates are awarded acco?®ing to local custom.
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MATERIALS CHECKLIST

Segsion

Title

»

Evaluation Forms and Procedures

|
Instruction Assesament Form.

1ocat i(wii
(Book &
page no.)

T™:C-45

T™:(C-51

Ingtructions for Introduction Exercise T™:C-1

participant Roster (prepared on site)

Indicators for Change in Women's
Treatment

Goal and Objectives

Sample Schedule (prepared on site)

Sample Items for Client Perspective

and Treatment Support

pDefinitions of Program Categories

.A Context for Looking at Women

Alcoholics

>
-

Factors to Consider in Designing
Txpatment Programs £6r Women

Instructions for Small Group Task

Y

Women's Treatment Services
Assessment Checklist

Woman's Treatment Services
Analysis Worksheet (blank)

women's Treatment Services Analysis
worksheet (completed sample)

Pridriéy Selection Guidelines (blank)

Priority Selection Guidelines
(completed sample)

Task Instructions for S%yulated U.
Approach

Instruction Assessment Form

3

Postcourse! Debriefing Form

.28

T™:C-2
T™:C-3

T™:C~-4 &
C-5

RB:9

TM:C-6

RB:29 & .
™:C-9

RB:59 &
T™M:C-39

RB:61

RB:63 &
T™™:C-41
RB:65

TM:C-43 -

TM:C-51

TM;C—59

Number of
Type of coples per

_Ma_t.vr»i_n 1 par tic ilx_un_l
Tralner

Ref erente

Handout 1
Handout 1
Handout 1l
Participant

Reference
Haundout 1

Trainer 1
Reference

Trainer

Reference

Participant
Reference
Trainer
Reference

Participant
Reference

Handout 1

Part}cipant' 1
Reference

and Handout|(
Participant' 3
Reference

and Handout
Participant
Reference .

Part.ﬁEfgg;;;e 1

and Handout

Participant =
Reference
Handout 1' .
L
Handout 1l
. [ ;‘73 . ."; \
Handodt: ¢ 1

-
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° \ Section I

Organization of
Session Outlme Cards

-

The Session Outline Cards specify for each session the goals and
objectives; the séquence of activities; the materials, equipment,

time required, and room arrandements; and atep-by-step instructions
for conducting each activity. Each card is numbered and the table

of contents at the beginning simplifies location of specific sessions.

&

Thé cards follow the same aequence and format for each session. The
j first specifies the session goals and objectives. b ‘7
AIETM twf - IRIIOIKRA VIO AND PROfANN (vEdvIlW
Sesslon PGposes
- The pesl) of tASs tenetan ore Lo otlab]l (1 a4 2tusiphary condrsive to !npm
- taq 3nd s Teat)iartnn Partictints with AN rattenile fur Lhe tovrse an
/,' WILR (AR SRqUERLe oF tratatag aLUIVITIRG
Ry ha oend of (AVS weentea, 1% partictpanty will e 4bta Vo
o lduwntify otha: pectiripantt by apme 3ad By uihg teafn/watl 4
ey .lh Mve glven shuut n:-uln. r Tt
o lepdatn 1ha coltoasle for I& Cdut e
O Vecale 1A Anir sate/taly 1A 1o ie eedl. whleclives. oend
etntng ertivitiey aedadute ‘ N
LY
The second card gives an overview of the trxaining sequence, including
suggested time periods for each activity and the estimated/total
\ - session timem —~,
. \‘ : - —— i T
.
. 2 i N
. . . ) - SEAMION oM. INTAOBUCT 10N ARD PRIGANS OVERVILY .
Session Sequence Overview ‘
1. ln;ntvulon {1 pour, 13 atrates) AR
T “hatienale and Ovarview st the Yretning Fregesa () howr) ‘ PR
HI. Where Ary be Now!? {43 sinytes) ’
“ Tatel Llme: Y houry
' + 4 ‘\ = 13
’ )
\
3
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. , subsequent cards andicate the methoda, watervala, equipment, and room
arvangement for the seanion.  The items ligted ander matervials may be
hanMguds, trainer references, or parttoopant ceterence:.. 1t the 1tem

1 oa Mndout, the numbor of copron to be reproduced n shown n paren

Lthesos. 1L the 1tem 14 a trainor or participant r1atorence, the

locat ton of that {tem is in parenthesen.  In the example bhelow, all
! .
ftems are handouts. The Resource Book is not reproduced, however,
' . s v
but 15 ordered ahead in maltiple copies,
e ; o
Maothods. Matarials Pqguipmond
<
- 1
8 leatl gear seesidins hege Jreae $00 paids
N o ’ o

14
., .
l‘ ) /
¢ ’
The remainimg cards give specific instructions on how to conduct the
training aétivities. Estimated times for actiyities appear in
parenthoses. 14
[ 4
'S . | '
« ) e e - -
N Lossian Sequonco
p , .

[ I ICTOR HTE L RL R A L IV} ]
A Mave weliontay trmarbs tallradd b shitiaces 2t aliyal e AL mre e

U aleodue rouni 1600 sed (oteslans Rdesly | e Luding .
G e hAhn md hem Gy came 1e B b GrATner ke OB

1 eclude dhawitipne oy
RO 4t

3
..
'The outf{ned text guides the trainer in what to do and what . to say in
chronologiégi order. The words to participants are suggestions, not
verbatim instructions. .1Trajners are epcouraged to make their® remarks
in their own style, adding examples and drawing on their own experi-

ence where appropriate. 2 Ty *
. o o

In certain places, information is included for the trainer's use only.
This "trainer only" information is indicated by the word "NOTE."
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The ultimate success of any training program, regardless of how caretully
designed, i8 related to the trainer's akill {n Aelivery. FPom 'Hm(', reason,
this appendix presents a brief review of training know-how to maximire.
the effectiveness of the%e,materials. Topics include:

" @ The Adult Trainee ' -

" e The Trainer's Role -

e The Training Teamn.

N

e Groups and How They Beh?Qe
° InstruCtioA%l Methods

e Use of Audiovisual Metia
The information represents the wisdom of ejLerLenced trainexs who have par-
ticipated in countless training programs. It can provide a useful, quick
review for those already experienced in group leadership and it can serve
as a helpful beginning for those who are just getting started in training
\

The Adult Trainee - Y
AN §>\ | '
Adults o attend training programs are usuéﬁﬂ?}seeking very specific job-
related skills or knowledge. 1In general, trainees are: .
. . »
. @ Trdependent e , . ;3]
- o o
e. Experienced o
[ ] Problem—c;htergd
hahe .
e "Now" oriented = U : )
Al i ] /

Adult learners have to feel that:tﬂ;—le rning is relevant to their neegq :
before they are willing to acceﬂt it. r this reacoﬁ,_e(fective trai g
. AN .

IS
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e BSelf-directed (Hu}\lvmnm ia involved in conduct ing the
n 2
learning experience? . + K
. )
e FExpartenca-hasced (learnitng aclivitties ate planned around
the participant's experiences). '
k e Problam-centersd (learning centers on learners' needs and
problems, not on "cover ing” subijecta).,
e Immediate in application (l(\arn‘i ng can be put. into action
dirvectly).
-
© This training package is designed to provide “participatory" learning

experiences through which participants relate new information to their
exper iences and needs. ) ‘

As the leader of adult learners, the trainer is responsible foa creating

the kind of open learning environment that enables participants to share
their experiences and individual expertise with other participants.

The Trainer's Role

Trainers use a number of d;>Terept, and sometimes highly individualistic,
approaches to conducting training sessions and meeting the needs of the
adult learner. As a general rule, however, gskilléd trainers dtart bwn
putting participants at ease. Drawing peopla out during the first session
with quesfions about ;hemselves and aout their expectations for the course
allows participantsg to get to know each other and give guidelines about
their needs. Thij'approach also initiates involvement by participants.

The physical envi onment.also helps set the atj;sphere for participant in-

volvement. Arranging the seating in a circle o around a large table is

" s conducive to inYormal exchange among attend 7 rather than exchanges

. ¢ only between participants and h:qhiqgussion leader. .

> ‘ .

rs usually set the gfoqp rules by be-
ginning each session with a cld atement of the topic, the activities
to be included, and the learning jectives. After infgmmation is pre-
sented, the facilitator initiates discussion. :If people are reluctant
to speak first, the group leader often volunteers a comment, contributes

information, or breaks the topic dbwn into more specific questions.

»

As a second task, experienced

- ‘. The trainer sometimes m\pt provide {nformation to give the group some
-“bagigs for learning and discussion. There also are times to seek informa-
tiony This may require calling on participants with special knowledge
or experience or bringing in an expert-on the subject. Sometimes a par-
- _ " tifipant can be a?ked tp\Izik up information and report back to ghe;@roqp.
Other trainer xesponsibilities include keeping theydiscussion on the sub-
jec€\ipd making-sure the learning activities stay oh schedule. §>§

Mpking a brief summary after learning activitigc_and at the end of &\qgssiqﬂ
serves as a logical end to the activity and alsp gives leakners a road

. . e N ’ v A-2 Nt - ) ‘
lszkj/ ‘ -, \:’ - \\ . «- v E . ' tr‘!.
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ollow as they sort out wheroe they are going and where they have

map to
been. carrying out theae taska, it {n fmportant for g trainer to:
.- lespect people's feelings .
of "Avoid seeming to pasa-judgment. .
e Make positive quments and éjvé'positive feedback.
® Be aware of qu gan&id about personal biases. | ‘
® Avoid prgtg;ding to be un‘authorlﬁylon subjects he or she
" doesn't know-thoroughly . -
® Be fraﬁk about his ar her persopai tyle bf group leaderst P.
. \ |
The Training Team - \\ .
<

It is suggested that this program be run by at least two trainers, one
female and one male. _The mast obvious advant ge is in sha{}ng the work
of preparation and delivery and the ongoing re ponsibility to keep the

program moving. Corollary advantages accrue ®td both trainers and .
participants: - ‘ ' M
1. Two (or more) trainers increase the range of experienge and

knoyledge available to participants during the training - ‘ \\
sessions. One trainer may have more tr ining experience,
the other more content' experience. N S

|
Two trainersfcan give 'more time to participants in observfhg
group activities and answering individual’ questions. Parti-
cipanﬂs may relate more easily to one trainer than the other.
Two traihers provi@e participants a cho’qe in seeking he%ﬁ&"“

. .o o
Having more than one trainer pé%videb variety in preégntation.
‘A different facec different tone of'woicde,'a different style
varies the'pacefbf a training prog;gh. M
. 1 . .

With more than gne trainer, complementary roles can be filled.
For‘eiample, while one trainer is conductipg a session, the
other cdn beg alert for participant difficulties and bring them
tq, the presenting trainer's attention Qr respond to them at the
a:Eropriate time. A second trainer can contribute to a lagging
discusaion with a question or an observation. .A second trainer
Gda\ggﬂparige a discussion or handle unexpected events. '

L] [

This 1ist dobs' not exhaust the possible benefits of team training. Fox
any be efiEa to be realized, however, the team must plan carefully, make
role e ctations explicit, and recognize and take advantage of each
other':pql

strengths ‘and weakneldges. o
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Aruitoxt provided by Eic:

|"i!ﬁ , there needs to he oo clear-vnt delinoation af whifsmlivern wha
materviala amd oxactly how much cantent the ilniivi(hml tesontations will

CNCORPAS . Redundancy and a lack ot coardination e the vith jec b mat e
1 Likely withont thin acesrgnment ol veapreneihii Dt dee Tt povisiibhle . team
member » who are not “pertorming” should -t 11 e obeervaimg. The traine:

who has not at tended sessions other then his or her own presentations may
encroach upon arcas that have already been covered by othar s or “Mmiss puints
Lirought up carlier that conld inteqrate t hn ]n\nlninq (\xpnrlom‘o or add
emphasis.  Periodic debyiet inga tor team nmmhm‘; asnsint ln!_(nunlixmt.inn it

it 1sn't practhical for the whole team to he present for cach seshaong

Groups m\d !low 'l‘hﬂ Bohave

Oone of the "tricka" o being an effective ‘trainer is in understanding how
groups work. CThe success il facilitator knows what forces make people
and qgqroups act as they do and wses these dynamics to help guide the learm-
ing experience.

Two majpr factors, shape the behavior of most groups. First, participants
have to decide, "bo T réally want to learn this from y_\‘m?" As they make *»
this decision, participants tend to "tegt" the trainer to decide whether
they can accept his or her leadership.’ ‘Sometimes acceptance is achieved
shortly after the start of the godsion; nt other times it may take longer.
Another aspect ol acceptance requires that the participants decide to learn
what 1is belng presented. The partic ipant\p have to analy‘ze and, in a very
real sense, agrce to learn what the traingr offers. To Yuard against

‘acceptance problems, the trainer should: \

' i
!
i — |
e Be thoroughly prepared for the pregentation, 0
° 73}(0 surce the &\ujis;tivs run mnoot_hiy. L
!

~

® Be frank Qbout what’ he: or she know# and does not know.

e Clarify participant expectations aﬁ the very begijnning of the
t]ralnlnq program, : o

e Compare these expectatlons with thL tralning objgctives.
e Highlight what will a¥% will not be covgred. ‘{
e . ‘Discuss how unmet e;pectations cai be handled.

1f there is a problem, som; tell tale 517Ls inclpdek

TENE \
Moo\
"o

v

Y A )
e Yawning. /
‘\ e TFidgeting. . ‘ / ’ . '
. . s i / - *
PY Privat"e conveziations among pax/ticipants, /4_-'-{- ; .

/ / - C
R i % .
* +
/) ' /
[<
.



8

® ("hn”enq{nq. br of f the-aubjoct r&dmarks .

® uestioning of the content walidit
When such problems arise, the trainer must daal with ,the issues openly to
avoid bigger problems. He or she can: ,

LY

e Reveal what is happening in terms of groug process.
® Ask the group ,what can be done to satiasfy their néeds.

® Meet separately at a coffee break with discontented phdople and
deal personally with their concerns.

)
The second dynamic which shapes group behavior is the neesd for each indivi-
dual to locate himself within the structure of the group. This force is
most obvious at the beginning of a traininq eveant when participants typi—
cally explore how toz

Ly

Y Fit into the ?roup.

e Establish themselves as important members of the group.

-

® Guard their vulnerabilities,
i ' . ©
e Get attention and roooqnition. .

The need for group recognition and membership often leads to behavior patterns
that may interfere with learning. Trainers, therefore, need to be on the
alert for the following "types": '

t

® Retognition Seeker (conatantly calls attention to himgself or
herself). / . '~

e Conversationalist (bripgs up off-the-subject, and often person-
al, anecdoteg).

® Silent Partner (sits quietly, dtkdroamn, §nd does not partici-
pate). - /

® Sophisticate (assumes bored, know-it-all attitude).

e Moralizer (advocates judgmentdl points of view based on
.personal convictions).

® Conservative (convinced that status quo does not need changing).

\ Fonsn . .

40

® Aggressor (attacks other attendees rather than their ideas).

° Theorizer (talks in~abatngg§ terml that often are unrelated
‘to the discussion),




‘ N\

PAS

e Fatalist (believes that pothing can Le done about a problem) |
' ]

e Ratignalint {(helieves only in logic and 1e ject s emotronal
fm-hwa')'.

e Thinker (appoaxrs to pay attention but does not participate) .
Recognizing that these types of beohavior ate personal waysn of coping with
the straina of fitting into a new group can help a trainer deal with then.
Respect ful, tactful treatment may integrate the problem individaal into
the qroup and neutralize any distuption. KXeep in mind what underliesgthe
behavior and try to respond to that need. Thus, tiy slowly to draw t{“
the silent person without making him or her mare self-consciaus; give
some recognition to the types who try to dominate a discussion but be sure
that others have equal opportunities to participate. To cut short the
of f-the-subject remark tactfully, ask those with an interest in the topic
t® get together at the next coffee brgak. Sometimes the group can help.
For example, ask "What shall we do about keeping on schedule when so many
people want to discuss this issue?" The group members ugsually deal very
ef fectively with the situation. :

There is no simple technique for handling attention—neekin;‘g behavior in .
groups. A good trainer- approaches each individual as a new problem, keep-
ing in mind a few general ‘rules: | A

/
e Deal with the disruption; if not handled immediately, it
will just appear again, often as a bigger problem.

e FRemember that you are the qrouﬁ leader and that challenges,
to that role should be met head-on.

e Keep in mind that your responsibility is to the whole group;

+ no single iqdividual should be allowed teo disrupt the planned |
learning experiences. ‘

ins tructional Methods

To achieve its gijCtives, this training program uses an aggortment of meth-
ods compatible with the basic principles of adult learning. The following
is a discussion of thg/more frequently used methods. , g .

pDiscussion - Greup discussion, one of the most frequently used techniques

in training sessions, is generally initiated by the trainer's question or

by information given in presentations, overhead tran arencics,\Qr reading
material. The participants then contribute examglps?pobservatiqn , comments,
and anecdotes from their own exppriences in order to expand and ii%ustrhte
some of the points made in the session. Some of the contributions’provide
striking, first-hand accounts f£yom those who have dealt with diffefpnt
gituations. Other comments and suggestions will not be effective contri-
butions, but the diversity will bring the subject to life and make the
seasions personal and meaningful.

37



11scussigh is not j\‘mt; a rambling, formless conversation that pimps from

opic to topic, but ia focused and directod to a apecitic topic.  The job

f the facilitator is to ensure that the discussion temains 1elevant  and .
hat vagbling is minimized,

>arsonal experiences can be valuable contributions to discussion, but some

>articipants may be tempted to use the didcussion as a confessional. Very
lifficult, emotionally chargedgsituations that have little learning value
:an develop. Aim at achieving balanced participation flom the group. Some

>eople may want to "say thelr piece,” but often others in'the group are
1wt interested in such speeches unless thdy rolate direct ly to the subject.
As a discussion leaderﬂ it pays to be aware of body langubép both your

>wn and that of the partigipants. For example, the trainpr\can use gestures
to keep the flow of (onVquation qoiwﬁ Pointing to an indi vidual who has
something to say is perfectly polite in this context. So; 1q\a hand signal
encouraging someone to continue or elabouate. The direutpon\of the trainer's
attention itself is a powerful signal. As long asa the‘}eadex\iq looking at
someene, he or she will be encouraged to continue; just looking away or at
someone else may cut the' flow of speech. -

A trainer's ability to ask qood questions is the most useful tool for bring-
ing discussions to life and.keeping them focused on relevant topics. A
probing question arrests the attention of the adult learner and permits

the participant to be self-directed in finding an answer, to draw on his

own experience, and to focus on an issue, not An answer. Incisive questions
also cast the trAdiner in the role of a peer seeking answers, thus establish-
ing a productive trainer-trainee relationship.

I;r,

A few simple tips can help a trainer ask the kinds of q‘Estjons that lead
to fruitful And purposeful discussion: -
}

: Lo
e Ask~guestions that start with "how" or "why" rather than
" "what 19." These questions will encourage the development
of thgilearner's analytical skills. They do not bypass ~
neede information. They make learners apply what they know
and digdover what they still nced to find out.

.
o i

® Ask i ét%‘;s that spark controversy and force people to
disag@fe. /¥ ch questions serve to broaden minds and dispel
the ilYusion Qhag everything is black or white.

e Ask open*dnded questiOns that have ‘more than one right answer
and are likely to elicit more than one responge. For example,
.start with "In what way...?" or "For what' reasons...?" These
kinds of 'questions foster a mind-aet that 'is. open to the - {
nuances quuired to understahd the complexity of most topiCS. LY

—

e Don't put] people on the spot with such questions as "What is.
the chemjcal formula for...?" or "Does anyone understand...?"

An inabilfity to. answer the first question or an honest no o ;

- answer tg the aecond would make someone feél stupid. 3 '
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\;Ir_Ht{‘_n _l".v)mr(-in_n_n - Exercises calling for written responscs of various
k i nds are often used to stimulate the participants to formulate canclu:
atons individually. Also, written exercibges are wsed hoecause some in
dividuals seem Lo learn botter by writing than by listening, talkimg,
or reading. The written exercises ugsed in this program provide oppor-
tunity for the participants working in teama to apply the content and
aoncepts of training to thelr own agency problems in a systematic way.
T™is activity provides practice in a real situation and often reveals
to the participants arcas of dift iculty or misunderstanding that can be
vemedied while still in the training program., Do not let the participants
become bogged down in the details of the exortise to the extent that
they waste time or lose interest.

Brainstorming - Calling on all members of a group to ¢ontribute ideas

and suggestions quickly and randomly {s termed brainstorming, a technique
which quickly elicits input from a number of people and provides many
different perspectives. 1In a brainstorming session, the trainer calls

on the group members to present any ideas they may have in rapid suc-
cession and whthout contemplating them carefully. The suggestions are
listed so that everyone can see them; usually on a chalkboard, flipchart,
or overhead projector. Items are listed as they come from the group. No
attéempt is made to cull the ideas for relevancy, redundancy, or appropri-
ateness. FEach contribution is written down initially, and the group goes
back later to consider which apply and which should be discarded. This
activity can be very creative since the ideas of one person often help
stimulate the thinking of others. )

Small Group Work - The plans for some sessions suggest that the aprtici-
pants break up into small groups to work on specific problems and report
back to the large group. ‘The participants can make their own groups or
the trainer can make assignments. It is useful, however, to have a
vdriety of backgrounds represented in the composition of each unit. (See
Section II for group formation suggestions gpecific to this program.)
Some trainer!ﬁfeel that allowinglgroups to remain stable throughout the
workshop or training program allows each to develop as a working unit;
others feel that it is better .to encourage more diverse interactions

by forming new groups for each session. If strong divisiveness seems to
be developing in a group or if a particular group is becoming a gseparate
unit that might be difficult to lead, the trainer will probably want

to reconstruct the groups for the following segsion.

Each group needs a recorder if a repart is to be made. The trainer may
either assign recorders when each group igs formed or allow each to choose
its own. It is a good idea in either case to have different individuals
act as recorders in,different sessions.

During small group activities the trainer circulates among groups to
answer any questions, make sure that all the participants understand the
activity, and ensure that the groups are on courgse in their discussions.

N
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End the sessions early enough to allow sufficiont time tor follow-up
digcussions involving the whole group,

® Begin the follow-up with the reports of the conclusions teached
by each team.
1
e Follow oach report by a br)af discussion and question period, but
reserve the major portion of discussion time so that all the con-
clusions can be treated together {n context.

