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PREVENTION PROGRAM MANAGEMENT

£

PURPOSE - S ) .
S upprmp OV - T ‘
The purpose of Prevention Program Management is to provide those individuals 1
who have. current management responsibility vfor drug abuse prevention pro-
grams with practical information on and practice in programming, managing... C

pldnning, resource developing\and dealing with the needs of special populations
-~ for the ‘continued maintenance and growth of their* programs.

,’ M . . N , :
AUDIENCE ) : : > N ¢ o
This training program is designedafor individuals who carry operational or man-
agement responsibility for drug abuse prevention programs. : by
: . . . : : . N\ ‘_'_4'\:':1’_
LENGTH OF. COURSE '\ : _ .
Prevention .Program ‘Managgment is designed as a five-day course. .
- \ - " .
v ' @OURSE MATERIALS " : '
Trainer Manual ; . .
o, The Tr‘alner Manual is designed to be wsed in conjunction with the Partici-
. pant Manual. The Tralner Manual +ncludes (exclusive of front matter) a
’ sequence” of topical.areas and exercises, instructions for conducting the
v 'varit\us activities, and approximate'times required for each activity.
e The Trainér Manual aliows for erxnblllty in the delivery of Prevention Pro-

gram Management for specific training groups. However, the training team
must engage. in a planning process prior to the training eyent.

.

'3

Partncrpant Manuar - . - . .

' e The Participant ganual - ha’s tw.% primary purposes: (1) to pr‘ol\/lde the
., articles that are ,essential.to uhderstanding the content areas of the course

) 4 and (2) to prov:de the dlrectnons, tests, and other forms that partlcupants
o need . . > , .
. e 7 The dnrectlons in the Partlclpant Manual are intended to supplement those
. given by the tralner(s) N
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... U INTRODUCTION . . - -

e " - ' . ‘ . ) .. . . ‘t. <

Raﬁonole. . . Y . ) . ’ ! . . . .- < '

Prevention Program Manag_ment is @ _revision_of the National Drug__Abns.e Lenter. - _____ _

for Training and Resource. Development tra|n|ng package, Prevention: A
.~ Course fo# Local Pgpogram Survival, devehoped by Ann Bauman in 1977.

* . These revnswns\ reflect the growth and maturity of the prevention field during -
: _the past 3 years, and are symbolized by the title change. No longer does the -
. focus of prevention need to be survival. The concerns of prevent|on “profes-

- sionals now center on ‘effective management and the operation of .sound and valid

programs. The lssues ‘are maintenance and growth, rather than survivall
€ I D L
The ‘sontent revisions echo thls development: _the revused course is designed to - ...
. utilize Yinformation and knowledge derived from theories of generic management
. and organizatiopal development, .,new resources .within the prevention field,

additional, opportunities to build upon the successes and experiences of program
managers, and practical applications of preévention and management concepts to
N |ssues of program growt‘h . _ oo

. . ¢ >,

The Prevention” Prggram Management tcalnlng program is based on the assump-
tion that, once established, prevertion programs are subject to the samegqprinci-

. ples, that govern all arganizational life. Without special regard the ‘unigue
nature of programmatic elements (e.g., change . focused on the individual, N
change focused on some aspect of the social envjronment, ‘etc.), thHe dymamic

~ forces that impinge on drug-abt&e prevention. programs are the same forces that
impinge on all organizations. ) ) . - .

[ . .

This course has been’ influenced by the theories of organizatiorr"developed by o
Weber (I1957), Etzioni (1963)s and Rice (J973), and extended by Well5.(1974) and

others. These theories describe thé primary goals and objectives that any

organization must achieve in order to maintain itself dnd to accomplish its tasks .
effectlvely The major propositions of this group-of theories are:

] The organization must have primary tasks and p rposes that .justify its.
eXistence, . . SV .
. "The forms and processesuof “an org'anlzatlon must be consistent wuth the
‘soc:a&tructure wuthln which. the organuzathn exists. .
e ‘The organization and its goals and objectives- must be consonant with the
cultural environmént in which the organization, exists. o

® The organization must have a means of generatlng and aIIocat|ng resources
that is consistent with the goals “and’ objectlves of both the or.ganlzatlon
and the social and polltlcal cllmate of its community. . ‘
] ‘The organlzat|on must have the appropr'late technology (human competenee,

te\chnlcal skills, al\1d materlal) to support the work of the enterPrlse :
- & - - .- - - T