" Uge of Audiovisual Media

The expert use of transparencies,\filmstrips, and other audiovisual media
contributes immeasurably to any training event. Attention is focused

on kep issues, majow principles are highlighted, and difficult concepts

are expertly presented. Careful integration of audiovisual materials with
the content will quicken the pace of the presentation and enliven the train-
ing evens. On the other hand, audigvisual materials can seriously disrupt

a presentation if the trainer is inept in the use of the equipment. Fum-
bling with transparencies that are out of sequence, seérching for an ex-
tension cord, fiddling with the projector, or having a filmstrip out of
'synchroqbzation with the sound track are problems that inevitably will
plague the ill-prepared trainer. As a result, the pace of the session lags
and the group's interest wanes.
.The equipment is basically simple to operate. With careful set up and a
brief practice period before the start of a segsion, it will function
smoothly and fit into the presentatlon without a break in the continuity.
Th. following sections explain the operation of the audiovisual equipment
needed for presentation of these training materials and give tips on
effective use. ]

“Flipcharts - Flipchart paper and tripods (see Figure 1) may be purchased
at art stores, office supply stores, orfuniveraity bookstores. The local
school may alse be able to provide or tell you where to obtain such equip-
ment. If standard tripods and flipchart paper are not available, they

may be improvised using large sheets of newsprint (at least 27 x 34 inches)
of the type used for painting-in kindergarten. The newsprint can be taped
to the wall or to a movable chalkboard... '

LI

- 1
The advantages—gf“flipchafts are that they require no technical knowledge
to operate and they can be displayed in the training area for continuous
refarence throughout a session. Two important things to remember about
using flipah te are: 1) write large and legibly, and 2) keep the informa-
tion presented brief, using key words or short phrases rather than complete
. sentences. " ' : ' )




Masking tape isg .recommended for attaching flipchart paper to walla as
the paint or pllnstm' in lesas 1ikely to he removed when the tape 1a

pulled off.

F*?ure 1. Flipchart and tripod

;:];f:fiﬁ?ij:iw

ré

The Overhead Projector - The overhead préjector (see Figure 2)'e61§rges

' images printed on transparent acetate sheets and projects them on a
screen. It is used with the trainer facing the group so that eye con-
tact with the participants can be maintained. Since the room does not
have to be darkened to use an overhead projector, the 1?gistics are

simplified.

_Overhead tranéparenbieg are not necessary to this training program.. How-
-ever, a trainer who has access to an overhead projector and screen and !

"who feels comfowrtable using this type of audiovisual equipment. may choose
to convert. some of the information presentad on flipcharts to transparen-

cies for an overhead projector.

A . o )
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Figure 2. Overhead projector

Lans

Mirror for Plcture Tilt Adjustment
Focus Knob

Stege '

Lamp Casing

Off-Fan-Lamp Switch

RO AW~

To operate, set up the projector .and screen as 11lustrated in Figure 3.

* . +

' ~ Figure 3. Proper placement of overhead Qrojector

. e —
) 0O O O 0O 0O
I Projector . O 0 O.0 0O—t—
2. Trainer
> 3. Participants D D O D . D
4. Screen
t-——jk”/"”/"?%§7 ’
2.—// : ’ 1
. ] us \ ;
Place a transparency on the stage so that you can read it as you £a¢¢‘thd
group. Turn on the light, and focus by turning the knob. Tilting the.
head of ithe machine with the tilt knob raises or lowers the beam ¢f light.
X * - . .
b : ~ L2

%
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The digtance from the scroen dotormines the size of the image arca. Adjust
tt atil the Tight i1l the acveen ovonly and no dark edgea e ahowing.,

\ It the iwmage in distortoad by the "keyatone effoct” (soe Figne 4), correct
by changing the poaition of the projector .

|
Figure 4. EKeystone aftact 1
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PPronoe tow too i ILIH Feojocton too low

The overhpaa.projector should only be left on when you want attention
direcfed to the screen. Switching the projector off between visuals
offers\ an opportunity to pinpoint attention on the screen each time a new
visual is shown. When left on, it is a distraction that interferes with
the presentation and group intervaction. The overhead projector can be
used as a chalkboard by placing a clear sheet of acetate on the stage and

- "writing on it with a water-soluble, felt-tip pen or grease pencil. The )
acetate can be reused; just wipe off the pen or pencil marks. '

4. . N
when operating the overhsad projector, remember these precautions:
ﬁ, ® Turn the lamp to "Off" when qhanqinq transparencieg.
~— . ° Alwayé allow fan to run after turning off"&amp prevent:
A heat buildup in the projector housin »

VAN N

e Never move the projector when the lamp is hot. Hot filamenﬂ!’
break easily. .

Always turn the lamp off and unplug.projector when chanying
lamps. Both 1amp and surrounding metal will be hot.

® Never handle a new lamp directly; use a piece of paper or
handkerchief.

.
‘e ' Keep the projection stage clean.

e Clean lens as necessary.
- .
Transparencies for use on the overhead projector can be made by a number %
' of different methods, which range from simply writing information on a

B
. k3
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cloar acetate sheet to using expensive multidolor heat or chemical

"t ranafon processecs. The common types of photthvopying ogquipment avatil
.able In most offlcea eapily convert printad or typed materiala, 1ine
drawingsa, or premade transparency mzmto!:s into tawangparency form,
‘Acetate shegates-are inserted in these chines actording to manufactur-
exr's directions and the master is kepProduced in black and white on these
sheets. The transparencies can be used ummounted or else framed in a
cardboard holder (ordered from the local art or office supply stores)
for eaase of handling and storage. Tf an arrangement can be mpde with
tha audiov{sual center in a local school, the diazo or heat procass can
be used to add color to the visuals. 1f such an arrangement can be
made, the center staff will advise about which process is most effec-
tive and assist in use of the equipment. Having transparencies commer-
clially reproduced is often prohibitively oqungivo, and tﬂerefore is not
recommended.
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Managing a Training Event
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MANAGING A TRAINING EVENT

event. can be decided months
ging., Even with well der
n on the part of the trainer,
rkashop cannot be quaranteed

ve tual success or failure ofea traini
boto the event when the initial planning
materials, careful content preparat

and nthusiastic participants, a prodycti
e logistical detalls receive inaXeun

e attention.

phase The first steps take place when an agency decides to sponsor
the program. The e090nd phase includes preliminary debails, ranging from

tion of the training site. The third involves ‘details carried out d
the training event. The following sections, which may be viewed as a
"management checklist," diacués thyse phasea chranologically. Care ul
attention to the tasks delineated pgph will help ensure a meanin
-and productive trainind event. ﬂk’ﬁ‘*#

\
N

-

On Your Mark--Initial phase

Decide to Sponsor the Event

-r
\

No agency should sponsor a training ﬂ!bg&wgi ithout determining whether

. enough people are interested in attending. To gauge the probable response,
either make informal telephone inquiries:.of Yikely participants or send
letters to key organizations and people. lf'the red6tion is good and it
appears that a .sufficient number of people is interested, planning can

proceld. N - o
~‘\\ . >, .
Assign the Trainer e . . ' =
, ' At this point the sponsoring agency should dq&ignate a qualified &rainer
> X tr&iners it ﬁoasible, another individuqﬁ should be designated, coor-

dinator ang;fade responsible for the many management and logistical de- -

- tails, ena ng the trainer to concentrate on the training content, 1n
.1yﬁr§ptice, hbwevex, the trainer* frequently must be the "coordinator" as
well T 4

a : o ‘1

'. In choosing a trainer, look for someone with training skills and knowledge

T of the content area. This combination of knowledge and ability to conduct

, training event is rare. If no single qualified individual is available,
here are other options- .

~f

e Use a train xeam-composed of two or more people wigh
complenmentar skills and knowledge of qg@cia] ropics re-
lated to the training content,




e Use one trainer asnsisted by one or more vonuultanru}@mh-
can serve as a "rosourcdd Tor content requining npoecial
1zed exper tise.
.
Bince the tralner's role is usually demanding and exhausting, use of more
than one person is oftenh desirable, aspecially if tyo avent lasts more
than one day or the content is highly technical. '(See page 3 of the

Trainer Mnnval for trainer qualificationg specttiv to this program.)
]

5et a Time Schedule ' ~

Next, it is extremely important to schedule the various management tapks
*and activities. This process can be facilitated simply by listing the ;
actions called for in thig "checklist" and setting a target date for eac
This step will preclude such mishaps as beginning a asession without the
needed materials pr equipment.

‘Prepare a Preliminary Budget °

-

The training package itpelf is provided free of charge, but other expenses

involved in conducting the workshop may include:

e The time of the trainers and possibly. the time of one or
more essistants before, during, and after the workshop.

e Lunch and other refreshments served during the workshop.’

® Reproduction of handouts, transparencies, ‘and evaluation
forms.

~

{

e Pens or peneils, paper, name tags.

e Flipchart and paper, merkers, masking tape. e

e Rental of the meeting place (if not provided by the spon-

soring agency) . . ‘
: o il'f-‘.:-."- 'y ‘

e Rental of audibv;sual equipment(iﬁ not available on loan),

i S )
U%less the sponsoring agency requires other procedures, all expenses -
should be included inia preliminary estimate of costs. -If a fee ig to

be charged to the participants, it can be based on this pre

budget. Once partioipants have been selected, a final, revised budget

can be computed, Unless already establiahed<§y ‘the sponsoring organiza-

tion, procedures must developed for purchasing supplies and for rerit-
ing space and equipment if necessary.
. / ‘\
.iﬁ '.
'™
v
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E Get Set--Intermediate Phase
i

|

:;‘_gl_e_c_t Date a“"”?%ﬂ _f_(_)_r___t' he Tr ni_n_i ng Fvent

l', b“i" '
Sevexal factQrs h e ¥, Pe considered when setting tirg date for a train-
ing event and choosing the meeting room. The day of thie week can influ-

ence many potential participants' willingness to attend., For example,
a Friday may be a bad ddy to end a workshop because of eavy airport,
railway, and highway Lréfﬂdc. In addition, there may bey special local

otherwise attend a traihing event. 1f’Qeveral key organifations are in-
volved, it might be wisﬁ to determine what regulggly ascheduled meetindh
‘or events might keep tvbir staff members away, f

H
i
i

celebrations or re)igio@s observances ’gzt af!&pt a few Agople who might

3

The site for the meetﬂég should be convenient to;most partifripants and
near transportation,‘ﬁntertainment facilities, and food seryice. Trainers
often neglect to che¢k out the actual room in which the sesdions will be
held before formaliglng the jarrangements for facillities. As\a result,
many meetings end yb‘in stuffy, subterranean roohs or ip cranped motel
suites. Sometimeg participants are plagued by b#trenely uncopfortaple
chairs and end up- sitting on the floor. A poor heating systeh or arctic
settings for the aquEonditioning can disrupt sedsions. Banging radiators
or noise from a nearhy kitchen may also distract%attendees and trainers.
To avoid problems it dlways pays to inspect the physical setting in person
before making any commitment. '

3

Check on‘these details: X "N

-
e

-

\J

‘\\\ e Does the room havé windows?

\

® Can it be darkenedafor audiovisual projection if necessary?

® Are there pfilars in the room that will obstruct someone's view?
® I8 there adequate space for small group work?
® Are there enough electrical outlets? N

' )‘_'." N . « . »

® Is the room ndisY?{.

® Is the furniture adaptable'to program needs? °

7 'Makgihrrangements for Lodging

.~ If it is likely that some participants wil¥ come from out of town, make
arrangements with a neatrby hotel or motel so that there will be enough
rooms available for atfendees who need lodging. Iogistics will be simpli-
fied if all participants stay at one location, but if necessary, two
nearby facilities can/ be selected, If the meeting room is to be rented




[
/

/

.
lodging in

or motel,
motol.
the

it obviouslty makes sonse to ayvange
Somet imes, the meeting 1ooms are made available wit hont
(B3

from a hotel
hot el

t he siame plac
charoey ot ‘m’ripnnlﬂ stay at the
“Get a written commitment for the required number of rooms “and. ask that
Many hotel managers w'\ll give a reduced
the deadline for making reserva-

sprice be specifioed in writing,
chack to tind out
i the information you send to particis

rate for groups. Alsgd,
tiong so that you can include 1t
pant i, and confirm whegher prepayments or other arrangement s mast be made
’
N o hold the rooms,
( |
} . . 4
Rectuit the Right People
No training event can be successful unless the participants correspond to
the type of person for whom the materials were designed. Groups frequently
some member s for whom the training is "old hat,” others for whom
too technical. To recrult the type &f participant you want,

18

1nelude
the content i
make clear in the information sent to prospective attendees:

” e For whom the program is designed,
e What trainees will learn.

N
who can benefit from the training- '

Who is sponsoring the event-

1

; e The time and place.

!

. ® 'The cost (iK any).

' @ Instructions for registration. o

A sample invitation letter designed for use wi{h this package is included
You can easily modify it to meet the needs of %our agency.

Experience indicates that to obtain the recommended group size of approx-
A sample

it Iy
i ‘ on page B-9.
' imatpely 20 to 24 people, 75 to 100 letters of invitation should be sent,
Theglhletter of invitation shoulcf include an application form.
£ is included on page B-1l. : '
N ’ : . ,

Select and Notify Participants
) _ ‘
The response to the letter of invitation may give several options fo;
1f many people reply, you may simply: cceptf“ﬁ

selection of the trainees.

, qualified applicants in the order they apply until the suggested 'group.’
size is obtained, or you may try to comstruct a group with varying back-
grounds and ekperience[ In other cases, fewer participants than expected
may respond. Even in this instance it is wise to weed out any applicants
whose interests or backgrounds clearly exclude them frey’the target group.

N j” . \
_ <.

B-4
19
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.

All who apply should receive a laettoer cither contirming acceptance o
oxplatning tacttully why they will not bhe able to participate S (L
dample on page B=12.) 1t some attendees will be coming tiom l'\' of town
1t 1s helptul to enclose travel and Todging intformation as well as maps
of the local area. Some trainers like to call participants before thae
start ot a workshop to establish rapport and set a friendly tone.

Prepare a Raster of Wor kshop Pan { i_c 1'}_1.1_1\__( u

Atter trainees are selected, a roster should be prepared listing names,
addressesg, and, if approprihte, - the organizations they represent. 1t
time permits, copies can be sent to participants, who often appreciate
knowing who else will be attending. Inevitably you will have to make
changes in the list betore the actual start ot the workshop, so plan to
have a revised version ready to pass out at the first session,

Prepare a ﬂgrkshop‘échedulq R

Participants £ind it helpful to have a schedule of the course activities
which includes starting and concluding times for each session, lunch
periods, and day and length of evening sessions, if any. Having a sched-
ule to follow allows them to plan recreational activities and other per--
sonal matters and provides them with an overview of workshop activities.

I'The schedule can Ye distributed to participants aL the opening ses;}bn
and is a useful reference as the trainer gives the program overview. 2

Plan and Arrange Food Service

After determining how many people will \E'atténding the gession, the
arrangements must be made for any fobd or refreshments to be served during
the sessions. Motels, hotels, and other commergial organizatlons usually
ingist that refreshments be ordered through them. You usually can't bring
your own coffee, tea, or soft drinks. It is up to those sponsoring the
event to be sure that these arrangements are made JIf an organization is
providing the room rent free, it may be possible to bring Jn a %offee or

tea pot. e ’

If dinners or luncheons are scheduled as part of the activities, they ob—,)‘v

viously require advance prepapgtion. The number «of attendees, the menu,
ang the cost must be specified well in advance. Deposits or prep ents
are often required,. . i
[ J L]

.

Prepare a Final Budget

, , :
At this point, it is possiple to compute a final budget using the actual
number of attendees to determine the required expenditures. The revision

’ M - >

p

N’



S . '
’
¥
[}
. ‘.l
5
4

-
nh(n{ld include all necdedagsupplicy, ref eshmant s, cgquipment, room rent,
and other atems. Obtann M‘Q)hw.\l an teqgquited by the aponsor ing ovganieza

tiron, and contirm the procedmes for making daisbur sgment s,

Acquire the Audiovisual Equipment >
! { i . ‘e
. ] ) U bt .
11 the spongsoring organization does not already hgve the necessar ?‘Kaudit.»—
visual equipment, it can nsually be borrowed.  The public school aystem,
the andirovisual department ot a local college o fimiversity, and cunuﬁnnity
agencies are yood sources. 1t not available on loan, the equipment can be
rented. Check the Yellow Pages under "Audiovigudl Fgquipment and sapplies”

for names of vendors. /
Obtajn and/or Prepare:instructional Materials

.

Arrangements to obt Xin any films or filmstrips to be used in a training
event. should be made several weE}s in advance, and trainee texts should

be ordered for the expected number of participants. The particigpnt hand-
outs sﬂoqfd be reproduced,and related equipment, such as p”flipchart or
chalkboard must also be obtained. ’

A ~
i
Preparq fthe Meeting Room -
‘ N
- The day before the start of a workshop, double check the meeting room to
" make sufe the heating or air conditioning is working properly, and set the
rgbatyp as required for the first session. At the same time, confirm the
// angements for refreshments and food service. Deliver the audiovisual
/ gyipment, set it up, test it, and if possib go through a dry run of the
] 'y presentation. .
3 : \
Collect Supplies and Place in Meet ihg Room i
. s
Place all necessary supplies in the room. n't forgat:
p ® Pencils e Tape, ¢halk, felt-tip pens
: e Paper e Extra bulbs for audiovisual equipment
g e Name tags e Extension cords ¢
e Registration forms e Receipt book (if participants have
e Wastepaper baskets _ to pay a fee) .
, e Cups e Napkins
: / e Spoons e Ashtrays
® Sugar and cream \ .
Assemble 3}{ instructional materi;Zs, arranged in the order they are to

‘/, be used. “Make sure they are in a convenient location for use by the
trainef\during the sessions.

i
i
1
1
|
\
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Shortly before participants
ister.

the room.
assigt with the registr
participants and start
who will have to be accc

Conduct the Training

Co—-lhn WOlkthP Ttgelf

arrive, set up a desk where- attendees Ycan reg-

It also may be\helpful to put up some signs directihg people to-
Most trainens find that it is vital to have shppdrr ataff
ion so that the trainers are frpe td graet the
ha firgt
nodat ed

Usually thereiare late arrivals
start of a session.

seg8ion,
after the

The trainer, while respongible for conducting the workshop, still must’

carry out management taskd during the sessions.

tea pot, problems with lat
care of. Support staff can

Refills of the coffee or
arrivals, and similar details have to be taken
help with these problems, but it is likely

that the trainer will be itvolved.

Prepare for the Next Sessi

. & .
\ : <

~

.

After the COnclusion of one

ipate the next. Get partic
if necessary.’ Collect and
instructiona materials use

ials needed fydr the next pr
ticipating, they should deb
to avoid duplidation and en
is usually nece sary to do
used coffee c p and empty

Wrap [Tt Up--Aftes-fhe Event

segsion, the trainer immediately has to antic-
pants to help change the seating.arrangements
tore transparencies, filmstrips, and other
during the session. Locate and arrange mater-
sentation. If more than on tra r is par-
ief each other at the close:Lf eac session
ure integration of concepts Jand content. It
quick clean-up to empty ashtrays and discard
oft~-drink cans.

etween sessions, as well as lunch gnd coffee
ants ahd gauge t;i}r response, ByWdoing so
atieflction befo it disrupts the sessions
rding how well the trainees' needs are being

- m———

cJ /
— / r

See Participants ij

At the end of the traini
travel arrangements, So
railway station; those
town.
cab company, and an airport

“\ . \

event, be prepared to help at'tendees with

may need transportation to the airport or the
ving may want directions on how to get out of
It helps to have a/map, the telephone number of the closest taxi-

»
limousind schedule at hand.

B~7 i ’



Arrange for Cleanup and Return of Equipment

iinless specific custodial ag: eaments have been made with the management

{n the bullding where the workshop was held, you probably will have to
initiate a clean-up project. Often participants are willing to help and
all staff members should be“expected to pitch in, collecting trash, empty-
ing ashtrays, straightening furniture, and putting awny.supplies. The
trainer also should be sure that the audiovisual equipment {s returned to
the owner and that the extra supplies and instructional materials are

not left in the meeting room. 4

N

‘.‘ .

Pay Outstanding Bills and Write a Management Report ' \

NG .
After completion of thq/seséions, make sure that all bills have been"p&id.\
Then, prepare a yreport that contains an acéountinq of the funds received
and the cash outlayed. The report should also evaluate the workshop from
the management viewpoint and include suggestions for any future training
eventsa. : . '

. .

"’



, & V SAMPLE INVITATION LETTLHIC TQ IPARTICIPANTG
!(/I ‘\ ¢ ~

/" Dear o o ~
1 g walting to announce, a t;()~and~nne~lmlt—dny trniplnq workshop, SERVICES
FOW ALCOHOLIC WOMEN, ‘to ba presented by (spansoring agency). The workshop
wild be conducted at -—location) f rom (date) | to (date)
An agency planning to offer treatment services to n or an agenay wanting
to expand or improve existing treatment for a]coho?,tewumen will want to

.- consider sending people to this training program. The workashop, though not

designed for people from agencies treating only women, may ba helptul to
them ar well.

The content and activities that comprise this program were selected to
enhance the capacity of the participants to plan, implement, and monitor
practices and services designed to meet the needs of alcoholic woman. The
training program provides participants the opportunity to:

L
-

e Measure the current gtate of their respective agency plans .

and/or programs for,serving alcoholic women &5ainst a set D
of policies, practices, and procedures that appear to be
effective in women's treatment.

® Select some priorities for change in their respective -
agencies.
. A
e Develop a range of possible strategies to address, the areas
in their progrhms they identify as needing‘cgﬁngc4

e Prepare for continuation of planning and implementatidn of
identified changes upon return to their agencies. ' i
~ SERVICES FOR ALCOHOLIC WOMEN was developed by the National Center fox Alcohol
Education under the auspices of the National Institute on Alcohol Abuse and
. Alcoholism. The learning activities call for teams of two people)from the o
e, gAme agency to-attend this workshop since this approach seems to increase
the lgkelihood of agency program changes subsequent to training. One team
member should have decision-making responsibility for treatment services in
‘ thé agency. Depending on the size of the agency and}:the services provided,
this person may have the title of program director, reatmeﬁt coofdinator,
clinical supervisor, or manager. Their functiens may includ deciding wﬁat
program services will be offered; allocating staff, space, d funds to s
support those services; establishing referral relationships with other service
1, agencies; and representing the program to the board of directors and the
' community. .

v

The second am mefber may be the\ma?myignated as women's treatment

coordinator, gatd or advisory group member, or a staff member with partic-

ular interest ore %! ience in women's treatment. Again, the title and

unction of this pexso 111 'vary acoording to agency size, nature of services,

‘Wwand current status of women's treatment. If only one person from the agency
* can attend, that person should be the one with decision-making authority as
desc§% above. B , .

. . ' . ’ ’._";'u A ‘i . o
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The learning activitiesn will enable participants to analyze and build on
their exisﬁ:ing knowledge and skills in planning and delivery of atcohotism

' treatment; analyze their existing agency programs in light of new &nowledgc
about women's Lreatment needs and identify priorities for change; draw on
the ‘resources of trainers and other participants for problem solving; and
prepare to enlint others in planning and implementing changes which will
improve women's treatment. In addition, each participant will racelve a
Repource Book containing reprihts of significant articles, program develop-
ment ldeas, resources for staff development and client education, and work-

s sheets to Facilitate continued program asgessment and planning'in their own
agency after training. '

ey

(Agency specific information, including cost to participants, inserted here.

. ( .
e o
If you wish to attend this workshop, please complete the application form
. and return it by (date) . Attendance will be limited to 20 parti-
o cipants ahd applications will be accepted in order received. Your applica-
tion will be promptly acknowledged. Thank you for your interest and

cooperation.

-

Sincerely, .

I
~
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. Telephone number: - _ | N | . o )

APPLICATION‘\\\ 1

v ) - \

No, we cannot attend this workshop but would like to be notified should

. you run the workshop™ in the future.

Yes, we would like to participate in the workshop SERVICES FOR ALCOHOLIQ

WOMEN to be held _(date). , The people who will attend are:
| . ")

Team member #1 name/title

{ . - ' )
Team member #2 name/title .t .

Agency hame and address: | ’ -t

R
Lf you wish to attend the workshop, please enter the znﬂbrmatton requestad
in the epaces provided.

A
bl

1. Are you treating alcoholic women in your program now? ' - Yes . No
(If you answer YES, complete questions 2, 3, and 4; if you answer NO,

go-to question 5.) - .- I . Y

o

2.  what is the'total number of clients being treated?
: wWhat percentage are women?

4

3. Briefly list the services you nowwgapvide for women:

~-

- . B

r

4. wWhat particular aspecdts of your treatment program for womendwould y0u

like to improve? _ -

5. If you are not now treating alcoholic women, are you planning to do so?.

_Yes .,t No (If you answer YES, complete question 6, )
6. Briefly describe the status of your planning efforts
. W - . v ’ \\‘
’ 7/
) _f\\\ .

-
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i | ' " SAMPLE PARTICIPANT SELFCTION LﬁTTFR Vo - ,
.t ( Dear : - ) - y
o . - : Y

. \\ - Y Y am pleased to tell you that you have bben aelected to\participate in

N the workshop, SERVICES FOR ALCOHOLIC WOMEN which is bein “held at '
A ' ' (location) from (date) to (date) . Thee first sessio ‘beging at (time)-
' . on ' (date) and the final session will conclude at (tim ) on (date) .

~

As a substantial portion “‘your time will be spent in ahsess ent and

planning for your own' treatment program, p}ease bring pr gram rochures,

. - grant proposals, comm“qity aggessment data, and informatjon om
v ‘ effactiveness. Materials that contain agency philosophy*and goals and

) ‘ N describe the existing treatment program and its owtcomes in deta{l will
be of mdst benefit to you. Any information you bring is for you pereonal
use, shared with other participants only at your discret%ﬁn.
o’ e
(Agency specific information here regarding travel directions to t é work-
shop, site, 1odging, partiocipant coets, and other 1ogistica1 details. )\
If you h‘;e any estions, please*call me at 1‘,(phon6)“f or write\to«
. the above addres? S Y —
I look forward to meeting you on (date the wdrk$hop begins) .
Sincerel v . : ' . .
- Yoo . - yz
| ' X . .
' ' ‘ ,\..
" \'!\
N b \\ p
R h SAMPLE -REJECTION LETTER,
. L’h
- Dea¥'.. : . " ) ' ‘ v
. . - / ‘. /Q:‘, - - \
L e, " Thank you for applyihg\to the SERVICES FOR ALCOHQLIC WOMEN training work-
e ilhop“being offered by (sponsoring agency) .- . When your application
’ — ﬁuarrived all available places had been filled . We appreciate your interest
in the training program and will notify you of any future runs.. -
ﬁ \ ~Sincerelyy
:,N.:.. . .-
44 A
R : _
gi/ o . .
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¢ SERVICES FOR ALCOHOLIC WOMEN ' sesslon 1

.(/( _ i Handout

c‘ s,

TR

AR

e

INSTRUCTIONS FQRTINTRODUCTION EXERCISE
. 7 A

Choose as a partner someone you do not know but would like to know.

Interview each other £6r 10 minutes (5 minutes for &ach pergon) find-
ing out things you wohld like to know and think the .group would be
interested in knowing las well. In addition to the usual idgntifying
ipformation, you migh ask such questions as:

e Of what are you most proud in your 1ife? your woxrk?
your persdngl aohievements? '

-5 9 whoti;6igyr fnvorite fictional character and why?
\ o
e What you like moﬁF and least about being the sex
- you are? \ D

. ' A
e If you could live youx life over, what would you do
differently, if anythinhg?

\

Use this ;orm to make notes, if\you w}sh. ' >

. When the group reooJ;enes, Partner A 1ntroducea\Partn;§¥B in )
minute™or less, using the infqrmation obtained in the inteqview.

»

Partner B then makes a brief statgment in awwer to each of two
questions: . . . v U o
| ‘ ; | . .
. e What event(s), persdnai‘cogtact, reafling, or other ex-
. perienge demonstrated to ydu the need for improvenent in

women's alcoholism treatment programking?

e What is one thing you hope to learn or accomplish by the
- end of this training progrgm? In other words, at are
\js_ - your expectations for ‘thig’ experience?
-4 . -
Next, Partner B introduoes Partner A, who thqn r¢sponds tao: the
questions listed on ttem 4 above. _ .

{ . 1

\) ”
I N '
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e . . ..SERVICES FOR ALCOHOLIC WOMEN _ Sessgion 1
R . o ; " Handout -
! ‘ ) "
GOAL AND OBJECTIVES .
. . . | .
‘ ’ _"B‘
- . . .‘?ﬁ!—?:f' 3 )
/} The goal of this couxse is to p"bide participants the opportunity to
(1) measure the curxent state of their respective agency plans and/or
/. programs for serving alcoholic women against a set of policies, prac-
tices, and procedures that appear to be effective in women's txqatment;

(2) selegt some priorities for change in their respective agenciles;
(3) develop a rangg of possible strategies to address the areas:iin their
b programs they identify as needing change, and (4) prepare for oohtinu~
' ation of planning and implementation of identified changes upon xeturn
to their . agency.
e,

+

Qyjoctivﬁl

At the end of this course, partiocipants will be. able to:

o leon the major egories of a comprehensive alooholism
treatment prograf, list.at least two elements of each that
are considered mportant in treating women with aloohol- e

}ffxm“\ . __related probloT:},“. .

-

e Identify the strengths and weaknesses of their respective
‘programs as they relate to the treatment of-women, given
a checklist of elements that are considered rtant for
. effective woﬁhn s treatment - '
. B A
- ‘e Givan a set of faaoibility guidelines and working in teams
< : of two, identify some ‘priorities for 1mplementing changes
in their own treatwsnt programs.
P »
- ® Using thoxggggg;gj;aggg,and suggestions from trainers and
other participents, identify a range of alternative stra-
- o togios for each -elactod change. ;
y, . ) - £ P - .
Co e Prnparo and pragtice an approach they will take upon yaturn®
; ‘5\-¢ _ ... to their agency %o involve others in further planning a /
Cil ) R implementation of\the changes needed to improve alcoholism
treatment for women. ~

m—




SAMPLE SCHEDULE )
DAY 1 DAY 2 DAY 3
- — -~ h aded
Sessjion 1 ?eseion 3o, Session 6
9:00 ~ 12:00 Introduction 0 - 9:115 Review of 9:00 - 11:15 Involving
-and Program Overview ce Book Others
12:00 -~ 1:00° LUNCH 9:1 2:15 Agsessing Ségsion 7

Sesaion 2

ndividual Programs

\ -

11:30 - 12:30 Conclusion
and Evaluation

. 1 12:15 - 1:15 LUNCH 0
1:00 - 4:30 Alcoholism . . )
Treatment from the . ™~ '
Woman's Perspective Segsion 4
1:15 - 3:00 Seldﬁting ““ -
Priorities for Change .
Session 5 .
/ 3:15 - 5:15 Developing .
/ W e Strategies to Qvercome . e
' e TS Barriers "
’ ) '
L= - ‘. - - 77/—;: < . . — ~r—
A short breqk wfll-hemscheduled midmérning and midafternoon of each day. -
& ~ ""«-.“._ e . - o .
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SERVICES FOR ALCOHOLIC WOMEN > Session 2
. . Trainer
L - Reference
. SAMPLE ITEMS FOR{?LIENﬁ PERSPECTIVE (
 J Eacility is conveniently located N4
L
° Facility is giean and attractive.
. ' B \
) Waiting time,\especially oh first visit, is minimal,
e  _Flexible policy regarding when pager work is done; duplication
kept to a minimum. -
’ °® \bnfidentiality xegula.ﬁio_ri's are observed. - \

" @ Family and significant others are included in assessment.and
in treatment as appropriate.

° ‘looholism, nutrition, and general health eduoation and in-
foxrmation are provided. \\\

e

P i ' 1o :
e Medical services afb~uvai1able. ‘ /

® Network of community resources is available for referral accord-
ing to individual needs. O b T
\ﬁrraatmantwgoals and plans Ara devaloped jointly by client and .
coungelor and tailored to each individuaI‘ o B

° Aftercare planning begins well before disoharge.
N P! Iz .
) : A
N S Bnoad réng@ of/treatment activities is ‘available -to promote
oo " abatinence, perbonal growth, economic independence, and impngch

interpersonal relationships.
: {
Treatment activities are arranged to fit client's schedule.*

Aoy,

AL O S T 1
LR Lot veon PR RS




SERVICES FOR ALCOHOLIC WOMEN . \ Session 2

- ~ //' Trainer
;> , | p, § Re ferente

SAMPLE ITEMS FéR‘TREATMENT SUPPORT

rd

N
A Secure funding. - o /‘

e Agency goals, objectives, and philosophy are clearly stated.

e NAgency goals, objectivas, and philosophy reflect the needs
of the people in the community it serves.

e The community')erved ig clearly defined and assessed in terms
~ of physical boundaries and characteristics.

~ ‘ ‘e A systematic’ process of assessment, program design, iﬁplementaw
tion, and evaluation is followed in program development.

\”’ e Program plans, policias, procedures, and_decisions are con-
. sistent with agency philosophy and goals. .
‘ -. V - . . , A .
e Recordkeeping systems provide information for determining the ]
program's effectiveness and as a basis for decision making

e Staff poligies are cleatly dpfinsd and fairly administered
e, g, hiringh\ksqignmpnt psrforuancq apprai al, supervision, C e
salary increases, training, and prqmotibn)... . - e
I\-"\_;:\ l hd

e Staff bharacteristics are cdongistent with thp populatioﬂéheing
sarvsd .

-~ . . o

Lo

‘ ® Stsff\members are ‘role models for clients. -
. Management decisions beflect stiff and cOhmun}ty inpuh

e Outreach responsibilities are clearly defined.

L .Outrodoh activities aro systematioally planned and evaiuated ’ \

‘. iLinkgqél vith ommwunity agencies are clearly established and ".';f'ﬂi
ey ineclude \specific oént,acts,l refoyral pmchural. tr&ining, and o P .
e ug’ular connultag:ion. o . »\ AR T A o ST

i
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SERVICES FOR ALCOHOLIC WOMEN Session 2
Handout

D ' i
|
|

| INSTRUCTIONS FOR SMALL GROUP TASK
\ | | " -

Follow thisprocedure for each assigned category:

5 minutes 1. Summarirze the main points of column one so that you
- could present them to a person who had not read this
documant.

10 minutes 2. Regarding the points in column one, discuss these ques-

tions: & !
//‘ e How do the points compare with your experience with

.. women alcoholiocs?

e Are they consistent with that experience or at odds?

4

e How do you account for the differences, if any?

10 minutes 3. Read the treatment implications in column three and dis-
' . cuss these questions:

‘® How 4o the treatment implidations relate to ﬁhe . o _
program categories you developed earlier (program ., TR
planning, agssessment, outreach, etc.)?

e What other treatment implications, 1if any. do you
see relating to thi. factor? . .

#0 5 minutes 4. ~Prapaxe a 5—m1nute pranentation to’ tho largo group which ' o
: N ~  includes the points you summarized for column one and Co T
your discussion in responge to each of the questions. S

S Note: Please choose as presantor somsone who hps nqt e
alroady mado a pro.ontgtion to the large group. _ és‘.-‘
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SERVICES FOR ALCOHOLIC WOMEN ' Session 3
(- Handout
7 A ‘ .S
’ -~ o« : .

WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST

A}

The attached form is designed to help you examine an existing
treatment program for women to identify areas for improvement,
or,"1f you are planning to start a program, identify oritioal }',
factors to take into account in planning. :

The form is organized under eight categoriesx program planning,
staff issues, initia) visit, asgefisment, treatment sgervices, after-
care, follow-up, and outreach. Under each heading is a series of
questions to ask yourself about that program aspect. In answering
each question you may check yes, no, don't know, needs improvement,
or NA (not applicable), as appropriate. A space headed "Comments"
is provided for a brief note explaining your response or to in-
dicate what additional infgféation you need to obtain.

When you have answered all the questions, a visual inspection of
the columns checked will show the program areas that need work.
Any program category with more than a third of the check marks in
the "no,"” "don't know," or "needs improvement" columns merits your
careful consideration for remedial action.

You can also use the Assessment Checklist as an informal measure of
progress in program development. Comparison of checks from year to
year will show which areas have improved and indicate which areas
need work. When the Checklist is used to measure progress, it should
: ‘be completed by someone other than the persons responsible for the
£ 2 changes, to get the benefit of an "outside," objective viewpoint.

it

A

P oatety

If you are not now treating women alcoholics, but age preparing to do
so and have prepared a plan for implementing new services, read the

fﬁﬁ’ _ Checkligt ,fth your plan in mind. Does your plan reflect the con-
% -7 siderations listed? Do some areas such as staff issues need more
attention? .

If you have not yet formulated a plan, read through the entire check-
list, check those areas that may already be in place, (and indicate
under ”Comments" those areas where you anticipate par cular diffi-
fculties, Then, starting with program planning, begin ing each
e quedhion to the extent possible and indicate under "Comments" what
W further. information you need to collect. -

e A
F
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PROGRAM PLANNING -

Agency data provuge an indicator of-the nee

HONEN’S TREATMENT SERVICES A&SESSMENT CHECKLIST

5

r program change and a uqeful measure of the

d\fettdh

~ .+ .. - effect of program change. Much of this informa may already exist in client records and

o data collected for Federal and State information systems.
k . Y - ' :‘ i . ) : "Xy

— po T?Fl - - - - i, Q

r .
- o How do. werstand?\\ﬁ .
TEM Don't| Needs COMMENTS
_ Yes No Know - | ‘provepent’| NA )
Ty PR

Do ¢he women in treatmpqt r flect the
characteristics and numbers of .women-
in the population being served?

*Does the percentage of women in trea
ment reflect a male/female ratio -for
estimated alcoholism prgyalenah rates
of at 1east 3ul? (There may be vari-

“‘ation due 'to the composition o par-
ticular communities, but. since esti-*
mates have generally been low in the
‘past, this figure, consistent with
NIAAA objectives, is suggested as a,
standard ) tae T
' y " : e
Are dropout rates of male and female
clients comparable after the .initial
Visit?' During treatment?

o

-~

Do women stay in treatment as 1ong as
men -on tHe average? )
— : s

Are rates'of_successfhl outcome simi-
.lar for men and women clients? *

.y
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T WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST ) .

PROG PLANNIﬁG:_ If u are not yet treating women, but are planning to do so, consider these basic principles:
lfxgtart small; add components” gradually. (2) Follow a systematic planning process at all

. stages of program developmen®? assessment} program design, implementation, and evaluation.

' (3) Hire staff to match the community. (4) Provide training in women's issues apd alcoholis

.as early as poss%ble Resistance to change is a common phenomenon and resistance to prov1ding

services to women may be quite gtrong. A thorough anaysis of the agency and community during '
\\ . the planning stage will help to antici problems and prepare to meet thhm _f poooL !
. : _ \
~ I “
) : \)\ ' How do we stand? ' s
. N\~ : TTEM "Pon't| Needs Im- : quMENTS
Yesg No Know | provement| NA
Are the goals, philosophy, facilitigs,
location, and staff characteristics off
S  the existing™agency consistent with i . .
the negds of the women's program? L2
. AN
i Are_ke'=peop1e committed to the wo- . ) .
@ men's program ' -
H -0
5o

® On the board?

e In agency administrAtion? \

: ® Among agenc;~gé§ff? . ' N ,K .
i . t B - \

¢ B . '
"' e 1In the-community? ' ' | . T— .
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Al "‘ ' WOMEN'S TREATMENT SERVICES ASSESSMENT GHECKLIST _ )

ty ~
PROGRAM PLANNING: A community assessment ensures that the treatment services and outreach program planned and
implemented by the agency are relevant to the target population and compatible with community
structure, beliefs, issues, and so on.

N \ ) ) Do ) , / 2l
. s Lo ) .
. oA porin x".‘.'_ 2 AT DO . v a
. e .

M I How do we stand? COMMENTS
Don't | Needs Im- |, ’ R

.No. Know | provement ] NA

From its asgessment, does (or will) fffﬂﬂx ﬁ:‘--h’..' " ' ) i} . / ¢
T the agency have information about f‘ S : : ' /

e The boundaries of the community

served by the present program? : !

' (Should they differ for the wo- | , ’ b '
men's program? If so, why?) N '

L . »J @
' e - The nature of the community r \
' (working class, upper class, sub-
uppan, rural, urban, etc.)? )'

'.l‘

e The community leaders, trend- ’ ) 4
pd i getters, opinionmakers? : v - ’
s : ‘ ,
- . ™ b y
- @ The significant cultural, ethnic, ' *,~
or language patterns? : g H

“++ e "The community's views on alcohol- |
ism, women's issues, sex, family, _ K N ) o -

- and related “4ssues (radigal, lib- . - RS T D ‘ i

- _eral, moderate, conservative, 1 1 S : o - ' . A4 - 4

' etc.)? A " - ‘

\

»

‘e The religious climate. of the -

unity? _ ;///

e ALY

Tl




PROGRAM pmen\ued ) .

————. 1+ - B e T UHUL VU ——

[ : \
i How do we stand? .
TTEM B Don't| Needs Im- COMMENTS
- ‘- Yeg No Know | provement| NA
® What people do in their 1eisure\ \\\
time? ) : . : -

®¢ The role alaohol plays in com-

munity life? : ; _.gﬁf“ ,_;Hjj; - _ » o
q‘ . '; ] .- .. \ N e .-
™ where the women are (home, em- ; ’ o ' S . '
ployed, in school, in the crim— : T . LMY Y
inal justice system, isolated N ) S
because of rural location or a | 1 1 ...
lack of trahsportation, etc.)?: - - N B
° What _Iesotrcea are .available { . - - ';' I. . ‘. Co ',-'_-‘_ et o N
(educational, social, medical, ‘ - L

legal, financial, etc.) for
augmenting agency services?

Has a women's advisory board* been .~ R B R A PR A LR
established and has input from it and N SRR BN IR T T
the agency's board of diregtors been :
sought and included in program planr/’
ning?

t
1

L 4 . - .
' . : . By o SN

*Treatment-agenades reeeiving grant - } B IE R I B I T P O SR
. funds from NIAAA must establish an adq : : SR ' R
‘visory committee’ which is repregenta- ' N . y :
tive of the cha;acteristics and vari- | R
ables of the community to be served. d _ : S e
. The mechanism would be an appropriate
way to involve women in program plan-|.
ning and implementation. »
i e mgjgpanation. |

. S A
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'?pnoennu pnanuxna.- continnod _“:, ‘

[ ‘).

R et Rt

How do we stand? 9
ITEM ~ bon ' t | Needs Im . COMMENTS

Yen | No Know | provement| NA

ave interested foimer clients and/or | . |
formed womer in the .community been : S .
nsulted, and are their ideas and
‘skills being used effectively in all
phases of progrqm devglopment and X
operation? _ '
Do goals and objeotives for women‘ s
services xeflect theé needs of the o
women being served?

Are goals and objectives for women's
services clearly stated and compatif 1.
ble with agency goals and philosophy? | ' ‘ i

Are program services, policies, pro-
cedures, and decisions consistent
with goals and objeqt._ivea? L :

Does the rccordkeeping system provide o \ .- | I : \

‘the information needed, for' determin- 3 T IR a Qs : )
1ng program effectivanqss a8 expressed | - N R ) . e o . )__
in the objectives? T - . o

Y
-~ Y a
. . :
. . RN

LA AL -\,_"a ' {) |) “W‘@i
- B

J b

K , o .. . . . - . N Lo
__‘},7_,,, ,,w‘ ,,},__,_,,,4_*‘, 4.\ i( — 1= ‘Y'. S N DY \ i g & iy _,";, - .o . - . e




- WOMEN' S T%fATMFNT SERVICES ASSESSMENT CHECKLIST

ka@F ISSUES: Staffing patterns, personneél policies, and staff interactions say a great deal about the attitudes of
s people in the agency toward n. If the agency. philosophy of women's treatment states that quali-~

ties of competence,abilitY./Zzsertiveness, and independence are acceptable in both men and women,

5 staff members of both sexes should behave and be treated accordingly. Further, women in treatment

: are likely to make better progress if they can see women staff exhibiting the behavior they arcs

l‘”‘"

: trying to learn. e B .i
.‘ -
L : How do we stand?
TF : COMMENT
1 TTEM : Don't | Needs Im- S
R Yesg No Know provement | NA g .