L
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o’ The organizational form must include clear definition and assignment of
work based upon a division of labor in' combination with a division of .

authority, ) _ : :
®  The organization must have the means to evaluate the effectiveness - of its
N work. It must be able to evaluate |th_effectL\Leness_fr:om_mtbmm(efﬁc;ene _——
of process), and from w;thout(mpact on clients and communlty) o
a ' ' T
Flnally, the training program assumes that program survival can be approached
\ . .in much the same way as drug-abuse prevention--by focusmg on growth, at.the

organizational, community, and staff levels Prevention Program Management is o
designed to provide both specific and generic knowledge about drug abuse pre-
vention . and SklllS to the individuals who are responsibile for the survival of
thede programs T s . . ,

. ., . e ’ .-
) .. / .. . . . . -

Céurse Descripﬁon )

.

A e

Kl

. Preventlon Program Managefent is a 5-day training experience desngned to heIp :
managers of substance-abuse preveqntion programs to maximize the ‘efficiency and
effectiveness of their programs. The course emphasizes.the need to pian for
continued growth by increasing resource utilization in, cdrrent programs,
improving individual management and pIann|ng skills, and epror|ng alternative
program strategies, funding sources, and efforts directed at specual popula-
tions.

.

The intention of the course is to provide pr%cti(cal informationb that has been
tailored and adapted to the experiences, philosophies, and issues of the train-
ing participants. Theories are presented that will encourage participants to
examlne creative options in programming, management, and planning which will
make a difference in their individual situations. i
N

* . Prevention Program Management, Ilke the prevention fleld itself, depends upon
the energy and commitment of the tralnees, the success of.the training experi-
ence relies upon the willingness of the partlcipants to share their exp¢griences,
successes, and frustrations, their.openness to new program and. management
opportunities, and thelr application of the experiences of the training to their
-work environment. . .

.- . 5
iy . Py \ . ‘}

Course Goals . .

" The overall gbal of this course is to_provide those indivi’duals, who have cur- ‘
rent operational or management responsibility for ongoing drug-abuse prevention
programs, with the knowledge and skills necessary to keep the program moving

\ahea;:l To realize this goal, the course. will provide participants with the /

opportunlty to- gain an understandlng of . ] 2 -
- & -+ Effective drug abuse prevention strategies. IR . .
o - el -
\" x
, @ New directions'in drug ab'use preve'ntion. @,
¢ ] Multlcultur I consnderations in drug abuse pr'eventlon N .
’ ’ ' -..\ ; ,: v ‘-\ R

R b ]
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Networking and’ inter-ag'enc,y collaboration. o ‘ L

. .

. Human services management and organlzatLonal development. - . ’
° Grantsmans ip an’d\aTternatlves to grants, .- v

f 4
o Nev;/wresource\s ’% needs assessment, "planning, and evaluation for drug
. abuyse preventlon programs. . . i

- The course is- also deslgned to develop "and- enhance partlcupahts skiIIs in:

° Communlty organization - . : . . ‘ ‘

e ' Program management . . s Co. o

e . Fund raising ' - v _ T
° Public relations ' ' . . v :

. Workdng with other agencies and organlzatlons ’ -

[ ] Goal -setting - , ) - . . ’ .

° Problem-soilving ) - . R -
e . Resource identification and utlllzatuon . - Y
Module Summary . N o L C

MODULE | This module orients participants. to. the training program,

helps to develop a climate -conducive to Iear:nlng, and pro-.
vides an opportunuty for participants to exchange~irfformaz -. - ¢
- tion.” The pretest is' also conducted durrng this module. 2
. ’ .
MODULE Il The h|story of drug abuse. prevention and definitions of

prevention* are covered. The concept of crltlcal incidents )
that contribute to or jpmnitigate against supvnval and growth o
of prevention progfams is presented and éxploreﬁ Partici-
pants are.given the opportunity to share program.growth

~

-

stratt;gies _ . .
MODULES 11l & IV These modules relate drug abuse preventaon programming to
< the body of‘ﬁowledge concerning ' organizational develop-
.ment. The modules - incorporate .situational leadership
. theory, Sherwood's model of planned renegotiation, ahd - |
‘ Leroy Wells' . Ten Domains for Understanding Organizations ’

in an dverview of managéement. . theory. ~Part|cupants are
g|ven the opportunity to examine their prevention programs
in light of the management theory presented and to graph
thexr own persohal management/leadershlp styles. '