L

Are some leadership positions in the .
organization held by women? | ; ™

. - Do women stafif members model mutual . \\
respect, support, and constructive ' .

interactions with each other? \ ‘

In male and female staff interactions:

8T-2

Are women's suggestions heard and
respected? : . . . *

Are ad hoc assignments of special

projgects, staff development oppor- : ‘ e
tunities, etc. made on an equal

basis? _ \

Are lopportunities for promotion ‘ » -~ . ﬁ?ﬁ?

awayded on basis of merit?

r.




_:.\.x' i .)'

BTAPF ISQ?ES - continuod

Aaiy o .

7”.

e
ITEM

E
How do we stand?

COMMENTS

Yesn

bon't | Needs Im-
No Know | provement

NA

T >
AN

Do staff (male and female) model:

&

Healthy conflict resolution?

-, Problem solving?

UL

Aéééxti@efpehéxéér?yl;

Positive self coﬁdépt?

Mutual coopérat and support for
t total program?

the benefit of

Do women staff reflect thﬁ ethnic

and cultural characteristics of ‘heJT-'

population of women served?

W

<5 L.




WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST

INITIAL VISIT: A client's f;ﬁst contact with af agency'is critical because it may determine whether or not' a
. the person rthQns for treatment. The items listed below are important to consider for

women client}i .
f

¥
3

How do we stand? ~ - "
- Don't| Needs Im- - COMMENTS
Yes |No | Know | provement| NA |

ITEM

If the first contact is by telephone:

Doés someone from your agency (sec- .
reétary or counselor) talk with the ' . \
woman on the phone rather than just ‘ : 1 -
make an appointment? - ’ o H.

8T-2
N

Is she encouraged to come in imme- N ‘ .
diately, or as soon .as she can? !

If the woma& is calling for help ’ _ }
with a crisis situation, can agenay )

staff respond immediately, including
a home visit, if necessary? ' ' _ ,

If a woman makes her first contact by
' arrival at your facility, are you pre- }J . .
pared to accommodate her at that time. ' ' . -
rather than simply make an appointment
to see her later? o
C
Regarding th;\facility itself:

Is it discreetly but clearly iden- _ e

tified? - - . : .
C . - ) T ¢

-~ Is it located in a safe, accessible

ERIC . neighborhood? . - p )




’s,‘ INITIAL VISIT - oohtinued
L <i.‘ . ._ ; .t i

2

How do we stand?

ITFM \/

Yen

No

Don't
Know

Needs Tm-
provement

COMMPNTS

.

[

Is it ¢lean, &ttractive, and -

tomfortable?

Whether making a first contact or
keeping an appointment:

)

’

A

Is the woman treated cohrteously?

Is she gseen immediately? '

-Is a female counselor available?

Is child care available during
the visit, if necessary?

* 1 the interaction characterized hy:

Informality? .

‘ .
The same form of address for both
client and counselor?

Lack of barriers (désk,ktitles)
between client and counselox?

Abéence of patronizing behavior
“such as patting her hand or
minimizing her feelings?

i Are the woman'g concerns about con-
' fidentiality or anonymity respected

by:

Asking who she does or does not

. want contacted regarding her

-

¥

ot

e

Lodin,



INITIAL VISIT - continued

. . -

o ITEM
A ) ‘ . -

-

How do we stand?

Yes

No

Don't

Needs Im-

NA

A = . o . - -

. L —
o

Accepting a fictitious neme if the
client does not want to reveal her

own? . , > _\‘/)

Is the visit oonducted in a way that .
enables the client to: .

" Experience a lessening of “anxiety;
becoqe more hopeful? -
- .
' Feel more positive ‘_ t herself
_in relation to alcoholism by leaxn-
ing some of the myths about the
disease?

/
4 Tell hexr. story as shq sees i%, with— '

/- outgﬁzzerpretation, and without -
_inte pgion_except_for 'clanifica-'-
"tnm?, "u | :
: P .
Receive feedback indicating that the
. counselor has heard exactiy fthat .
v«she has to say?,

L RN R & g

.

Iearn what the program. has to offer

; ‘and what she may ekpect to happen?-
Are¢written materials on the program,
and other relevant topics provided?

A Y k4
If family, friends,spouse or some
?other significant persons’ accompany /.
the client, are they seen by the'

t}K}:ist? o

Know

pfovement.

ey

et A



: How do we stand?
— COMMENTS
: - Don't | Needs Im- | _
Yes | No | Xnow | provement| NA | - ~ )
noetrthe com}selor havq the option to | . “of ,
)Qs‘tpone procedural matters (filling ) ‘
)utf foms)" until the second visit? | - 5 , ’
. - R . \_“—_/
. o X S
xas yonr ptoq;am boeh plann‘{&d &no Tas - : : ) T\ :
to minimize tiha need for referrals’? L - T ™~
If veferral is nee'ded, "does your | SN - _ .
gtaff know. ,the community resourc}g ' . . ST .
thoroughly “and lntimtely -8q..that the | | N : .
reférral §§ smeoth’ and comfortable .1 ' . ’ _ / . K
for the ¢ nt? . ‘_. . ' ‘ N _ : . : .
. ) “ (AN :.:.'..-i):" . - ’ _- ’ - » - - * . ’ - .
- : . . : . : L 7 .
- \‘ : - '< -
) . ot . .
- « ) <
e i )
R \ 3,
£ ‘.I;(. ‘l " N e e Ld ."
, vb\)J\ e ‘ .
. -.,.‘ u"ﬂ‘: o ’ > , .
B! PR B .
E B - P .
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. /  WOMEN'S TREATMENT SERVICES Asﬂssm:m CHECKLIST ) _ ”/\ |

ASSESSMENT: A number of procedures are avallable for assessment of a client's needs and resources ags a basis for

/treatment planning:. interviews with client and significant others; standardized self-assessment
jformé: and physical and laboratory examinations. The exact nature of assessment and the methads

¢ for recording findings will vary from agency to agency. Assessment of women clients should reflect
attentio7,to the following areas in addition to those usually {ssessed prior to alcoholism treatment
planning No significance is intended by the _sequence of topi S- .

~

N \

pregnancy? S N _\\X\\ .
Does the_medical_assesgnentg - | ’ : _: s : .

3
. . . . : . e \ e
. v - e _ e -~ . ) [ T : ) s o K . ) \_ T .

. (/ ~ . ) ~ ( h :
. _— ' How do we stand? ° ; L -
' FIEM . Don't} Needs Im- ) COMMENYS

7 - ——

Yes | No | Know | provemept| NA

Does the aléEHU\/drug Use assessgment :

Proé&da information on recentness --_._; :.‘>. . a
and gquantities of drug intake to ‘ e
‘guide modificationd in detoxifica- . . -
tion therapy? ' ' | u

K Exploré the use of other drugs,
especially prescription and over-
‘the counter remedies? _ :

t 4
Indiude information, if apptopriate,] - . ' .’ i
about alcohol and drug intake (in— : ' :
cluding prescription drugs) during ' -

-

" 1

Include general médical alcohol, - ' . > B - ) 4

gynecologic/ obstetric, and psychi- | - . J .

\~\ atric areas? , : ' - . - : _ ,.'

# ' » s - . N .1
. ,

Rule out t-;ﬁ'e' possibility of psychi- | X 0 - . N
atric illness, especially depres- | - : .
sion? - .. . ‘ B o .

‘ . l ' J ’ . . . L ¥




4
ASSESSMENT - continued

How do we stand? —
Don't | Needs Tm-| EN

Yes No Know | provement | NA '<m , .

ITEM

Ay

Include ;gsgssmbnt of general mood N .
and othex” aspects of psychological - <

ste&ys?

Include, 'if appropriate, prior
treatment by healers, shamans, or ]
other nonorthodox, practitioners? ' . - f
b )
Does marital history: l
Determine spouse's drinking be-
havior?

/ .

\d .
Explore the- clients expectations ’ \ v
of marriage, met and unmet? ' \\\;
Explore the cl t's feelings A
toward being a ther and toward

hex children? N .
| w ] ’ coT Y

Reflect acéeptance of women who ) oo "

never marry, do not have childrerf, -

express dissatisfaction with role

as wife or mother, gr’leave their \\\

families? = 3 o . ' % .

/%
~
P

Does the family history: ' . S - -

'Exploremestablishment of sex role . _ - N X B
patterns (learned helplessness,; - ) '

- development of life goals, copgept )
of male/female relationships, con- '
cept:of female trole in the family)?

. * ; ’ - T ,

, ,
N ' . w -
. .
, . . . .
. . . W
, .
. LR
N
.
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ASSESSMENT - continued

A,

-

H \
TEM ow do we sgtand? \

T Don't | Needs Im- COMMENTS

1 . |Yes | No | know | Provement | NA

» -_— - -u—u_l,u.:-;_.-._.‘ b o = '\ 3
Examine differences in acceptable
behaviors for males and females _ : ' - _ .

v (e.g., the boy who leaves home -, , : = . .

" early is adventurous and resource- “
ful; the girl who leaves home is’
troublesome, rebellious)? - T

e
-

.
[ 13

' Expibre history of alcoholism and 1. s
psychiatric disorders among parents - : ‘; : T s
and giblings? : LS S N i ’

N ! ¢ b : e e

Does. the educqsion/work history: _ ~ , - )

- 4’ ; ? ' ) - \' . . a'
$how attentfbh\equal to that given ' . _ . | '
in male histories? * . : i .

\
Y

lore discrerancies that \;pear | I N R S
tween educational reparation A : : $‘¢7 S A “ L
and jobs held? ) :

Determine pressing néed for food, : ‘ \*_ ' S _H.Q
~housing, or other assist : :

. boes religidus histéryg ,

¢ -Sunimarize religious background
'\\and experiehces?

2
.

Probe for any changes in the
W olibnt's views?

Ascertain th chutch's view qn_ , _ } o T
women and drinking? . . - . R
\) ‘ . R ) " ' N ‘ . . \“ . : K " ‘.,:'

’. - s . . s




N T ' & L] .-‘- -I\Lf
e > —
. How do’ we stand? | ]
' Don't [ Needs Im-| ° COHMENTS
. | Yes: |'‘No | Kiow | provement | NA ' v o
] . L o A 1
‘Doas . aasessmnt inplude int:erview ' / ' - ‘ ;':" E -
with 'significant Jothers (with woman 8 X
permissiou) alone, @ a group,. and . ’ - -
with client? _ - ) ; -, .
. e . V_g Yo . i | L
Qo «these .in‘tenriews include explora-—. |q - v . et | '
‘tign of aftitudes and feelings- S S, ¢ T
zgurrotﬂlding the fact that the woman | e A N
has BQﬁght ,trqatmnt?x A . B § ,
% . ! . . . e
Aye. ’:hobbies and out:side zlntere«sts ‘ , . \ ¢ ' G ‘
giyen the’ same attehtion ag., in male N BT A ' R _
h stoniea? S SN e O » g e
- .\ .' 8 . K \ X N .
’ v N ° e
Am athnicfcul;\ﬁal/language oon- T A 1 S ’
piderfhtiona give qppfopriate atten— . .
tion? e ek ‘-\ \
' i‘ ) h kE
W is quggested (;‘hat the' sg:&ual hig=’ L ) -
tory net ba“exp pred éur:ing cinitia\t RPN -
aasomen‘h, but” g; t:fhe topie arinés, A i
are. labele- such as promimous, :4 ! o
nympf\omand.ac, andnfrigid avoided? : . s
' . B “ %
5
.‘u_r _x_s,w?,%v-;r'ﬂ '-\.-'.-;".xl:r': €y R _-,_-\-.w,_.;_;; v o pod
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s \ ' WOMEN'S TREATMENT SERVICES, ASSESSMENP CHECKLIST | _)

oo B .
PR L A

; "‘f'I‘RE_ATMEN'If,‘SERVICES: This section addresses.items of particular importance to women clients. Factors essential . _ —w—
; o T to all alcoholism prdgrams may be omitted but they are nonetheless important, e. g., alco- °
holidh education programs and health care for alcohol- relates and other. conditions.

“".’a Py . \l v * ’ - b

' ' § How do we gtand? . 3

S N ~\ TTEM Don't | Needs Im- r g COMMENTS
® A Yes No | Know | provement | NA \ 4 .

. Are female counselors availqble? . - q_\ T o L4
“Eemale case managars? : . ) : -

k ’ ’ . 4 e

T Are different droupp offered to\accom- ' A

E ‘. modate ‘a ‘range of needs and prefer- ' )
ences (all women, ‘mixed sex, mothers, : . A )
etc \? . : . : . . » :

9 Z,-'D'
F

\ 'IB in iv".fdual counsel‘ing available? . T ’ : . : o

£ 1\ ’ * . ’ .,‘ b, . . - : a
_ ‘Regarding choice of group and other - . ' .
5 treatn}ent services, are women: . \/ .

e
‘

o’

. thf&rmed of the alternativese

. e -
Informgd of the pros and cons of v : Ch o
eac h? : L _ ' . 9. e ' ~

Given a clear message that choices 77 ' ' ‘ N : '

are not ir-revocabl:e? 4 )é . : N 90

If mixod gropps are utilized do they/] . Q - S
. have: ‘ -' ) ™~ . ) H . ’ . K‘:'H

Egual representation of‘&nles and '_ i _ i \.
females? . ' Co-
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TREATMENT SERVICES - contlnued . . ™~

7

\\\\\ How do we Btand?i

ITEM . T ] ont £ | Neeqds” Im-

r Yes No Know | provement | NA

—— g+ e

Balanced participation of all
members ?

\aglgfgggvjemale coleaderxrs?

i
' ;s child care provided eith by the N v (
agency or by arrangement witl-appro-

priate community resources? A . - ~

Is housing for women and children h
provided, if necessary?

Is there provision for the treatment
‘of children either within thé agency
) or on a referral basis?

Axe treatment times scheduled at
cl%ent's convenience? . »

Does your staff.use telephone out- Ty N
3 reach to contact glients ijwho haﬂ@
missed appointments? ' kS

Is tranqportation to the treatment . _ .

facility provided for women who n ' - *’

it? j . Co . ' - N
) .

-~ Is appropriate treatment available
for persons witQ/psychiatric ,problems

(e.g., gRrimary affective 6186£3ii8)? -y
\,

\ " | | | o

COMMENTS
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. TREATMENT SERVICES - continuet

.-

>

" Does the program provide for gyne-

Does thg’ program provide alcohol

"othera (spouse, parents, childfen,
- relatives, friends, roommates/

'Ia }here provision for 'dgal'eonselj

L

5

* 4
v

How do we stand?

ITEM

Yes

No

bon't

J” Know

Neads ITm-

provement’

COMMENTS

ERIClations (cultural, ethnic,

Aruitoxt provided by Eic:

Does vocatioﬁel/cenaor development
include:

' Bssessment of personal ipterxests,
status, goals, aptitude, needs,
and past experience, with emphasis

on transferable skills and talentsd

Counseling around fears, concerns,
opportunities available personal
resources?

Provision of training and place-
ment resources? |

cologic exams, birth qphtrol and
menopaus® informatipn( etc.?

Does the program provide education/
information on health, nudtrition,
pexuality, etc.?

education and thergpy for Aignjficany

lovers)? W ol
.o

- tation (child custody, separation/
divorce, abuse, financial problemsy?
Do the services offered 2
QO needs of women f

spond to
minority

. w

sexual preference)? -

v

L

7

o~

D

- 9o

IE)
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TREATMENT SERVICES - pontinued

T

Y Ar ‘ N
»

] .

‘ ITEM

How do we stand?

Yes

No

bon't
Know

Needs Im-
provement

- NA

COMMENTS

Does the program provide personal
growth opportunities in:

»

Assertiveness?
fProblon solving?

lues clarificaticn?

) \
De t of leisure activities?

¥ }aronting skills?
" Other i areas as determined by
5 client needs?

QIs the message conveyed that while
abstinence is a goal of treatment, a
drinking episode does not exclude a
woman from treatment? :

If a woman elects to op out of .
;treatment, is she encouraged to
..return at least once to make plans
‘for aftercare? (See also section

‘headed mcmm ) LY / _

N

(]




WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST
) ' e
ARTERCAR@*: The following itéms assume that the client is leaving the agency by mutual agreement of client and

counselor upon completion of the treatfht plan. Procedures instituted when a client drops put of
treatment are dealt with in the section headed Treatment Services. -

) v . iy s S,

- J

How do we stand?
Don't | Needs Im-
L Yes | No | Know | provement | NA

—_—— A

ITEM COMMENTS

-

Does aftercare planning begin well be- o . y
fore the client is ready to leave
treatment? :

Do the aftercare activities provide
the client with a support network and
sources of_ help (e"g., family, friends,
3 neighbors, women's groups, to offer

moral support, help with children, ] .
¢ etc.)? B : - ' ’ *
FoTa—. . s N ' . ‘

Does the aftercare plan include a . ' . ;
strategy to help the client deal with
situations identified dliring treatment _
that have triggered drinking episodes b
in the past? ? : ]

Has the message been clearly conveyed -
hroughout the treatment phase that ‘ .
theAclient will not be rejected if she ~
returns for help after a drinking oo : ;
episode? g & . e o0

. . v
"y I

. S ' : v - : . oy _ _
*As defined in JCAH Accreditation Manual for Alcoholism Programs, aftercare is "the process of providing continued g)

<Qptact which will support and increase the gains made to date in the treatment process." The way this definition * :5
- (‘/1 is applied will depend onh the type of agency. Aftercare for a residential program will differ from aftercare for

. ~
. ) . . -
. . e
) . X . PRI .- : ‘. . Lo R ' L4 . -~
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WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST

FOLLOW-UP: The following items refer to the activities an agency undertakes to collect data on what happens to

clients after discharge for purposes of evaluating program effectiveness.

x
o 1
. . n
6 e .
S How do we stand?
TEM <, .
I Don't| Needs Im- ¢ *NTS
Yes | No | Know | provement| NA \

-Is oxplic;lt permission of- the ¢tlient

Q
!
. W
(]

96

sought for contact by the agency?

Is the person who will be making the ‘

contact someone the client knows and:
trusts?

Was the purpose of follow-up ex-
plaine® early in the treatment phase?

Has it been clearly specified when
the agency will make contact and in
what form? o ) :

q‘

97

»
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*WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST

OUTREACH :

An aggressive.outreacb effort is essential t® draw into treatment the women who have bedh urAnrserved in
the past. To avoid dfsappointment for the women who respond to vigorous outreach and frustration for the
staff ‘'who may not be prepared, treatment'services geared to women's needs must be ready and waiting. A
responsive, effective treatment program, in turn, supports anj enhances the outreach efforts. Particular
contact organizations and strategies will vary avcording to cdmmunity. ’
€ i '
‘ ’ How do we stand? \\\ :
‘e TTEM Don't | Needs Im- N COMMENTS

o 3 . Yes | No | Know | provement| NA -

Timing . P “

."Will outreach efforts and their ex- : |

"/ pected results coincide with agency
readiness to receive and treat an in-
creasing number o women  clients?

Responsibility and Participation

[4 3R]

Is someone, preferably female, desig-
nated responsible for outreach to
women? . ‘ ‘

<
Are women adequately represented in

the membership of the Advisory Com- : g X .
mittee? \ . -

Are these women utilized to .the utmost K _
in planning and implementing outreach? . v )

Aganeies/Groups to Contact

Do the professional groups contacted " '///’/ ) o ‘ _ ' ,S)S)

include doctors (particularly psychi- _ \
atrists and obstetric-gynecologic '
specialists), visiting nurses, social
O  workers, welfare case workers, clergy,




'?

OUTEEACH - continuoﬁ

LAY

LTEM

How ao we ptand?

Yea_

NA

COMMENT'S

tiodz include church groups, parent-

A S

b e Presentation at luncheon meetingq
- of professional groups to stimu— '

.%: the community?

—y

lawyers, teachers, court personnel
marriage coqgselors, ‘hospital emer- -
gency room: ‘staffs, etc.?,

Are workgfs who may function as refer-
ral ageets also coptacted, such as
rescquﬁquads, hairdressers, bartend-
ers,  Ly~8itter8 and ‘day :-care center
staffg, apartment managers, etc,?

ntacts with community organiza—

tea@her organizations, employers, ' -
por unions, business and civic or-
gé| fzatione: women's groups, profes-
>nal groups, and universities?

',e contacts regularly'maintﬁined with
e other alcoholism services agenciég

EVe these educational approaches to
?roféssional groups been considered:

Iy , .

1ate interest? i \
W
® Follow-up workshops’ and seminars
to meet the needs of' the taYget
group, using continuing educa-
tdon and inservice formats
among others?

Don't| Needs Im-
No | Know | provement
)
.
»
NE
b
1
. . 100
\\.l' ./ N v ‘

oy ERID
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OUTREACH - continued "
Y. . ’ . »
- How do we stand?
ITEM _ Don't| Needs Im- _ | COMMENTS
P . - Yes | No | Know | provement| NA o
Do formal 1inkages with individuals | S : . .
and ggencies include:
e Designation of a contact person i .
at both agencies? . "
e Referral guidelines and proce- . ‘ >
dures?
° Trainim} in ‘early identification | \ B ) ' . \
and confrontation techniques?
e Provision for joint consultation : «
on a regular basis? . -
.‘) Q £ . I/;. " LY . ‘ 6
é Do contacts with community organiza- )
tio‘s include:
‘ . . - H . l .
e .Distributing pamphlets, bxochures} s | . ST \\ +
" fact sheets, and informational . . : . R . o
materials on alcoholism and the . : '
agency's services to women? ’ A
e Messages to men emphasizing their| - WA j Fooo U
ﬁ--.' role in early. 1dentification and . S I . o
M. referral for.trdatment and high- | - . " ' F4E A P D f?
é ’lighting the dangers of %pro- . . o - i o U
. tecting the alcoholic woman? - ' :’ - . S
e Making oducational presontationq> . . |
e Von “mleodliol, algohol and women,. Y IR N AN C g
it jﬁand your program sarvicea? N . 1 B 1 - o a0 o A
X ,Providtnq mgtorigll and other SR0Y IR B B D : o
asgistance so that organizationn : L e 2 S
R\(:ogp ‘take thelx ‘own presentations” ;_‘f . "ﬁﬁ_;- | f : ' B
- on, aloohol. problems? o .10 i IR S
et e R W T R AR 0 S SRR P v osord o e sl v v o e Al 1 0 IRl (T S T R 38




4 OUTREACH - continteq® - . _ cor g VL

Py - ! ca ) ’
S I ) . . :

A

. ¢
Tg". | flow do we stand? .
I | Y.
' ' ' Don't| Needs Im- _COMMEN1S'
; ' Yes | No | Know | provement| NA , .