~

-

- . DR “E ) . > i
MODULE V The concepts and applications of needs assessment, plan-
. ning, and evaluation. are presented #to acqualnt participants -,

with the program development process.” Time is allotted (for:
practice*in developing program objectives and setting short-
and long-term goaIs.‘ M

2

Iy [

MODU.LE Vi This module differentiates' between, the eoncepts' of inter-

agency éollaboration - and ne'tworklng and describes tech-
. * nlques and strategies that program managers can Use to

-
- =

ﬁ,\
<o)
A




——— e

' . : .'. N . . \
. --  overcome obstacles*and- improve networking and collaboration
t . efforts. Participants are afforded _an "opportunity: to
develop a plan for a p-reventlon support network within’
\ their communities. - -

[} Y . ] .
MODULE VIl .. The core of -'this module is an experiental Iaboratory,ln .
which teams ‘have the opportunity to design a pilot preven-
. tion» program for a particular target population. Consider-
' ' ] * able attentipn is given:to exploring assumptlons, opinions,
L — and facts. hat surround various cultural groups and the
e, . implications of t«iqese issues’ for drug abuse prevention pro-
] gramming. o ) ]
" - . y
MODULE VIII This module provides exercuses and simulation activities to
/ give -participants practice in developing a funding propossl
and _approaching funding agencies. Material covered
- . includes practical informatien on fund raising, how to use
appropriate Tesources. in trying to obtdin support, formu-*
R — lating funding strategies, and proposal planning and devel-
. L “opment,. \

-

N . . . N -

MODULE X . » This module is an appllcatlon of the learnings of the pre-
) ¢ ceding modules. _It provides each part|c1pant with “an )
* opportunity to select a program strategy based ‘on his or
' her highest-priority program need and to design an action

plan for lmplemeﬁtlng the chosen strategy.

MODULE X = Symptoms and causes of burnout and coping strategies to
. — . preyent burnout are presented in this module. It allots
time for participants to review, their action *plans .and ‘incor-
porate appropriate “"burnout preventlon" strategies., The

S module concludes with .administration of the post-test.

Objectives - » . ‘ R I o
O .. ' o . . R
" At the conclusi'on of this eeurse, each participant will be able to:
&h - Y
] List *five crltlcal incidents ' in the development of* his or ‘her drug abuse
preveptlon program ]

e  Identify at least threée "developmental issues" common to represented, drug-

abuse preventlon programs. . e

I

2y M

~

® Describe at least one successful "coping strategy" for each critical issue.
- - ¢ , . - .

’

) List three major 5-year goals for his or per: prevenifion‘ program.

Y

e lIdentify 1=, 3-, and S5-year milestonés fon his or her programs. .

® Demonstrate his or her familiarity with NIDA prevention pl¥nning, need's
assessment and evaluation resources by completing’ a draft workplan in
one of the three areas. ., - . L s

. o




List at least five other local organlzatlons and agencies |n “his or her com-
munlty with whom the potentlal for collaboration- exists. -
-/

D scribe the basic assgmptlons behmd networl&ng. L

. M B N
Develop a plan for. a prevention support network within his or_her own
" communjty . . ) >

R [ . . . f

Identify at least one program objective whﬂich might ‘be achieved through
networking or mteragency collaboratlon j . .
Identlfy at least five pieces of |nformat|on that shouId be known "about a
 funding source before an approach is made . N

L X

Identify at least two eI|g|b|I|ty criteria that any private organization should
meet befo‘re, approaching_ private or public fundors. .

) 3 i R . . .
_List at least  six categories that should be covered in every ‘proposal.
iy

Develop a communlty fund- rausnng strategy . o - ' .

Identify the present stage of organlzatlonal deveIopment of hls or her pre-
vention program in terms of current theory and practice.

Graph his or her own persomgl management/Ieadershlp style as a preven-
tion program manager ‘ T 3 .

Descrlbe a p|Iot preventlon program for—a specnflc target. population of his
or her choice ‘developed b§r°\xteam effort in.which. he or she partncnpa’ted

.

Identify at least five cultufal issues whigh need to be consudered in devel-
op|ng programs for special populations.

Identify his or her highest pﬁ:rlty program need and g|ve three reasons
for his or her selection. - , . ) ‘ .

Describe' a growth strategy whuch m|ght most effectlvely address that per-
celved need, - .

]
.

Write an action plan to, implement,that strategy within his or her own pro-
gram and/ar communlt( : ) - .
Identify at least three coping strategies which he ¢ or she can utlllze for
. personal and/or organizational replenishment. *

List at least one person within the training and one person “outside the
group whom heor she, can call-upon for support.

)
’

e
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’ Notes to the Trainer R : e L

A. Desu‘ed/Tralnmg Team \ »', . N d
. . . . .
Given the strong emphasis in the course on "hands on" experlence, action plan-
~ning, and group proceds, the trainer(s) will be required to have outstanding.
skills , in group facilitation., Ideally, the course will be" offered by a three;
person training team- con515t|ng of a drug abuse professwnal‘and at least one.
.other trainer who has Rad actual (preferably extensive) experience managing a °
prevention program. Formally inyolving the State Prevenflon Coordinatar in the
: training process will ,also ensure the practical appllcatlon of the training, par-
ticularly in the areas of resource identification, networking, and evaitation.

,

]

B. Creativitl and, Flexibility

o s * e

Like the field of primary pr‘eventlon, this course'is open- ended and evocative. \ .
You, are encouraged to use your own experience and lmagmatlon to tailor the

materials to your perceptuons of your training population- and your own wisdom .
around doing preventlon in schools.  The desngners&have attempted to provide, . .

‘you, with options and stlmull,o not to restrict you to g lifeless design which con-
fines. you. .t - - o . . s S

4

. < .
» C. Cross Cultural and Rural Issues -

. . -

Tralners notes throughout thlS course atﬂcempt to ‘reinforce our intention to
address ' the ‘specific needs and concerns of ethnic and racial .minorities and
rural populations. As NDACTRD's Cross-Cultural Adaptatlon ‘Task Forece com-
mented about the existing preventlon courses, "Primary prevention for racial/
ethnic minorities must inclade a focus on empowermg communities so that the
health of* thair members will improve. This" concept indicates that political ‘and
‘economic issues, as well as personal and social ones, are appropriate subjects
,for prevention efforts.¥ tn addition, the Task' Force outlined the speclflc
training consm@ratlohs which " need to be consideréd in creatlng an effectlve |
learning® environment for mdnvuduals “from Facial and ethnic cul'tures These '1'?}
include: communication issues (language, .space/distance questions, culture- %
specific verbal-and non-verbal cues, values assumptions of the trainer); tﬁinem * ‘\
behaviors (attltudes, interventions, self-awareness, lack of cultural “bias);
. group dynamics (differences in homogenous or heterogenous populations, differ-
’ ing cultural norms on appropriate group behaviors); Iearnlng styles (depend-
ence on print media, level of training and educational experience,s acceptance of .
o alterndtive learding styles); power, authority, and influence (sfyles .6f leatler-

ship,. individuatlism vs. collectivism biases); sex roles, relationships, and identi- .

ties (the interplay of male/female issues and racial/ethnic issues); and .socio™

economic , political, and legal influences (natlonallsm, legal issues, generic com-=

munity transformatjon issuies), The chaIIenge to the tralners, then, is to cri-

tically examlnea,every component of the trainind experlence--hls or her behavior,

the manuals and exercises, the information and examples presented, the logis-

tics of the training--to insure a maxnmlzed learning opportunity for every par-

ticipant. . .

. . . . ‘

P4 . X P ’ B . . . ' oL s -

\ ¥*Cross Cultural Adaptation Task Force, Summary Report, National Drug Ab#se -
. Center for -Training and Resource Development, Washington, D.C. 200I5, 1979.. |, -
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.D. Trainer Preparation Notes

Because the emphasns of Prevention Prognanl\Management is on practical and
useful Iearnlng, you need to provide participants with information relevant to
their -local community. In order to prepare effectively for the training session
we urge that you (or at least one memher of the training team) become familiar
with and obtain' necessary resource materials on: - .

e - The Sln le State Agency definition of prevention and any State guidelines/
~restr|c ioks/priorities in programming.

. u; ‘

‘
' v,

. Possible local fundlng sources for .prevention programs, including local and
State foundatlons, State grant progranms, Etc N

Legislative mandates (if any) on-drug prevention programming".