U
1<
.

® Offering opportunitie; for, Qrgan—
~ - lzations to become inbolved in
‘the program through f\mdraising

and other services? '

® Working through staff or former
clients who may be ‘members of.
community organiza_&ions?

. ® Providing free space in your b ‘ T
facility for community groups to- i ‘
conduct their programs in ex*- :g';

» . "change for freeTattendance by T|*

' your clients? . s

S oy . L b

Are efforts made to’ contact community

people who do not belong to organiza- _ ‘ :

tions by such ?fforts as: ' ' _ . \

: / '
» Partici tion in health fairs?

L Sett§ng up h tablefor information| - - X )
. dissemi ation and on-the-spot : _ ,ﬂ“\\__§
counse ing in a supermarket? ) -
(Qe person is more effective in S _ ) .
attra ting people than two.) . I ' _ '

in general, e, g., providing R ) | : ( - | - ,'_;j
‘spade for voter regxg;ration, ' '

R

[ Mq\;#\.,;ﬂ-v\@\\“.«,é- P R A 1w PP RS SRS e & ..._,_::'.H; Y RPRUR 7Y IR R i e "?,‘.'-"F’-"ﬁ’v)f“‘?"'.?'::-"li‘-' s !43'*'4;‘_-"":{;"‘:
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OUTREACH - continued .

now do we stand?

 ITEM .

< i Yes

-

pon't| Needs Im-

No | Know | provement}] NA

COMMENTS

e Utilizing local newspapers and -
, radio and television stations to: [

- place "spot" community service
announcements

*

- advertisé

- present feature articles on the
program and women's alcoholism . ‘ .

- participate on local talk shows| -

- explore educational television
) - as a means for conducting y o ?
R alcohol education ' B

- write letter to the editor

1 . 1]

- develop human interest stories

- provide articlesfand informa-

% tion to rewsletters and other
Y. publications of i
4. - . terest groups, women's organ- |

: izations, schools, etc. .

Dp community-at-large efforts thrqu ‘ Cm .
'ngdia and other means convey messag . e i I h

i e
Y
.
-
~

N “ ' . . :
o o . : - 1 O .
“ . (RN » .
f{" FETIR 4 “"‘”""’.‘."’“?9"?"‘?“!’ Rl od §5 wL'_,\' Tt e W] ety TR R e
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i NN ) o \
. HHow do we stand? -
ITEM
Don't | Needs Im- COMMENTS
] Yes No | Know | provement| NA .
¥" @ Describe treatment availahle?
-ﬂ-" o Reflect understanding of women's
issues? v
;

, Evalugtio_n 'Y
“Is the outreach program periodically _‘\‘4
assessed in terms of strategies used
~and intended results? -

3 |
g)f - ( - l"‘
N, / - - "3,

\ . .

RIS ' ¢ - h . l‘
v . . . » .l:_\
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SERVICES FOR ALCOHOLIC WOMEN Session 4
B ) ' . Handout
; R
t ) ’
) WOMEN'S TREATMENT SERVICES
ANALYSIS WORKSHEET
Category being considered for implementation or improvement (program
planning, assessment, aftercare, etc.): | 1
What specific action or actions are needed? , .
* s\
‘ N :
S .
What major steps must be taken to bring this about?
-
- | -1 {
kb L] / ,
What resources will be required (time, new staff, training, more information,
new procedures, etc.)? .
. u--/’_ . T Y ) . : . g
? ) : 1

o RIC g
e

h ]




Analysis Worksheet - continued

Are the fundamental program elements in place? Yes No Unsure
'If no, which one(s) mugt be established?éb ’

= . 4
£ ~ | '
&.
what other barriers must be overcome? .
A 2 s . p
/
— Yy
. N 1
what side effects (good and bad) might be énticipated?
. . ) o
' ' L
A
4 l o
) - 4

;Q“4Q
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0

|

? = heed more information to
answer with certainty

N.A. = not applicable
T s

—

PRIORIfY SELECTION GUIDELINES

Préposed Actions

w

Yes

No

Yes

No

Yes No

Yes

No

Yes

No

Yes

No

Can it be atcomplished within-the -

current budget?

e

T

If not, are the necessary funds

readily available?
4

.Can the“action be accomplished
in 6 to 12 months?

-

services?,

Is there a possibility of bene-
fit to the: agency beyond women's

-~

¢

On a scale of 1 tq, 10 (10 heing
most difficult), do the obstaclas
t?,be overcome rate 6 or less?

a

TOTALS

3
. ¥ uoTssaes
&

NIROM OITOHOOTY ¥0d STOIANIS
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SERVICES FOR ALCOHOLIC "WOMEN Sesslon o
’ Handout

TASK INSTRUCTTONS FOR SIMULATED APPROACH

1. Preparation (allotted time: 45 minutes)

»
a. Prepare a simulated approach (about 8 minutes) to the selected

~ audience (individual or group) to enlist their involvement in
further planning.
L] ! LI L‘\
b. Sipce your time is limited, define your objective narrowly
and modestly. Don't try to do too much.

o _ c. Use the Regource Book, materials you may have brought with
' you, and whatever else is at hand to assist you.

.d. All group members contribute to the preparation. Each persoa v
' has -a role in the simulation:

one stage manager éo introduce the simulation
t&o presentors

one moderator to conducF the feedback aession
2; Simulation (alioﬁted time: 15 minutes)

a. The stage manager makes a 2-minute introduction describing
the audience and the presentors, sumariXing the events that
" led to this meeting, and stating the objootives of the pre-
sentation.

b. The presentors conduct the gimulation. : S

»

¢c. The other participants may wear one of two hats:
i _ e If the approach is being made to an individual
' being played by one of the presentors, the par-
" ticipants observe the simulation and prepare. to
offer suggestions and comments at the end (see
questions under d. below). N

o If the presentors “are making their approach to
a group, four or five participants volunteer
o . o to-play the role of the audience described by . %
o . J . the stage manager, listening and reacting as '
» ", they think the audience might. Remaining par--
ticipants are observors. .

4

-~

4 ~” SN

109

Q

i

E -3
w
~ .




Tagk Instructions - continued
d. 'Thea moderator conducts the H-minut ¢ Teedback session.
Ask the persgon(s) who made the presentation:
e Did the meeting go as you had plan?gd?
e What would you do the same next time?
e Wwhat would you do differently?

If the presehtation is made to an individual, ask the person
who played him or her:

e What was your reaction to this approach?

e What parts of it increased or decreased your
" willingness to become inyolved in planning for
‘and implementing improved services for alcoholic’
women? '

-

1f she presentation is made to a group, ask the group members:
R W X . !

,‘ .
e Are you willing to become involved in planning for
and implementing improved sexrvices for alcoholic
women? '

. ‘ - . .
e If’yes, what aspect of the simulation was most éo?~
vincing?

‘o If not, why not? What might have convinced you?

Ask the observers: -
' ) hl . l.. . ’
- e Did the presentation accomplish its objective as
stated by the stage manager? )
- _ ) [

’ e Were the facts about women's treatment as presented
consistent with the information presented in training? -
- - . oy

e How well did the approach fit the setting (agency and

\
’ community) as described by the stage manager?
Ask the entire group:
\J . . 1
e What other comments or suggestions do you have? .
S . e. The traingf will be timekeeper. .

o ‘ —\- <3
- IR o . L : . . S .
U o L N o e
L . g . : . '1;117 o
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SERVICES FOR ALCOHOILTIC WOMEN Seasions 1 and 7
; : ' . Trainer Reference

P v

EVALUATION FORMS AND PROCEDURES

N\

Forms .and procedyres for two types of evaluation are provided for this course. .
The Instructien Assessment Form provides feedback to both you and the partici-
pants on the effectiveness of the coursé. The Postcourse Debriefing Form
provides you with feedback on the participants' reactions to the cojrse.
The use of each form is discussed in turn and master forms are inc}tded for,
duplication.

’

Insé;uction Assessment Form and Procedures

x Introduction and Rationale

An assessment form has been designed to help you evaluate the effectiveness
the course. The form contains 20 items pertaining to program elements ,/
esgential to consider in the treatment of alcoholic women. Participanta read
each item and rate it .on .the adequacy with whic¢h their agency programs (oxr \\\\\
program plan if they are not yet treating women) address the item. Before
readinq/further, 1ook at the form on page C-51 to become familiar with the
items dncluded and the manner of response. ;
'
The assessment form included in this course serves both instructional and
i evaluation purposes. From an instructional standpoint, analysis of parti-
¢ cipant responses on the form prior to instruction will tell} you those elements
the partigipants consider to be adequately or inadequately addressed by ‘their. ' -
agencies. From this 'information, you may infer some of the interests and
dncerns the phrticipants bring to training apd afkticipate the content aread’; .-
that may need sRecial emphasis. Further, com letion of this form will help
focus the participants' thinKing on C?me of the content that will be addressed.

in training‘:}k

A ]

The instructional application of the posttraining form becomes apparent when
participants compare gheir preinstruction and postinstructeon responses. This
activity will Qrovide participants with feedback on how and to what extent
their perceptions of the adequacy with which those items are being addressed «
have changed. A discussion with, partieipants on what changes, if any, they
nmgg in thé;r ratings and why will give yon an opportunity to clarify any
mifconceptions that may have developed during training and gives participants

»an ospor unity te.xeview the key points presented during the training sessions.

From an evaluationisgandpoint, tabulation and\analysis of responses of 3ll
. participants both,before and after instruction will provide vou with informa-

tion on the ingtructional outcomes of the course in terms of the primary n
... goalst to heip'pnrt;Cipants identify the program elements considered’ * -
“< ‘important’for women's treatment and to provide a structure for them to t ;

identify ‘and begin planning. for appropriate changes in their own agencies.

It is expected that participant responses on the adequacy scale will shift

to the left (less, 'adequate) as they become more aware of the details involved

. +in some aspects of women's programming. = Procedures for completing this
tabulation and analysis after Session 1 and at the end of the workshop are
- <

_éfwwexplainod beginning on page C-46. . . T ' y
«&q& _ oWt C * Al .' e T - S ’
. \)3 i . C-45 E . | S

. , 4 .
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Tabulating the Responses

A master form for tabulating participant responses is con}&inod on
page C-57. The double line marking the average rating (3) is included
to highlight ratings that depart from that point. To perform the tabu-
lation procedure, it will be necessary to duplicate 20 copies of the
tabulation form, one for each ‘item on the Instryction Asgsessmant Form.

l .
\J)/ To tabulate the préworkshop forms:

© 1. Numbar consecutively each form completed by a participant in the
space provided in the top right hand corner of the second page.

2. Enter the number aqd text of the 20 items on the Instruction Assess-
mant Form on ths tabpl&tion form, one to each form.

3. Record the first participant's responges to the first item in the

' girst column with an X. Record all participant responges to item-1
in the samq, manner in succgeding colums, mgtching\farticipant numbex
to column number. s ' .

. ' & ' ¢

4, Record responses to the sgcond item in the same way on the second tabula-

t tlon form after entering the number and text of the item at the top of §
the page. ' . . .

[ 4
* 5, Follow this procédure-for all items.
\ . ‘ : = + ’
7\\\ The identical procedure is followed for tabulating the post workshop re-
sponses except that the responses are indicated by an-O.

Intdrp:etigg:the Results - -t , ) N _\

' [4 ¢ .
‘A complete tabulation has been made for a set of hypothetical participant

\ responses to itemd of fhe Instruction Assessment Form and appears on .

(* page C-49. Preworkshop responses are displayed on the top graph. Both.

pre and post responses are displayed on the bottom graph. An interpreta- *

tion of this eagulation follows. » .

~

H

On item 1,.Commiéhen£ of ,Policy and Decision Makers and Staff to Im@tovin&
Tréatment of Women, 8ix participdnts rated it 3 (average) in adequacy, six
_pQrticipénts rated it above 5, and eight rated it below 3. As might be o
éxgected} agencies with no commitment to improving women's treatment are
unlikely to send staff to a workshop on miq. Therefore, the fact

. .1 that almost two-thirds“of.the'ﬁroup ratey quate or above is not .
N iqrprié;ng. Th:vbglqy 3 ‘ratings may reflect the fact that at this time

‘ _only & sma nuﬁberlof sbaff in an agency are convinced of the importance of
m - improving whmen's treatment services. ) : . L ¥
. | h \ 7 ,

+

&
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The postiraining !(eqponses show a slight narrowing ol responses toward
the center. One rating of 5 appears on the post workshop form Lomparcd
to two on the preworkshop -form. Similarly, at the other end of the sﬁhc~
trum, only two ratings appear at 1 on the post form compared with three on
the pre form.
A look at individual paxticipant regponses shows some minor shifting in
both directions. Five partitipants rated this item lower on the post form;
five participants rated it higher; toﬁ‘partibipants rated it the same. The
ratihg increases may be attributed to the increased personal commitment
of those staff members who attended the workshop. The rating decreases
may be attributed to a recalization that either more staff must commit their
support to program changes or the level of commi tmenty#ist be strengthened
for suqtained support of program changes. The overall Meutral response
to this item may reflect a general appreciation for the difficulties of
securing support for any change. . )
L . _
Clearly, this example illustrates the need for the discussion that follows
the participants' comparison of responses. It is ,during this discussion
that the information for a majority of the interpietations of their responses
to the items will emerge \(

L4
Wl “ .
A written debriefimrg at the end of training helps you to assess the K
participants' perceptions of the relevance and utility of the entire
"training program and their overall redction to it. A sample form is
provided beginning on page C-59. Participants skoyld complete the de-
briefing form after the Yiscussion of their responses to the Ingtruction
Assessment Form. It requires approximately - 10 Ti?utes. .

Pbatcourse. Debriefing Form

)
H

-

-

A Final Note ‘ ' . ) s

Completion of the JVEIUation procedure will benefit both you and the parti-
cipants. The course developers at NCAE can also benefit if you share with
them the results of the evaluation process as well ag Your experience in
delivering the course.' This feedback ,gives us some notipn of the extent.‘
to which the course is being used, who ig using it to deliver training, -
who is attending the course, ar‘ what suggestiohs you?ave for ma ing the
course- better. . ; .

Ny . , . ’ ‘ -~
Please address. your remarks, and the tabulated responses and debriefing
) ~
‘(, ' forms if you wi%h to: . ‘¥
| | - . ‘ Evaluation DivisiOn

Nationq .Fenter for Alcohol Educatioh
. 1601 Na¥*h Kent Street
//Arlington, Virginia 22209

"

2
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INSTRUCTION ASSESSMENT TABULATION IFORM
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£ ’ Number
Prewor kahop )
Post workshop

— '
SERVICES FOR ALCOHOLIC WOMEN: FOUNDATIONS FOR CHANGE
’ i “
Instruction Assessment Form
Directions: Each .of the 20 items listed below appears to be important
. ' to consider in plannipg and delivering treatment sexvices to/
alcoholic women. Read each item and decide how adeguatelx
. your agency program is addressing that item. Then on the
-~ table below the item, circle the number which best indicates
' your judgment. (If your agency does not yet provide services
¢ - for alcoholic women but is planning to do so, make your judgment
a _ in terms of the adequaocy of the plans to address each item.)
/ AR 5 )
~ 2 -t .
1. COMMITMENT OF POLICY AND DECISION MAKERS AND STAFF TO IMPROVING TREATMENT
FOR WOMEN. ‘
b - | - " Very. N
Inadequate Adeguate
. 1 ' 2 3. 4 s B
2. USE OF CENSUS. AND OUTCOME DATA FOR PROGRAM PLANNING AND EVALUATION. -
. - ' ' |
o - _ Very
TN Inadequate Adequate
1 2 3 4" 5
' 3. COMMUNITY ASSESSMENT TG DETERMINE NEEDS OF WOMEN PRECEDES TREATMENT
‘ PROGRAM PLANNING. '
R : . Very
// -Inadequate-\\\ _ Adequate ¢

- , 1l 2 . -3 s - 4 - 5

4. MALE/FEMALE STAFF RELATIONSHIPS DEMONSTRATE MUTUAL’;EQPECT, EFFECTI
) PROBLEM SOLVING, CONSTRUCTIVE RESOLUTION OF CONFLICT.

_ . Very
" Inadequate. - ' Adequdte
T 2 : i s

: 2

5. WOMEN'STAF¥ HOLD POLICY AND DECISION MAKING POSITIONS IN THE-AGENCY.

<

. , ot S ) . Very
S : ’ Inadequate R : Adequate
1’ 2 : 3 _ 4 5




e
~ -

6. TRAINING ON WOMEN'S 1SSUES 15 PROVIDED FOR ALL STAFF .

:

/ A Very
Inadequate ‘ Adequate
1 2 3 4t 5

7. STAFF TRATINING PRECEDES IMPLEMENTATION OF PROGRAM CHANGES.

Very
Inadequate ) Adequate
1 2 3 4 . 5
8. CHILD CARE 1S PROVIDED OR ARRANGED . \
. Very
Inadequate ' o Adequate
1 2 ) 3 4 o 5

|

9. FEMALE COUNSELORS PROVIDE INDIVIDUAL AND GROUP COUNSELING FOR WOMEN.

! ‘ - m}\ Very
*  Inadequate - Adequate

1 2 3 4 ' 5

10. FEMALE STAFF REFLECT CULTURAL AND ETHNIC CHARACTERISTICS OF WOMEN
BEING SERVED.

Very
Inadequate. Adequate
o B
N 2 3 4 ' 5:

11. ASSESSMENT- OF bﬁhG USE INCLUDING PRESCRIPTION AND OVER-THE-COUNTER

MEDICATIONS.
") Very
Inadequate ) * Adequate
. < )\
1 2 3 4 5

bl

12. DIAGNOSIS AND TREATMENT OF @ccouémymcj‘psvcummx_c DISORDERS .

» . . Verxy
Inadequate. , Adequate .
( 12 .3 UG

A . . o !




13. ADEQUATE ASSESSMENT AND TREATMENT OF HEALTH' PROBLEMS INCLUDING
GYNECOLOGICAL.

. Very
Inadequate . Adeguate

1 2 \\\ 3 4 5
14. PROGRAM PHILOSOPHY AND.PRACTICES ENABLE EACH CLIEﬁT TO MAKE HER OWN
DECISTONS/CHOTCES REGARDTNG TREATMENT.

Very
Inadequate Adequate
y :
| 2 - 3 4 / 5

’

15. OPPORTUNITIES FOR PERSONAL GROWTH ARE PART OF TREATMENT (e.g.
ASSERTIVENESS TRAINING, VALUES CLARIFICATION) .

- Very
X i Inadequate ] Adequate
1 2 3 4 5
16. VOCATIONAL COUNSELING, TRAINING, AND RETﬁAINING ARE PROVIDED.
\ . - %# Very
Inadequate ) Adequate
1 ’ 2. 3 4 - 5
17. STAFF ARE COMPETEQT AND CONFIDENT TO HELP CLIENTS WITH MISCONCEPTIONS,
LACK OFﬂiNFORMATION, AND PROBLEMS RELATING TO SEXUALITY
Very
Inadequate ' Adequate
L N : ;
1 2 3 - 4 5
'18. A CAREFULLY PLANNEb AND EVALUATED OUTREACH PROGRAM DIRECTED TOWARD
WOMEN . ' .
) ' Very
Inadequate - Adequate
_ w
- . " 1 2 3 - 4 5
B 19. TREATMENT PROGRAM IS IN PLACE BEFORE OUTREACH PROGRAM IS VIGOROUSLY -
S : , IMPLEMENTED. Xy
e | », N
Inadequate ’ S Adequate
,:&m‘u ¢ : ’ . ..
e T 1 2 - 3 4 5
0 . M . 4 . . d
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20. TRAINING AND ON-GOING CONSULTATION TO STAFF MEMBERS OF OTHER HEALTH
AND SOCITYAL SERVICE AGENCIES SERVING WOMEN IN IDENTIFICATION AND MANAGEMENT

OF AICOHOL—RELAT'ED PRO&LF‘MS : ‘ -
N N ' Véry - o
Inadequate . Adeguate
' Pl
1 2 3 4 . 5 S
¥
¥
! .
i
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4 d : . oo S . . Q = postworkshop Response N
. . . R . ‘
- « Participant Number ——— — —— — |
1 2 3 4 5 6 7 8 9 J10 11 12 13 14| 15|16 17'Jl 18119 201 211 22123124125
0 \ , ¥ R | I |
v (,.n S _ N - \ N \ . [N
. o W " 7 | Ny z
) o 1 0 - - - Y
g . M ~ E
12 3 3 - - )
§ - - —-— = ~
_ B . . ] )
H 2 4. . ) . ' i LR ! RIS \ :
D 1 &f’fq < N \ t " . < .
- . " - -t \ Y
. * ' , ' ) i b .} <
A . o > "'
¢ ]
Py . . ) .
o ) ~ ' f . i ~ s ! . {'J \i
A LN a . ' ' - { ) R " l v ) "
'. -~ , . . , , - " ’ . N
4 L . . . - .
, e . ‘ r o
- ' " ’ ~ "v

-12"1‘“‘"“"‘. ‘ ' : ; 2 .. v E o - T N7 - C oy
A ‘ ¥ . -i(('! - - . . ' _ . . L B




Date . . Segsion 7
Handoput

SERVICES FOR ALCOHOLIC WOMEN: FOUNDATIONS 'FOR CHANGE

Postooursae Debriefing Form

1. Looking back over the entire course, ﬁlease rate the following items
by circling the appropriate number.

a. Relevance of content to your needs:

I 4

Very Fairly Not

Relevant - =~ ) Relevant Relevant

1 2 - 3 + s

b. "Mix" of intellectual materials with examples or applications:
Very - o ) Fair Poor
Good Mix Mix Mix

/o | /
1 2 3 4 5‘fj

c. Trainer team performance:

Very . B
_. Good Fair Poor
L - : .
’ 1 "2 -3 4 5

d. Course environment (site, accessibility, materials, arrangements,

etc.): .
Very , C Not o
Appropriate Appropriate Appropriate
S 2 3 a 5

Rl

e. Opportunity to inform course staff and othex participantg of your
-changing nﬁgds, v;ggg:‘etc., \\\ .

=\ \ Sl

. Ampla‘0pportunity ‘ qme \ Little or No Opportunity i
N To’ Be'!Heard Opportunity - To Expxess Myself
1 2 .3 4 5.
v h) ' v =
, A
i . Yoa . . :',-’_"é‘ ‘ '& *
S : _ - 8 » .*' : 1 ¢ B )
. ) -, C-59 é?é?




v

T " £, Amount of new information:
P L
All New some New No Now
Informat ion Tnformat fon ITnformat fon
1 2 . 3 4 - 5
t } )
g.‘fblease rate the course as a'whole:
L} " . N
Very Good ' - Fair ' roor
P
1 2 3 ' 4 5
. - -
2. During the. course, what presentation or activity was most rewarding
. to you? * ‘

e
et

. Why?

' 3. During the course, what presentation or activity was least rewarding
- to you? ) - . -

LJ " g

Why?

4. Please rate the value of the-course materials 29,you by circling the
v ' appropriate number.

. ' Fairly - 4 Not
Valuable ~ valuable Valuabdg
Factors To Consider 1 2 3 .4 5
in Designing Treatment . ‘ A
,Services for Women g \ ‘ :
(Session 2) ) ' ' 4
- Assessment Jheckiist 1 2 3 4\ 5
" (Sessioh 3) I ’ v
Resource Book 1 R 3 4 5




-~ <

In your view, how clearly were the course-goals and objectives stated?

84}

\ Very Clearly Clearly Not Clearly
| 2 3 4 5
N
6. Rate your achievement of the stated goals and objectives:
‘ : . . oL ‘
High Moderate . ) Low
Achievement Achievement - Achievement .
1 2 3 ' ‘ 5
7. List any unanticipated benefits you received from attenﬂing this1
program: N
) - |
N . Iy
< [} B ' )
/
} ]
L
s ,
i
8. Please comment on any aspect of the tFaining that iq'kbt covered in the
. previous questions (accommodations, meals, support staff, sequqnce of
: events, work load, etc.) or about which you wish to make addiqional
remarks: . i
Y v 2y
L
<
) - ' 3 T\ y—
9. Would yoy recommend this course to others like yourself? :
. . -4
Yes ) No Explain: - ‘
w . '

o S . . .
- C-61 .
. ot —~ Bu.s. GOVERNMENT PRINTING OFFICE: 1970-281-268/1122
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“(PROGRAM OVERVIEHJ;unjand from ineide front cover)

Target
Audience:

Group
Size:

Trainer

Qualificattons:

by

Methodology:
Time’
Requirements:*

Special
Note:

AN

M
‘Further
Information:

Y

when ‘pnrtflclpant- return to their agenclen. Tt contfins

- articles, bibliographies, sugyestionrs for client asueng

ment and program evaluation, ldeas for child care and
nutrition services, and lists of resources for ataff and
client education.

The program is donigned for teams of two people from the
same agency, one ‘with decision-making responsibility for
treatment services and one who is dosignatqd women ' s
t.reatment coordinator, a board or advisory*group member,
a staff member with particular interest or experience
in women's treatment.

The optimum number of pdrticipants for max
tion and interaction with trainers and each other is 20.

Two traincrs, one female and one nnLdr are recommanded.

Both should be well versed in womon 8 1--uec and effective

alcoholism trea nt for women, as voll as experienced

growp facilitat&rs

»
Small group oxorcises; large and small group dincu.nion;
lecturette; brainstorming.

Approximately 16 hoyrs tot;g'training time oyer 24’ days;‘
-aa-ionn range in longth from 1 to 3 urs. ' .

HOHBN,IN TR!ATHBNT II developed by the National Drug

Abuse Center for Training and Resource Development is a
parallel course for counsolorl'whd provide direct treat-
ment services to women with problems related to alcohol,
drugs, or both. I‘q_ue-tl for WOMEN IN TREATMENT should

be directed through State Training Support Program -

offices or Regional Support Centers of the National Train-
ing and Nanpownr Syntcm -ponsorod by the National Institue
~on Drug Abuse. -

SERVICES FOR Ax.couomci?um was developed by the National

Centexr for Alcohol Educatiion. For further information,
additional natcrials, or assistance in the ulo of these-
naterfhll otact:

\

Y National Conto for Alcohol qducation

1601 North Kent)street N ’
Arlington, Virginia 22209 ' y
* Telephone: (703) 527-5757 \1\\
1 > /\
v @ '

. ,\'-. . “ ' . ;
\! 126 I R an \
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~ ‘National {nstitute on Alcohol Abuse and Alcoholism o . ] |
SESS'ON OUTL'NE CARDS ' vt ‘ ' U'S DEPARTMENT OF HEAL TH

EOU(AYIONIWE[IARI
NATIONAL INSTITUTE Or

il ' EDUCATION
SERV'CES FOR . TS DOCUMENT HAS BEEN REPRO-
’ * DUCID EXACTL ¥ As RECEIVED FROM
; - THE PLRSON OR ORGANITATION ORIGIN-
M EN ATING 1T POINTS OF v} w\n&mmou.\
‘ALCO STAYL O DO NO1 NECESSARNLL Y Ry PRT-
. '3

SENTOFFiCtay NATIONM_INSTITUYE OF
POooavion rosoion R
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o
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01448%
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Depariment of Healt 127
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These materfals were developed by the National Center for Mcoivol Educatipn. For further
information, additional materfals, or assistance in-the use of tfese mate a‘l_s contact:

- National Center for R\&oh%ﬁducation
: 1801 North Kent Street K e et
. : A;‘Nngton. Virginta 22209 .

4

: /. - . : -y
_ C Telephone: (703) $27-5757 )
This publication was prepared by the National Center for Alcohol Education under contract
number ADN 281-78-0005 from the National Institute on Alcohol Abuse and Alcoholism.. NCAE is \\
administered for NIAAA under this contract by University Research Corporatjon. A1l statements
herein do not necessarily reflect the optnions, ofﬁcia{ policy, or position of the National
Institute on Alcoho) Abuse and Alcoholism; Alcohb), Drug Abuse, .and Mental Health Admintstra-
tion; Public Health Service; or the U.S. Department of Health, Education, and Welfarg
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SESSTON 'ONE:  INTRODUCTION AND PROGRAM OVERVIEW

Session PUrposes — '

-

}he goals of this session are to establish an atmosphere conducive to learn-.
"ing and to familiarize participants with the rationale for the course and
with the sequence of training activities.

-,

3
By the end of this session, the participants will be able to

' o- Identify other participants by name apd by other information
theg will have given about themselves.

e Explain-the raﬂionale for the couré .o ‘

e Locate in their materials the course goal. “objectives, and
training activities schedule. _

' o ' ) . .' flf3fl




' e e N N ] - . . . . | L
. ‘ » - : - :
' SESSION ONE: [INTRODUCTION AND PROGRAM OVERVIEW
|

- Session Sequence Overview . - - -

, 1. Introduction (1 hour, i5 minutes)

N

¢

II. Rationale and Overview of the Training Program (1‘hour)

. II1.' Where Are We Now? (45 minutes) ] | ¢ .
‘ | Total time: 3 hours
. 2
.. r ] & k | 1 ‘ ‘ ‘
/s
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~ - SESSION ONE 1NTRODUCTION AND PROGRAM OVERVIEW

Meihods Mqienols Equipment -~ :

METHODS . : . N “
o Small grhﬁp eﬁeneise§, large group discussion - _ 50 |
. X |

MATERIALS A -- . -

~ t

o Instructions for Introduction Exercise (one per participant)
o Instruction Assessment Form (one per participaht) —
'Y Participant Roéter‘(one per participant; prepared on site)

“

. Indicators for Change in Women's “Treatment (Resource Book, p. 3)

°. Goal and Objectives (one per participant) ‘ 'ﬁ '\

0 Schedule (one per participant prepared on site) - o .

’,A‘

1" 3 3 . f' .~ €




- MEETING ROOM ARBANGEMENT

EQUIPMENT o - | :
| Nﬁme.tags; markers of various qolgrs (one for every two participants)
) \Flipéhart; felt-tip pens; masking tape
o Watch with a second hand , | .

)

4 e Chairs in a horseshoe arﬁ\ngement in a room Targe enough to regroup
- “the chairs for three groups of five to seven people-each.

t
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SESSION ONE: INTRODUCT_ION AND PROGRAM OVERVIEW .

Session Sequence

I. INTRODUCTION (1 hour, 15 minutes) , .
A, Make welcoming remarks: tal lorqd to audience and situati on.

r’\].

2.

Introduce . yourself and cotrainer briefly, 1nc1ud1ng name, role

- 1n workshop, and how you came to be a trainer in this program.

Include directions regarding location% bathroom. avaﬂabi ity . s
- of coffee, and other. admini strat'l ve detaﬂs as necessary R,
: Conﬂ m the statement‘s 1n the prétraining 1nf0rmation sent to ™ i‘»ﬁ ’»’3
- participants that this course is for ‘agencies wishing-to start o7

providing treatment’for women_as part of an ongoing, program

.and for agencies already treating women and wanting to change ;
or. add to thg offered services 1n some way. - : . o

135
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.. Completion of Instruction Assessment Form (10 minutes)

1. Distribute oné'form tg each participant and make these points:

We want to collect some information which will tell us

_how well this training program helps you achieve the

goals it was designed to accomplish.

Take about 10 minutes now to 111 out the form following

‘the printed directions. Fil11 in your name in the space

provided on the cover sheet and.check “preworkshOp" 4n
the top right corner of the second page.

You will complete an identical form at the end of’ Erain- c
ing and then compare your pretraining and posttraining
responses. This comparison will provide a basis for

- determining how your perceptions of alcoholism treatment

for women have qr have not changed during training.

)

,
o

136
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SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW

- Session Sequence

_Collectfthe forms and reserve them for Session 7. (!L time

permits or sbngone 1s[ava11able to assist you, tahulate the
responses befor on 2 to give you some\idea of partici-

pants concerns. Directions for tabulation are contained on
page C-46 of the Trainer Manual.) '

C. Participant 1ntr:rﬁct16n. (40-50 minutes) _

~ Pass out blank name tags and markers:

2. Ask participants to wfite in large 1ettégs the name by which
t

' Disiributégthe Instructions fo

they would 1ike to be addresse%durigg e training program.

. Introduction Exercise and
read throqgh 1t; answer any questions about the procedure.

137



NOTE: Explain that indicators for change in women's services are not
: the changes themselves but rather the situations or events
they have observed or experienced that tell them women's
treatment ervices are not as good as they could be. For ex-
ample, ator for change might be the difficulty of
getting women ith young children into treatment; providing
childtd¥re services is a possible change that would address
- that indicator. The idea is to avoid, for the nnment, stating
) ,/problems in terms of pq\J}ble solutions.

4, Ask participahts to select a partner and begin the interview.
Remind them when 5 minutes have passed to begin the second
interview. :

5. Reconveﬁe the group in a iarge circle and distribute the
roster of participants, suggesting that they follow the
ro$ter as 1ntroductions are made to help match names and
faces .’

\
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SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW -

Session Sequence A

A\

6. Ask the person on youv: right or left to begin the introductions.
Remind them of the 1 minute 1imit. Comment briefly on partici-
pant remarks where appropriate keeping an 1n'Forma1 friendly
tone. _ ¥

7. Ask the cotrainer to record«(l)(fndicators of need for‘change :
in women's alcoholism treatment programs, and (2) partictpant
expectations: of the Course on t¥o separate flipcharts as par-
ticipants state them

8. Thank participants and tell them that the indicators and ex- - 9
pedtations will be refjyred *o in the next program ‘activity.

- 1L RATI(NALE AND OVERVIEW OF THE TRAINING PROGRAM (1 hou& o
) ,

13 - A. Rationa'le for tlfjouue (20 minutes)

. 1. Ask participants to review the 1ist of 1ndicators for change
Q p - ~that was developed in the previous activity. y 10

LR \w




N T

\
\

1
J

2.

o

Invite the group to help -elimjnate duplicates, identify
Jpatterns or generalixations, and make any additions to the
original 1ist that may be prompted by further thought and
discussion, . ' :

N

L -

. Distribute the Résource Book, explaining that it contains -

reference material, articles, and other material that will be
used during training and that may also be usefu} to them_and
to ‘'other staff members who will be working on planning and
delivering women's treatment services. '

Refer participants to Indicators for Change in Women's
Treatment (Resource Bagk, pa§e 3 ) and give them a few min-
utes to read 1t over ard lopgk for similarities and differ-
ences in the 1ist they constructed. »

Taking each of the major categories in turn (Official Pri-
orities, Status of Research, etc.), ask participants to
identify {tems from the flipchart 1ist that parallelor
supplement the items on the Indicators for'Change 11s

. .
A -~ - > “
/ : -
e *
. .
.

\ .

. e '
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Session Sequence'

Fad

6.

e

-9

4

Discuss possible reasons Por_differences in the two lists:

a.
O
L
t

b.

or: 1nd1vﬂdua1‘agency N

One -is. from a national perSpective, the other a state, county,

The printed list represents aggregated data, the flipchart

1ist tends to be discrete. events.

The printed 1ist is generalized the fli

... be more particular

pchart'itemsfma"!

Summarize phe discussion with the following points:

,

The evidence is substantial that the treatment services for
alcoholic women are not sufficient to serve the numbers of

women:with alcoholiem,

111

~

v

§
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SESSION -ONE:  INTRODUCTION AND PROGRAMOVERVIEW
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8.
Course Overviéw (25 miﬁutes) -

1.

b. The services that are available may not be responding
adequately to women's needs.

c. A number of people, including yourselves, as evidenced
by your presence here and the 1ist you developed, have
‘recognized thqie discrepancies and are looking for ways
to reduce them.

d. 3Theref'¥e though research data are limited and a number
of 1mportant questions remain unanswered, it seems worth- -
while to convene a group such as this to examine the
state of the art in women's alcoholism treatment, analyze
existing programs, and consider how to make them more
responsive to women's needs.

Ask for any questions or comments.

(

Distribute the Goal and Objectives and Schedp]e to each partici-
pant (or display them on a flipchart, as you choose)



"
~ '
i SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW

Session Sequence 4

. /A
2. Review‘!ké Goal and Objectives briefly, reading the goal or
asking a participant to do so, and paraphrasing thejobjec-

> ttves. Answer any questions.
’ \

3. Next, using the“schedule of activities, walk through the
: course, br y mentioning the topic and describing the -
related learningtactivities. Answer questions.

( h 4, With the participéﬁts.texamine the 1ist of expectations
~ developed during the Introduction Exercise.” o

a. Which items, 1f any, have not been addréssed by the
Overview and the subsequent discussion?

b. Of those, indicate which ones will be met.in the training

' 113 program and which will not. For the latter, suggest ways
. ‘those expectations can be met, perhaps on an individual

basis, and explain why they are not included in this ‘o

workshop. ' 14 ‘

I o - g,/
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5. Post the "expectations" 1ist on the wali for reference in "
«  the closing session,

II1. WHERE ARE WE NOW? (45 minutes)

I3

A. Introduce the activity. (10 m1nutes) i
) 4
1. The previous aetivity highlighted personal and national events
and data indicating that.changes are needed in the treatment
’ of women alcoholics.
2. Th1s next act1v1ty will add other d1mensions to this picture
v by gathering your perspectives on three issues: possible
reasons why women alcoholics may have even more difficulty
entering treatment than men alcoholics; why treatment pro-
grams have bheef' less responsive to women's needs; and your
present thinking on what might be the focus of change in your
e own ?gency (outreach, treatment, staff training, total program,’
o : etc. .

t

B. Give the follow1ng 1nstruct1ons

1. worklhg in three groups, you will shaye your 1deas on these
three issues.

g a -~ 15
ERIC | 114
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Sestion Sequence

V4
“ | 4 .
P /// SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW

L

son
7o /.

~\ . ) . ‘ ~J

2. Each group will discuss 3Le ssuéﬁ aAnd present a summary of
that discussion for the other groups to react and add to. A

3. Tenm es is allotted for the tzsk and five minutes f ﬁ“g
the preséntation and large group discussion.

Divide participants into three groﬁps and direct them to locate
far enough- from other groups to work undisturbed

Participants work in groups. (10 minutes) bnf

Convene participants in a large(g?oup (20 minufzsyﬁ ,
1. .Each group presents 1n turn.

2. After each group presents, invite questions or additions from

other participants. Ask the presbntgr to add suggestio from
tne‘?roup ‘to the list he or she has presented. w

/ ,
N C ~ . ‘\\ ) ]6
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7 | L
3. Reserve flipcharts for Session 4.¥ . )
Close the sesgion (i;winutes)f' f/ N

1. Review major activities in relation session objectives

-

2. Refer to flipcha“1§11%t of indicators fqr change, possible

barriers to treatment for women, and prgposed changes as a
summary of “where we are now. ‘0D~uh‘//9p . .
3. Subsequent sessions will focus t factors need to be

taken into account when/ﬁgsigning a women's program, a
process #for {1dent{fying feeded changes in your agency pro-
gram or plan, and organizing and practicing an approach to
,.1nyo1v1ng others your agency and community in bringing
those changes a , ) o 0

4
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) SESSTON TWO: ALCOHOLISM TREATMBENT FROM THE
Rl T ' - WOMAN'S PERSPECTIVE
Session Purpoeses -~ . N

1 e

"The“goalsfbf this session’are to establish the important elements of an »
alcoholism treatment program, present the essential elements to consider

“in planting alcoholism treatment services for women, and present a

,rat1ona1p fok the aspects of treatment particularly re]evant women.,

By the end of this sessibn, the pavticipants will be able, _given the major
categories of-a.comprehensive alcoholism treatment program. to list at least

two elements of each that are considered important in treating womeh w#éi'
alcohol-related problems. : , ;;.

» ! o . \\ 147 i ) . ‘]9




... Sessipn Sequence Overview
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- SESSION TWO: ALCOHOLISM:\T}EATMENT FROM THE
WOMAN'S PERSPECTIVE

AN
Building-the Foundation (1 hour, 30 minutes) - ,

S - Tz; .
Factors to Consider in Designing Treatment Pr?grams for Women
(1 hour, 45 minutes)
N C L Dt . ' : .
Total time: .3 Hours, 15 minutes .

.
- {
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE
' WOMAN'S PERSPECTIVE

Meihods Moienols Equnpmeni

METHODS
e Small and large groupadiscossion; smallngroup_task; lecturette ,

MATERTALS '

-

° Sample Items for Client Perspective and Treatment Support (Trainer
Manual, pp. C-4 and C-5) %

o Definitions of Program Categories (Resource Book p. 9) s

o A Context for Looking at Nomen Alcoholics (Trainer Manual p. C- 6) SN

e Factors to Consider in Designing Treatment Programs for Nomen
Resource Book, p.11)

E%

119 ) .Instructions.fOr Small Group Task (one per participant)

T i
‘%,ﬂa. . . .



EQUIPMENT

° Flipchart or f11pchart paper; markeﬁgj masking tape

MEETING ROOM ARRANGEMENTS ~ /\ - ,_
o Chairs to seat all participants in a horsesHoe arr&hgemeht.

e Seating and space for four‘sma1lAgroups to work undisturbed.

23



~ SESSION TWO: ALCOHOLISM TREATMENT FROM THE

| & . _ \ WOMAN'S PERSPECTIVE
- Session Seduence ' U S
.t o \
.« . I. ‘BUILDING THE FOUNDATION (1 hour, 30 minutes)
;;; .. A. Introduction (5 minutes) \ ” ._ |
&g, - { 1. ‘fhe primary focus of this course is the treathent of women.

.However, we do not want to lose sight of the fact that our
basic concern is the promotion of recovery from alcoholism.

2. To establish a tonteXt for examining the elements of a treat-
i ment program specific to women, we will first establish the
S .= % . . basic elements of any alcoholism treatment' program--the .first
Ty Y o principles, so to speak, independent of sex,. locale, type of
G -unit (detox,.inpatient, outpatient, halfway house), agency i
T o size, or other variable that may define a particular program. ' -s
o . * ‘ . .
'3. Once this is done, we then have a framework for identifying. ..
.and organizing women's needs in terms of those elements: - ¥

\ . u
. .. i "
\ o .
. L . - 2
R N . . .
\ ) ‘ '
'Full Text Provided by ERIC . - v
" . ! 1 vy . . .
Ay - A . . i e .
. ‘ 5 - . - " - .




_ o -
3 B. ije"directions for the activity. (5 minutes)

“ 1.. You will work in four groups. LN

2. Each group will develop a 1ist of items representing what a._..
"good" alcoholism treatment program should look 1ike. For
. : example, ope element of a "good" program is a record keeping
e .. system that provides information for making decisions about .
program effectjveness; or, a good program be¢ins aftercare .
- planning w1th the client well before the date of discharge.

+

3. .Consider these guideﬁ/nes as you work.

a. Do not stop to discuss or criticize any item. That wil
( ' ; “come ‘later. On this first pass, jot . 1deas as they
3 S, ahe contributed; as fast as you ‘can.

»*Try\to concentrate on the minimum essentials, the "bare
' bones," the "that without which" tpere would be no al-
cohqlism treatment pro

\,ﬂ-w""\( . "

ERIC - . - 152 S v
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- ‘ SESSION TWO:

4

Session Sequence R / |

c. When no more items are being cont
and-divide the items under two he
client perspective, will contain
the client directly, such as conv

/ : -and provisions for medical care. s
‘ support, 1 contain all the items that affect the client «

indirectly, such as clearly state
goals andi written policies and pr
aspects of program operation.

ALCOHOLISM TREATMENT FROM THE
WOMAN'S PERSPECTIVE

ributed, reexamine the list
adings. The, first heading,
all the itemt that affect
eniently located facility
The second heading, treatment

d agency philosophy and
ocedures covering all

d. “As you c]assify the 1tems. ctarify confusing items, de]ete

1 ’ )
K?“ dup1iug\fons and make additions

e.| You wilNhave approximately ‘15 mi
15 minutes to refine and classify

+ f. Select someone Qiesent.ghe 1is
- Dy :

N

as indicated. .

nutes to brainstorm, and

ts to the total group.

26



3

4. Divide participants into four groups; and provide with flipchart paper.
C. Participants work on task. (30-40 minutes)

1. Circulate among groups to answer questions and Qf sure they are
on the task.- .

2. Vol nteer to act as timekeeper or suggast that each group select
timekeeper. .
. £
3. When t1me is uﬂ“reconvene the large group.

D. Groups present the1r lists. (20 minutee)
1.. Ask for a volunteer to present the "client perspective" list.
2. Ask for questions or comments from part1c1pants s /

3. Ask a member of the second group to point out any {tems that
group has 1isted that gthe first group doesn't have.

4, Invite the th1 rd and fourth groug\to do the same.
27

154
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE
> WOMAN'S PERSPECTIVE

-~ Session Sequence

5. Direct each group to amend its 1ist to include the 1tems
.suggested by other groups. ,

e
-~

™

NOTE: Some disagreement may arise about the appropriateness of a
} 1 given item, Ask participants to discuss each disputed {tem
~in terms of the guidelines stated above (minimum requirement;
" client perspective; not reflecting a variable such as agency
/ = size) and put it to a majority vote. Advise the group that
‘the goal 1s a working 1ist, not a_definitive 1ist. Sample
items for client perspect1ve and treatment support are listed

in the I_nngr.ﬁnnuﬂ(pp C-4 and C- 5).

6. Following the same proceduue, "lead the groups through preseﬁt
tation and melding of their second list (ele s of treatment
* support). Ask for a different volunteer to make\the first pre-
sentation. : 155 =

-

y

. 28
ERIC
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7. Invite comments or questions on the two completed lists.

E. Refer part1c1 ants to Definitions of Program Categories.
(Resource Book, p. 9 ).

1. Explain to participants that this is an arbitrary set of
headings by which to organize the items they have identi-
fied under two larger headings, client perspective and

’ - treatment support

. \ Il
2. TInitfal visit, assessment, treatment, and aftercare are
clearly related to client perspective. Outreach, staff 5
- {ssues, and program planning are indirectly related to the

; client and therefore apply to treatment support. Follow-up,
though involving the client directly, is done primarily for
agency purposes and therefore is classified as treatment
support

:3,
. 3. Invite comments and answer any questions about the categories °
} and the definitions.

A\l

29

~,

156



.“;zm.,;;-r:-» o - A Cocw . S r .
o o .

> , ' SESSION TWO: ALCOHOLISM TREATMENT FROM THE
. - ", WOMAN'S PERSPECTIVE

Session Sequence

\ L
g

o :
F. Give instructions for small grouJL;ask.
1. You will form the same four groups. 4
‘) 2. Each group will be assigned two categories.

For each assigned category, identify the items from the 1ists
just completed (dlient perspective or treatmant support)
that fit under that category. \

4. Asgign categor}es. - ~ o a

s A
" i
|

NOTE: " Assuming that thére,are four groups of participants, hake assign:
ments as follows: - group 1 - initial visit and outreach; group 2 -
program planning and assessmen}; group 3 - treatment. and staff.

, issues; and group 4 - aftercare and follow-up. - \\\.

1‘57 | ‘




5. You will have approximately 15 minutes to work.

6. Ask for questions and be sure the task ts ‘understood.
~ L *

Participants wotk on task. (15 minutes)

: %
1. Circulate to answer questions that may arike.
2. When time is up, réconvene the large groupfﬁ
. o o '.‘, —
Groups present their 1ists. (10 minutes) .
1. Have gropps present in the order in which the categories
appear on the definition sheet.
2. Ask participants to hold comments until all 1ists have been
presented ,
3. - As categorized 11sts are presented, cotrainer checks off the
the {tems on the original 1ist.
4. When all 1ists have been presented, ask for comments from the
" group regarding duplications of items not categorized and 31

facilitate resolution of any problems
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE
WOMAN' S PERSPECTIVE

Session Sequence )

I. Summarize activities. (5 minutes)

,/; o by which to assess alcoholism treatment program. -

~%

1. You have establighggniwo sets-of‘broad guidelines or principles

. L .
2. One set of items addresses program elements that ‘affect the
client directly; the other addresses elements that affect the
client indirectly. . . LT

3. We are agreed that these principles should be reflected in any

program designed to treat people with alcoholism. Exactly how

_ - those principles are put 'intb operation is determined by char-
Vo acteristics of the people being served.

.o S
4. The next step is to look at the characteristics of women that

o . are particularly important to consider in planning and de]iver--
| ing elcoholism tr_eatt?\xnt services. 159 |

. . \‘1.‘ . - ’ ) | | 32




IT.

FACTORS TO CONSIDER IN DESIGNING TREATMENT PROGRAMS FOR WOMEN (1 hour, 45 min.)

A. Introduction-(s minutés)

£, One of the principles of good alcoholism programming that
was identified in the previous activity was that treatment
plans are tailored t§ meet individual needs, and we agreed
that this is important to recovery. .

However, the needs of a particular individual cannot be de-
termined until that person comes to the agency. How then
can agency staff design a treatment program so that at
Jleast some facilities and services will be prepared to serve
clients who come for help?

3. One approach to that problem, of course, is to identify the
community the agency will serve, and learn as much about the
people in that community and their needs as possible.

/ ‘ ” l |

- 160
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\ SE§SION TWO: ALCOHOLLSM TREATMENT FROM THE
B ., M o WOMA PERSPECTIVE
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Session Sequence

N _ . - ) T —r— )

| y »
4. Another approach, which supports the first, is to learn from -

others who have studied and worked with the people you are

~ preparing to help, in this case women. This-next activity
w1l get you started on this approach.

B.- A context for looking at women alcoholics. (10 minutes)
1. DigsTay the diagram which shows the various groups a woman
; belongs to. . .

NOTE: A master of this diagram appears on p. C-6 of the
You may reproduce the diagram by drawing it on a flipchart or by
making a transparency and projecting it on an overhead projector.

S 161
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2. Our ultimate concern is the individual woman represented by
the circle at the center, and those factors that make her
a singular person: the un e biological and psychological
characteristics that shape he veactiohs to her social and
physical environment and the kind and sequence of evehts
that make up her Yife. -

\. 3. T?is woman also shares some characteristics with other groups

' of women by virtue of her age, race, sexual preference,

\\ cultural background, education, socioeconomic position, and
home- 1ocation (rura], urban, south, west etc. g

a 4. Wdhen affected-by alcoholism share some thi common. <
A1l factors may not be present or equal for each but the
overlap is ¥onsiderable. Thege factors include society's
attitude ‘toward alcoholic women, reactions of family and
friends, prevalence of other -drug use, and a gregter chance ,
of an affective disorder accompanyfhg the a]coh&%¢§ﬁ than is
N seen in men. \ / T
) . ]

o e
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SESS&ON'TNO ALCOHOLISM TREATMENT FROM THE\
ZQHQMAN S PERSPE VE

'Se\ssithequénce LR

5. She is pért of a larger group which includes a11‘
sufferipg from a1coholism, the physicat, social, Ps cho-

. and: continuing support for:recovery .
6. Finally, she is. .part of the society defined by gebgraphic
Houndaries, po]itics common language, history, rds
of behavior; values, atg@tudes, and steredvtypes’that dis-
\ - tinguish us from simi]a socia] entities.
‘ . - * ,_
N 7. The purpo§£ of preSenting this diagram is not to underscore

the complexities @f which you are already aware, byt rather

to provide a framework -for organizing the multitude of factors
s that -should be taken into account in planning treatment for

an alcoholic woman. '

. coh | :1!3‘3 y B ;‘*":'i. o

" .
1 _ Lo .- _ .
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8. “Each client will be a composite of characteri cs, unique

- to her, those shared with on1y~some women , e shared with

. a1l women, those shared with other alcoholics, and those share o~
with all members of society. - R

9. The factors presented here do not constitute an exhaustive
1ist. The 1ist does-not include those factors unique to in-
dividuals, but it does include the more important factors

- for special populations, women” alcoholics, and society at
large that are impprtant to alcoholism treatment planning and-
for which there is re]iab]e supporting evidence.

10.  Ask for comments and questions. .

C. Factots and treatment 1mp11cations (10 ﬁi;:fes)"
id

-

bt e o

1. Refer participahts to Factors to Cons in Designing Treatment
_ Programs for Women (Resource Book, p 1D and review its organi—
- zation.  ° ad - :

| <

a. ‘This document is an arbitrary presentation of some of the
more impoFtant factors drawn from recent books and articles
on: the subject of women and alcohol.

- A 37
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SESSION TWO: ALCOHOLISM TREATMENT FROM
THE WOMAN'S PERSPECTIVE

. Séﬁsion sequence -
/ ‘ S ‘

b. It is organized under six'head;ﬁbs physica? psycho-
logical, socials family, economic, and special popula-
tions. , . ~

~ women beind responsible for child carefs a social factor.
\ _ ' Whether or not a woman has children could .be classified under

O family.
d. The organization is not important, unless it interferes

- with your learning. What is important here is the factors
~ that are listed apd the implications for treatment. n

N i.’ The categories overlap. For example, t radition of :)

Zf‘ ~ e. Each éategoryistarts on a new page. Each point undef a
. , cate?ory is referenced to show the source. Some treatment
- implicatidns are suggested in the third column.

165




a.

b.

/\

Give directions for th?,gmall group task.

You will work in six groups.

~
~

Each group will be assigned one category on the
document. P '

For each category assigned, summarize the maiﬁlpoints
Tisted jn_the first column as you would explain them
to anoi%er person. “Then, discuss these questions:

o How do these points compare with yoyr expefience
with women alcoholics? \‘

o Are they consistent with that exper*aqce or are
they at odds? - .

e How do. you account for the differences? )

Next read the treatment implications in the third
column and discuss these questidns:

5

166
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE
WOMAN'S PERSPECTIVE

. Session Sequence | 2 y .

3.
, 4.

¢ How do the treatment 1mpllcat10ns relate- to the
program categories you developed earlier (program
~ planning, assessment outr ath, etc. )? . .,
o What other treatment Amp# ations, if “any, do you
see relating to this factor? ; .

e. Prepare a presentation,to the large group which includes -

the points you summarized from column one and the conclu-
sion of your discussion in answer to the questions.

'

Distribute Instructions for Small Group. Task.

%‘

Divide participants in six groups and assign categories as
follows:

167 . | k
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Group 1 - Physical Group 4 - Family
Group 2 - Psychological ° Group 5 - Economic

Group 3 - Social Group 6 - Special Populations

Grodps work on task. (40 minutes)

Reconvene large.group'for presentations. (20 minutes)

1. Have groups presegd in the order in which categories were

assigned (see-#4-4above).

2. As each group presents, have the cotrainer 1ist additional

treatment implications on a flipchart.

3. Ask’participants to hold comments or questions until all pre-

“sentations have ‘been made.-

L4

Invite questions and-discussion from the group. (10 minutes)

1. Encourage group members to answer questions of othg% partici-
© papts-to the extent possThle.

2. Refer %o p01nt$ made in the introduction and "concept" pre-

sentatYons when appropriate (IIA and IIB above).

- 164" |
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE
WOMAN'S PERSPECTIVE

Session Sequence

3. Remind participants that many important elements of treatment
listed in the first activity may not be included on the
"Factors" list, which is unique to women clients. -

G. Summarize the activity as follows (10 minutes):

i. Atte;pting to simplify complex issues by making categories is
often an arbitrary effort that leads to gaps or overlaps.

2. The attempt here has been to identify factors that have major
¢ treatment ggplications and for which evidence is well docu- °
- - mented an generp]]y not conflicting. 3

3. . No effort was mide to establish a causal relationship between
any of these factors and the development of alcoholism in |

o Women, : ‘ 169
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The factors specific to womén do not preclude the other

4,
elements or principles of treatment previously identified
as essential to alcoholism treatment.
/[ H. Make reading assignment.
1. Refer participants to the Resource Book.
2. Walk participants through the Resource Book, highlight-
1ng key features of various sections. 1
3. Assign participants to read the introduction to the Resource .

Book, and based on that reading, select one item from any
section except Section I to review in detail, e.g., an
article in Section II or the reference on nutrition in
Section III, and discuss at the next session.

Remind them of the meeting time for the next session and

ask that participants bring the program descriptions, grant
proposals, and other agency materials that they are encouraged
to bring to the training program.

170 N . |
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SESSTON THREE: ASSESSING iNDIVIDUAL PROGRAMS

Session Purposes

The goal of this session is to provide participgpts with a framework and a
procedure for determining the extent to whicb/gheir own programs are meet-
ing the needs of women.

By the end of this session, the participants will be able to identify the
strengths and weaknesses of their respectiée programs as they relate to
the treatment of women, given a checklist bf elements that are considered
important for effective women's treatment. ) '

- G

171 | | B 45
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SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS

Session Sequence Overview

I. Review of Resource Book Assignment (15 minutes)
IT. Assessment Check115t (15 m1nutes) N
I11. Application of Chedk]”to Individual Programs (1 hour, 35 minutes)

IV. Checkpoint (55-m1nutes)

Total time: 3 hours
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e SESSION®THREE: ASSESSING INDIVIDUAL PROGRAMS

~ Methods, Materials, Equipment

METHODS &

e Llarge group discussion; dyads; small group discussion

o Resource Book -

° Nomen's.Treatment Services Assessment Checklist (one per

EQUIPMENT . :

° FTfpchart of;flibcqert papgf?\markerg; masking tape

MEETING ROOM ARRANGEMENTS

173

. : . . .
5 * e Space for (gréup to work in dyads\and in" small groups S——
ERE undjsturbed. ; w{* : '

-

e Chairs 1h /a horseshoe arrangement_for large.group discussion.
g9
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SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS

Session Sequence '

I._ REVIEW OF RESOURCE BOOKJASSIGNMENT (15 minutes)
A. Explain the procedure for reporting op the assignment. (5 minutes)

1. Ask pdrticipants to report on the items they reviewed in
sequence, f.e., Section II first, then Section III and so
on.

2. Ask participants to identify the item they select ad .and re-.
port briefly on their reaction to it: new information or
insights offered, value to program planning, etc.

3. As, they listen to the reports, -ask participants to be think-
ing of other materials or resources not included in the..
Resource Book that they have found useful in planning
treatment services for women. :

174 i
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B. Participants report on Resource Book. (10 minutes)

" ‘ , "y .
N . 1. Follow the procedure outlined in A above.

2. Allow a few minutes for questions or discussion as needed
' after each presentation. Not all participants will report.

. ; 3. If additional resources are suggested, 1ist them on a
flipchart and get specific information for obtaining them,

if possible. _il ’

1. Ask participants to re@prt on any aspects of the Resource
Book that they found of particular interest and that have
. not not already been discussed.

€. Close the activity. oy

2. Remind parti\ﬂpants that the Resource Book has been designed
for use when they return to their agencies and will be re-
ferred to. again in a later activity.

o~

o

it
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SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS

Séss%n Sequence | )

-~

IT1. ASSESSMENT CHECKLIST (15 minutes)

A. Introduction. (5 minutes) -

1. The primary purpose of this session is to pr&¥ide you an
opportunity to examine your own programs in regard to
. theeting the needs of women, given their major needs and
characterist1cs

2. To assist in this examination you will use an ass ssment -
checklist prepared especially for women's treatment ser-
) : * vices.

B. Refer participants to the Assessment Checklist in their Resource:
Book (p. 29) and explain as follows:

A

176 o <
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. This 1ist represents an attempt to integrate the basic

principles of alcoholism treatment that you identified .
in Session 2 with the major factors to consider in de—

,signing women's treatment services

. The result is a comprehensive checklist for planning a

new women's -program or assessing an existing one to

" determine areas for improvement

You will notice that the categories on the checkiist

are the same &s the categories used to organize the
‘items you listed as relating either to client perspec- .
tive or to treatment support

- ey s »

The sequence of categories is only one possibie order,
7in this 'case starting with program planning and .staff _

. issues, proceeding through the phases of treatment as’

a client-would encountér them, and ending with follow-
upﬁand outreach.
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Sessnon Sequence ~

. | SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS

o

. 5. Within each category, the significant aspects are phrased
: B 1n the form of questions that can be answered "yes" or
= . "no." - If that aspect ‘applies to your program and is met to.
: ' some extent,-a space is provided to check "needs improve- ~
, - -ment." If that item does not apply to your situation,
.-~ 'check "NA" for not applicable. Check "don't know" if
you are unsére or need more informgtion to answer.

-

- . ° Y

. 6. In the ‘third column, headed "comments," space is provided / .
71.‘ . . for a short note to explain your response or to indicate ,
. Y~ . what additionah\information you need to obtain, .

*’Agéga 7. As you read. through some of the 1nd1v1dual items, you will
Lo see that they reflect the needs and characteristics of al-
cohelic women.< A similar checklist could be created for
any women. A similar checklist could be creatdd for any
broad target p ulation, e.g., alcoholic n skid row '
:1'7{3 " or, teenafe "alcokolics, or for a narrow segﬁent of a broad
population, e.g,/, Navaho Indian women on X reservation. In
- either cases the catégories would remain the same;-the in- .
;>\\_\ -dividual 1tems wou]d Vary A . e 54
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8. Also keep in mind that this checklist was created to be
applicable, to agenctes of differing sizes and types in 1
a variziygsf geographic settings and to target pggufh-
tions that will differ in specific characteristits from
the hypothetical population described here. .
p ]

9, Therefore, as you go through the checklist, make modifica-

' Aions or additions that will make it more useful to your

situation.

C. Ihvite‘guestions and comments.
¢ /'

-

o .~
III. APPLICATION OF CHECKLIST TO INDIVIDUAL PROGRAMS (1 hour, 35 minutes)

' . A. Give 1hstru§§30ns for the activity. (5 mihutes) '

| 1}‘\53?t1c1paﬁ%slw111 ork in pairs adcording to the agency they
< represent. If only one person cameyfrom an agency, that per-
son will work alone.. - SR . ¢
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“Session Sequence

2.

3.

~
Distribute Assessment Checklists. N

4 B,

. W

1.
25

. e
SESSION THREE: . ASSESSING INDIVIDUAL PROGRAMS ..

~ N

.__\.

Go through the checklist carefully, but do not dwell on any
question too long. The idea is to complete all categories
to get an overview of the strengths and weaknesses of your
program and identify areas where changes are clearly needed.

Time for more thorough analysis is scheduled f he next -
session. -

You.will each receive another copy of #§ checki&st for this (
activity so that you may save the copy in your.Resource Book °
for use at a future time. | L

Circulate among pairs to answer quespions. B

Be sure they do not dwell on any one item. Periodically give
them time checks such as, "You should be one-quarter (or .
halfway) through at this point." 180 - S |



3. Fifteen minutes before time fs up remind particibants to 4
total check marks in each category and identify those
categories that appear tolneed the most work.

4. When time is up, reconvene large group.

IV.s CHECKPOINT (55 minutes) A , ) ‘ ,
haa A. Invite participants to comment on the process (not the results)
, of using the checklist. Allow 10 minutes for discussion. >

Stimulate contribut1ons,w1th questions such as:
1. How easy or difficult was it to apply the check]ist to your
program?

- 2. What categgries or {tems were the most diTficult or easiest
‘ to assess? ~

'3. Did other participants share that experience

\ L “A. If so, what accounts for the similarities or ferences:
' s ‘size of agenCK type (outpatient, residential), tting(

(rural, urban), not treating any women now? <; -

181
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SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS

Session Sequenc;a
‘ )
5.

Did any team find it necessary to add or jmodify 1nd1v1dua1
items? If so, which ones? Why? :

B. Give instructions for next activity.’ (5 minutes)

1. Each -team wi]]hjoin with two other teams (six participants
per group).

2. Teams will exchange their checklists in round-robin fashion
(team 1 gives their checklist to team 2, team 2 to team 3,
.and team 3 to team 1). o
3. Each team will examine the other's checklist for patterns '
of similarity or differenQE\compared with their own.
4. . After 10 minutes, teams return check11sts aﬁd discuss their
findings: what commonalities emerged from all three check-

182 \ Tsts?

-[ﬁiﬁ:‘ 5. After 10 minutes' discussion, the large group w11}\reconvene
p— . to hear reports of small groups.

58 ' .
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Ask for questions and clarify or repeat any instruction as
necessary.

Teams work on task. (20 minutes)

Large group reconvenes and smal] groupg_report and discuss
findings. (20 minutes)

1. Each group reports for 2-3 minutes. \\\\

2. Lead a discussion of commonaliégsgugbong agencies (e.qg.,
a majority of checklists indicate a need to work on
staff training) and some of the reasons why those
patterns may exist. :

Close session. ) )

\ -

/

P
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SESSION FOUR: SELECTING PRIQRITIES FOR CHANGE

- Session Purposes | | -
'} .

The purpose of this session is to provide participantstsn opportunity to
analyze several program cagggories already 'identified for improvement
and select from those one or more priorities for action.

’o.\.
By the end of this session, the participants will be able, given a set

of feasibility guidelines and working in teams of two, to identify some
priorities for implementing changes in their own treatment programs.

- . .~
A _ ’
N

T ~ 61;




. . \\' SES?ION FOUR: SELECTING PRIORITIES FOR CHANGE
Session Sequence Querview
I. Introduction (5 miangs)\wf , P

II. Explanation of Women's Treatment Services Analysis Worksheet (5 minutes)

III. Using the Hdrg§heet (45 miﬁﬂtes) -
IV. Selecting Priorities (45 minutes)
. (/. Total time: 1 hour, 40 minutes
K \
+ -
‘ r
'7g
185
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\T\\\\\\ : SESSION FOUR: SELECT;NG PRIORITIES FOR CHANGE

Me’rhods Motenols Equipment.

METHODS
| ' ——e~Large group discussion; dyads
| MATERIALS \ - -
| o Resource Book \“ | - 7
o Flipchart of Tkeatment Support Items from Se’!#on 2 /

o Women's Treatment Services Analysis Workshe#t (three copies per
participant) .

o Priority Selection.Guidelines (ghe copy per ﬁarticipant)

*  EQUIPMENT B -, 18¢ .
ho )

e Flipchart or flipchart paper; markers; masking tape

: . ) o
\ 1 N_.u"\‘ . . 64
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MEETING ROOM ARRANGEMENT J

o Chairs in & horseshoe arrangement for large group discussion

e Space for group to work in dyads undisturbed

b

»

¢
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SESSION FOUR: SELECTING PRIORITIES

Session Sequence:

I. INTRODUCTION (5 minutes)

‘A, Review briefly the activit’es and outcomes of Session 3.

B. Explain the purpose of this session as stated in the goal
and .objectives.

1
* \LI.—EXPLANATION OF WOMEN'S TREATMENY SERVICES ANALYSIS WORKSHEET (5 minutes)
. \ " \

. A. Refer participants to the bJank Analysis Worksheet in the
" Resource Book (p. 59).

1. Explain as follows:

a. This worksheet is a series of quéstions to guide yowr
thinking about- implementing changes in the categ?ries
you identified in Session 3. 188

| - KR \ 66
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b. Its purpose is to help you define more clearly what
specific changes need to be made, what resources will
be needed, what fundamental program changes might also
be required, what problems to anticipate, and tha pros
and cons of making the change.

Refer participants to pages 61 and 6%n the Resource
Book, which show a completed worksheet.

Na]k participants/through the example to illustrate how the
worksheet is to pe used.

Invite questions and comments.

N

It is assumed that most partié\pints will be representing
agencies that are already treating women. However, some
may be planning for future delivery of those services and
already have selected the program planning category of the
checklist as the focus of their attention. Their perspec-
tive in using the Analysis Worksheet will be toward intro-
ducing a new aspect of service rather than expanding or
improving existing services. _—

{189
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‘Session Sequence

ITI.

USING THE WORKSHEET (45 minutes)

.

L

L]

A.

J/

Explain the task to be accomplished. (10 minutes)
1 4

1.
2,

Participants will work in teams as they did in Session 3.

Encourage participants to refer to materials they brought
from their agency, the 1ist of treatment support- items de-

veloped in Session 2, the Eg;ggrgg_ﬂggk, and the Assessment
Checkligt as they answer the questions on the worksheet,
Trainers will be available for consultation as well.

- Groups will complete the Women's Treatment Services Analysis

WoriEheet for each program category idepfified for change in
Session- 3 up to three cgtegories. If participants have iden-
tified more tham three categories, they may work on these
outside the workshop. 190

SESSION FOUR: SELECTING PRIORITIES FOR CHANGE



4. Distribute worksheets to each participant. +
B. Teams work on task. (35 minuteﬁ)
1. Trainers circulate to provide(consultation as needed.
2. When gime is up, reéonvene the largé group. ‘

IV. SELECTING PRIORITIES (45 minutes)

A. Invite comments and reactions from participants on the process‘of
using the worksheet. (5 minutes)

E. Introddée Priority Selection Guidelines as follows (10 minutes):
- 1. Telllparticipants;
a. You have identified some actions you,wént.to take to \

make changes in some selected categories of service
delivery.

-ha

Q ‘ . | ];91
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SESSION FOUR: SELECTING PRIORITIES FOR CHANGE

+

Session Sequence

-

b. It is probably apparent that you cannot take all of
these actions simultaneously. The problem is now
deciding where to start.

2. Refer particiﬁants to the Priority Se]ect1on Guidelines
in the Resource Book (p. 63). Tell* them i

a. The purpose of this form is to he]p you select from
the actions you have analyzed which are candidates
for immediate action. :

t b. The choice will depend on a number of factors: cost,
time required for completion, number and magnitude of
obstacles, multiple benefilf, and so on.

c. FEach of the factors i% 1isted in the first column as a
-question, with space for participants to add factors
:lf)fE - that may be important in their particular situation.

70




Refer gargycipants to the next page in the Resource Book

(p. 65

an example of how the form is used. Explain

that:

a.

Under "Proposed Actions," space is provided to write
in the indicated actions. These actions are taken
from the second item on the Analysis Worksheet used in
Session 4. In this example, two actions were identi-
fied for the Staff T&sues Category. In other cases;
only one action may be 1isted, or perhaps three.

The procedure is to read each question for one action
at a time and place a check in the appropriate ‘tolumn
to tndicate your answer.

As you answer each question, think carefully about the
$ituation in your agency, the staff who work there,
and the community it serves.

If the answer is clearly yes, put a check in the "yes"
column. TI¥ the answer is clearly no, put a check in

the "no" column. If you need more 1nformat10n to answer,
put a question mark in the "no" column.

193
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SESSION FOUR: SELECTING PRIORITIES FOR CHANGE
Session Sequence |

e. In the example, the question mark in the "no" column
for question 2 indicates that until an assessment or
. survey of staff needs has been done, the nature and
extent of staff development activities will not be
known. If traiming needs are limited, then the current
staff development budget can probably handle 1t, if some
other topic is dropped.

~ f. When answers have been made to all questions for all
actions, count up the checks in each yes and 'no column.
The action With all yeses would be first priority; the
one with all nos would be the last priority. Priority
rankings in hetween will depend on the balance of yeses
and nos and the particular factors involved. For ex-
ample, cost may be a .prohibiting factor whether or not
' , all other factors .are yes.

C. Give instructions for the priority selection task: 191
' 72
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1. Return to the two-person teams. ,

2. Usin ,tﬁe example as a model, answer the questions on the
guidelines for as many activities as you have identified.
Extra copies.will pe provided t preserve the copy in the -
Resource Book.

.D. Distribute Priority Selection Guidelines.

N
E. Teams work on the task. (30 minutes)

F. When time is up reconvene the large group.
\ ) ' .
1. Invite comments or questions on the process. (5 minutes)

2. Ask participants to recall the potential program changes
they discussed in Session 1. _

a. How do the changes listed on the Priority Guide]ines
compare with these?

b; How do you account for differences, 1f any? ‘f—

3. Tell participants that the priorities will be presented and
used as the basis for activities in the next session. 73
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\ SESSION FIVE: STRATEGIES TO OVERCOME BARRTERS

Session Purposes

The purpose of this session is to provide an opportunity for participants
to develop a range of strategies to overcome the barriers to action they
have identified in planning changes in women's treatment™services.

By the end of this session, the participants will be able, using the
Resource Bogok and suggestions from, trainers and other participants, to
identify a range of alternative strategies for each selected change.

196
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SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS

Session Segquence Overview-

1. Introduction (5 minutes)
11. Identifying Barriers (30 minutes) .
I11. De6e1op1ng Strategies (40 minutes)

IV. Sharing Stra?egies (45 minutes)

Tdta1 time; 2 hours ’

197




SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS'

Me’rhods Mo’rerlols Equnpmen’r

METHODS
e Large group discussion; small group diécussi&n
MATERIALS ~
° ?riority Selection Guideiines from Session 4
e MWomen's Treatment Services Analysis Worksheets from Session 4
EQUIPMENT \
e Flipchart or flipchart paper; markers; masking tape
MEETING ROOM ARRANGEQENTS . )
° Chaifs in a horseshoe arrangement for large group discussion

Q. ® Space for small groups of varying sizes to work undisturbed

78



v : { " SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS
-Session Sequence

1. INTRODUCTION (5 minutes)

K. By the end of Session 4, participants had analyzed selected

’ _program categories in terms of specific changes to be made,
- resources-required, and obstacles to overcome and had estab-
Tished.priorities among those actions by determining the
feasibility of each.

B. One factor tﬂgt determines feasibility is the number and
magnitude of obstacles that must be overcome to take some
* action. '

“ C. The purpose of this session is to brfng all resources to
bear on developing strategies to surmount those obstacles.

- 199
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II.

IDENTIFYING BARRIERS (30 minutes) , .

A.

One approach to dealing with problems is to name them--to .
define them clearly and precisely so that we know what we
are dealing with.

Direct participants to refer to their Priority Selection
Guidelines for the specific actions they are proposing to
take.

Next, ask them.to find the Analysis Worksheet whereveach
action is listed and describe the obstacle(s) they noted
to taking the action.

As participants contribute actions and obstacles, 1ist the

obstacles on flipchart paper. Continue until all obstacles
have been 1istéd without duplication. Be sure each item is
stated as precise]y as possible.

Next, review the items and see if they can be organized under
largér headings, e.g., funding, attitudes, resistance to
change, community relations, interagency relations, intra-

agency organization, and so on. o1

200 . | .
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SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS

Session Sequence

»

F. As headings emerge, put each one on a separate sheet of
flipchart paper. : ®

G. Next, go back to the original list and categorize each
item under the appropriate heading. New headings may be
added if necessary. .
H. Review the categorized lists to determine whether any group-
© ing, e.g., attitudes, may apply to one particular program
category, e.g., staff issues, more than any uvther, or
whether it applies to a number of program categories.

I. Mark any of the groupings for which this distinction can be
) made with the appropriate program category (treatment ser-
vices, outreach, follow-up, etc.).

201
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III.

DEVELOPING STRATEGIES (40 minutes)

A.

B.

Group the participants by interest (5 minutes)

1.

Ask participants-to study the groupings and select
the one they are most interested in working on,
given their program needs.

Suggest that agency teams consult with each other

.and each choose a different grouping to work on.

When participants have chosen, ask4them to state
their choices one at a time and write their names
on the appropriate flipchart. :

Depending on how choices fall, some groupings may
need ‘to be combined. At least two participants
should sign up for a group.

Give instructions for the small group task. (5 miputes)

.

The first4step'wi11 be to revwiew the 1ist and determine
whether any item needs clarification or rewording.

209
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g ) - SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS,

<

Session Sequence S

~

2. Next see if any new patterns emerge from the list. Can
items be combined or subheadings created?

3. “Begin to birainstorm strategies ¥or overcoming the listed
" obstacles. Define strategy as a method to overcome a
particular obstacle or barrier in order to achieve an
~ objective. For example, one of the changes identified
¢ - on the Assessment Checklist might be better fallow-up
of clients. An obstacle to making this change is lack
. of client interest in .responding to agency contacts. A
! possible strategy to overcome this obstacle might be
W . formation of an alumnae group that establishes contact with
‘ clients before they leave treatment.to prepare for future C o
contacts and sponsors periodic social or educational events
, that maintain interest, communication, and involvement of
former clients.
203




4. Suggest use of the Resource Book, past experience and
successes with similar problems, and ideas participants
have heard or read about. Suggesting names of people
or programs that might be able to help would also be
appropriate.

5. Point out that some strategies may be general and some
B may be specific’ depending on the items on each list.

6. Finally, each group will present the results of their
work (5 minutes per group) for the benefit and re-
action of the total group. .

C. Groups work on the task. (30 minutes)

1. Trainers should offer ideas -and suggestions to appropriate
' groups and contribute to groups that may be bogged down.

2. When time is up, reconvene the large group.

4
1
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P SESSION FIVE: STRATEG&ES TO OVERCOME BARRIERS

Session Sequence

IV. SHARING STRATEGIES (45 minutes)
A. Give instructions for reporting on tasks. (5 minutes)
)

1» Ask groups to 1imit their presentations to 5 minutes each.

2. After each presentation, invite the group to suggest addi-
tional strategies and ask questions.

B. Groups report. (30 minutes)
C. _Invite final comments or questions about the day's activities.

.D. Close the sessjon. (10 minutes)




for change.

Review the objective of the session and the activities
conducted to achieve that objective. )

Identification of alternative strategies is a step in

the process of planning changes in agency services to
improve alcoholism treatment for women, along with assess-
ing needs and establishing pr1or1t1es which were addressed
in Sessions 3 and 4.

Another aspect of planning is involying the people who will
participate in implementing the planned change. Their
input and commitment must be obtained if planning is to

be effective.

In preparation for the next session, ask participants
think about the individuals and/or groups that they wi
need to involve in further planning of the changes in
women's treatment that were identified by the Assessment
Checklist.

In Session 6, participants will select a group or indivi-
dual and, working in small groups, prepare and practice

an approach to enlisting their involvement in planning a7

206 -,



SESSI& SIX: INVOLVING OTHERS

Session Purposes

The purpose of this session is to provide participants an opportunity
to prepare for continuation of the planning process at home through
organizing and practicing .an approach designed to involve others in
planning improvement of alcoholism treatment services for women.

%
At the end of this session, parficipants will be able to preparé‘and
practice an approach they will take upon return to their agency to
involve others in further planning and implementation of the changes
needed to improve alcoholism treatment for women. The approach
should be relevant to a given treatment setting and community and
in keeping with the considerations presented in training.

&
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7 .. SESSION SIX: INVOLVING OTHERS

. Session Sequence Overview -

I, Introduction (5 minutes)
AT. Preparing the Approach (1 hour)

[111. Enlisting the Involvement of Others (1 hour, 15 minutes)"

Total’%ime: 2 hours, 20 minutes

91




SESSION SIX: INVOLVING OTHERS

-Methods, Materials, Equipment

METHODS
e Large group discussion; sgall group task
MATERIALS . . o .

. e Resource Book

e Task Instructions for<Simu1ated Approach (one copy per participant)

EQUIPMENT (/”,

e Flipchart or flipchart paper; markers; masking: tape
MEETING ROOM ARRANGEMENTS
23{)(; e Chairs in a horseshoe arrangement for 1arge_gro@p discussion

“e Space for small groups of varying sizes to work undisturbed 92
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» SESSION SIX: INVOLVING OTHERS

' Session Sequence R

.-[ - -‘ '
. I. INTRODUCTION (5-minutes) |
- A. Open the session by making the following/éointgg . &\\_ :

: /

1. In the previous three ‘sessions you have assessed your pro-
grams for adequacy in meeting women's needs, identified
some areas that need change, established some priorities,
listed some barriers to consider in/making those changes,
and .developed some alternative strategies to overcome ' .
those barriers.

~ 2. Identification of alternative strategies is a step in the
process of planning changes in agency services to improve
Alcoholism treatment for women, along, with assessment of
needs and establishing priorities whiéh were addressed in
Sessions 3 and 4.
- 210
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3. When you return home, additional planning will be required
to express the changes you intend to make in precise, mea-
surable terms, sequence the tasks, assemble resources,
prepare a timetable for c?mpletion, and assign responsibili-
ties.

4. An ingredient essential to the ef¥ectiveness of this con-
tinued planning is obtaining the input and commitment of
» the people who will be involved ih the implementation
of the plan.

5. The initial step in involvement of-others is organization
and presentation of infoxmation and ideas as a basis for
discussion, decisipon and action.

B. State that the purpoSe of this session is to help participants
prepare for this initial step by practicing in this setting
firaE and receiving the benefit of support and suggestions

“ from' the trainers and other participants.

211




/ | - Ay *

SESSTON SIX: INVOLVING OTHERS

Session Sequence

<" II. PREPARING THE APPROACH (1 hour)
[ 4

A. 1ldentify groups to be involved. (5 minuées)

I

1. Ask participants to suggest individuals or groups that they
anticipate needing to involve in planning for changes in
treating alcoholic women. Examples are the program director,
counselors, the board of directors, other agencies, and
community groups.

2. .List potential groups or individuals as they are suggested.

3. Llead participants_ﬁn organizing the groups or individuals
under four or five 1arger headings

, ‘ 2192
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S . NOTE: The objective here is to divide the participants into
. ] smaller groups of four participants each. Depending
L on the size of the total group, you may need from four
- to six categories of audiences (board, staff, etc.), or
' else two groups may prepare for the same type of audience.

4. Ask participants in turn to indicate which group or indi-
) vidual they wish to practice making an approach to and
write each name next to the appropriate category until
all groups have four participants. Before all planning
has been completed, it will probably be necessary to
contact all of the groups and individuals listed. Sug-

- ' gest that participants select the individual or group for
trial approach.based on one or more of the fo]]owing
cri}eria the first to be.approached, the most 1mp0r—

, or thé& most difficu]t

B. 'Give instructions for preparation and delivery task. (10 miﬁutes)

1. "Distribute Task Instructions for Simulated Approacﬁ.

97
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SESSION SIX: INVOLVING @THERS
Sesspn Sequence o g
2. Review the instructions with participants, answering .
questions as they arise. .

3. In setting a context for their approach, suggest that
participants use. the actual situation of one participant

or combine elements from each group member's situation. D
4. Adwise participants what materdals and equipment are i
available to support their presentations. Flipchart : .

paper and markers will very likely be available as they .
are used in the training program. If a Xdrox machine

is accessible, participants could make handouts. Group -
_members may choose to make transparencies if.the proper
'prpjection equipment and grease pencils are prog.ded

-~

C. Groups work on preparing -their approach (45 minutes)/}

214
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D. When time is up, reconvene the large group.

f

I11. ENLISTING THE INVOLVEMENT OF OTHERS (1 ﬁour, 15 minutes)

. A. Groups make presentations and receivé feedback for the items
specified in the task instructions, item 2d. (1 hour)
B. 'Close the session. (15 mjinutes) N ”
1. Invite comments and reactions to the session activities.
’ . ) _ 7’
: “;. Make general observations about the common problems you
o observed and summarize the suggestions~ that emerged
from the feedback sessions, .
- I
99




SESSTON SEVEN: CONCLUSION §

-t

Session Purposes

A summary of the course will be given. Parti'cipénts will take part in
the final evaluation activities and receive certificates of attendance
(optional). ' v

¥

- - | \
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« 1. Introduction (5 minutes)

SESSION SEVEN: CONCLUSION

Session Sequence Overview

II. Recapitulation of Training Program (10 minutéé),

I1I. Evaluation (35 minutes)

IV. Awarding of Certificates (optional) (10 minutes)

Iy

Tota1 time:

1 houf '

. - ,1'3103
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_ . - SESSTON SEVEN: CONCLUSION
Methods, Materials, Equipment
METHODS ‘

e Large group discussion; 1nd{v1dua1 work
MATERIALS ° a

e Program goal and objectives summarized‘on flipchart

e List of expectations from Session 1 '

"o Instruction Assessment Form (one per participant) b

e Postcourse Debriefing Forms (one per participant)

o Certificates (optional)
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EQUIPMENT
o Flipchart
MEETING ROOM ARRANGEMENTS

e Seating for all participants set in a horseshoe arrangement
0. '
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3 _ . SESSIO“ SEVEN: CONCLUSION
. Session Sequence

I.. INTRODUCTION (5 minutes) -

-

. ~A. The purposé of this session is to summarize the week's

«“ . activities. in 1ight of the program goals discussed in the .
q& first _session and to conduct the ‘posttraining evaluation

£ activities.

B. The primary activities of this session are a recapitu]a—
tion of the training program, admigjstration and discus- )
sion of the Instruction Assessment Form, and (optional)
- awarding of certificates of program completion to each
A participant '

<‘II RECAP OF TRAINING PROGRAM (10 minutes)
A. Review of program goa]s

1. Refer participants to the tréining goal and objectives you
have written on the flipchart.

‘ . 106



2. For each objective listed on the f]ipchartf re the
activities related to achieving that objective. (Modify
. . your remarks to torrespond to the actual training events,
, ‘ ~ planned or unplanned. ) ”

NOTE: Avoid any discussion of the relative worth of the training
activities. Appraisal will be the focus of the evaluation
activities. -The purpose of the recap is to refresh par-
ticipants' memories about the expected outcomes and what
was done <to achieve those outcomes. “Another purpose is
to provide'a sense of closure for both you and the par-
ticipants. ‘ -

'B. Review of expectations.

: 1. Refer fd the 1ist of expectations developed bﬁﬁparticipants
° and recorded oh a fl1ipchart in Session 1. ‘ '

) -
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SESSION SEVEN:

Session Sequence

CONCLUSTON

2. Review the items that you agreed could be.met within the
framework of the training program. For each item, ask

participants if that expectation was or was not met.
+not, ask them to 1nd1cate what might have been done
meet it. -

If
to \

C. Ask for any questions or additional comments on thb recapitu—

lation.

I11. EVALUATION (35 minutes)

A. Completion of Instruction Assessment Form L}D minutes)

o

-

’ 1. Distribute copies of the Instruction Assessment Form and
ask each participant to check "p&stworkshop" on page 2.

2. hAsk them to\complete forms.

. ,,_ 292
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B. Comparison with preworkshop form (5 minutes)

1. When all participants have completed the form, distribute the
‘ preworkshbp forms and ask participants to compare their re-
sponses on the two‘fonns.

2. Suggest thaf they look for trends or drgyatic shifts on par-
ticular items. ° /

I
/

. C.L’Qiscussion of results. (10 minutes)

1. After 5 minutes; begin a discussion of the pre- and post-

workshop comparison. Questions such as these will help to
focus that discussion: :

L

‘ .. e What do you observe about} your postworkshop responses
v . compared with the preworkshop responses? Do you see
any trends, patterns, su prises, or no change?

e How do you account for any changes that occurred in,
your responses? o : '

e What do you think these éhanges mean? 108
- S ’ .
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SESSION SEVEN:  CONCLUSTOR

Session Sequence

C. As the presentor reads the.;>ké of each participaﬁt, the
~ person comes forward to accept the certificate and shake .
hands. (Award ceftificates a]phabetica]]y )

" D. Thank and congratulate participants and wish them good
Tuck and farewell.

N
~
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3. Finally, ask participants how the workshop has helped
prepare ‘them to improve those areas they have identified
as fnadequate

df'! 4. When the discussion *is over, ask participants to remove
"‘the cQvér sheet from each form amd insert the number which
appears in the right goyner of the preworkshop form opg the
postworkshop form, in theswame placé. If the preworkdhop
forms have not been numbered, ask participants to count
off in sequence and mark their assigned number on beth
forms. Collect-all forms without the cover sheets.

G. Postcourse debriefing. (10 minutes)x Y

¥

1. ﬁ}stribute the Postcourse Debriefing Form and ask. partici-
nts to .complete it. .

7

2.) Collect forms and ask participants for any final'comments.

© V. AWARDING OF CERTIFICATES (1Q minutes)

A. Introduce the person se]ected to presenf certificates

B. .The presentor may make a few remarks as appropriate. 1

4

295 g
|



\ ¢

1]

SESSION SEVEN: CONCLUSIOﬂA

Session.Seqquence

C.

As the presentor reads the ;>kk of each participaﬁt, the

person comes forward to accept the certificate and shake .

hands. (Award ceirtificates alphabetically.)

Thank and congratulate participants and wish them good
Tuck and farewell.
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