£

-

‘ T'he"ﬁame and address of the.State Preventlon Coordinator.

- .

Most of Jthe above informatiom can be obtalned front the State Prevention Coor-
dinator; usuaIIy charts, graphs, or addltlonal resources can 'also be obtalned

>

Tra:nees should be encouraged to brlng materlals from their progrQns to create
a tontext for the presentation of the course. You might want to familiarize
yourself with Community Based Prevention Specialist (NDACTRD revised 1980)
and 'Basic Management Skills (NDACTRD, revised 1979) which many partncnpants
may have taken prior 'to this course. - . -

Trainers need to be attentive to the fact that pa-rtncnpants quI be co‘mlng te '1:he
session with considerable experience in managing and-~operating prevention pro-
grams and will have much information and knowledge to share with each othe.r
Participants should ‘be encouraged to generate answers to ques'gons, informa-
tion, and examples to support and expand upon course content )

€ -
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: I: -"ORIENTATION, OVERVIEW, AND CLIMATE i . 3 HOURS
MODULE SETTING. - - TIME:

rl

35 MINUTES" i

GOALS U

v . 1

° To orient par"%icipants to the training program ¢ W
: . N ‘(
[ To develop a climate conducive to learning , ! ’
) . \ ] ’ J
K To provude an gpportUnlty for par‘(capants to exchange information about their
programs. g - - - . , .

OBJECTIVES =, .-

~

At the end bf thls Module, par'tlclpants quI be able to:r

|

[ 4

'bescr'lbe at Ieast two g\als and t~wo objectNes that they have for the cour'se

~

s Describe at Ieast four different approaches to prevention.

MATERIALS:

“

t

W

© -
° Name Tags g . : P .
e Magic Markers ’ o
) Newsprint 3 C - - . ’
. -~® . Tape ' ' )‘Y .
° ,Par'tlupaf;t Llst ~ o
LA QReglstr'atlon Forms.” - - NP -
‘e Participant Manuals 7 S ) '
c e Pretest , '
o’ " Figures .
, 0 Reference, Sheets e .. . - .
° Worksheet * . / . .

‘1
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OVERVIEW .

R

MODULE |
1. REGISTRATION 30 MINUTES INDIVIDUAL‘J' ;o
2. PRETEST 30 MINUTZS~ INDIVIDUAL | ,
. - . !
3. NAME CHAIN 15 MINUTES LARGE-GROUP EXERCISE
4. INTRODUCTION - 20 MINUTES\ ‘LARGE-G}O.UR LECTURE/DISCUSSION
5. SHARING 45 MINUTES INDIVIDUAL EXERCISE AND LARGE-
SUCCESSES, ' GROUP DISCUSSION
NEEDS, AND ‘ \ ,
EXPECTATIONS ' -
6. COURSE OVERQVIE\QI 20 MINUTES LARGE -GROUP LECTURE/DISCUSSION
7. 'SUMMARY\} , 10 M'INUTES LARGE -6RO0P LECTURE
\ ¢ * i ' - : ‘
A ;

I

-y



MQDUE I:  ORIENTATION,. OVERVIEW, AND CLIMATE SETTING

TIME-MEDIA,: i ‘ S '
AND MATERIALS OUTUNE OF TRAINING ACRVITIES

-

30 MINUTES - N “. REGISTRATION -

b »a

Name Tags > - I © . NOTE: Reglstratlon takes place no later than 30
Magic Markers . . -7 minutes before Module | is delivered.

Participant List .. .
Registration Forms ) ® Greet participants as they arrive.

[y

@

Ask each partncnpant to sign the reglstratlon
form. :

Check names off the list of participants.

Ask each participant to fill out and. wear a
name tag.

Ask partucnpants to proceees into the -large .
group meeting roorh and help themselves to cof- ~
fee or tea if they w‘!sh

_30 MINUTES - . ADMINI_STER THE PRETEST - °
NOTE: The lead trainer should not admmlster t/e
pretest

3 * (S

K

"Test Administration . Explain why the pretest ahid post-test are :
tnformation" administered. (Refer to Figure I-I on page
: ' 19.) p) . [

\
A .

Pretest : . Read the pretest instructions-and answer. any
‘ ) -questians. The pretest is located on pagel?
of the Participant Manual and on page 27 of
thl\S Manual along with the answer key.

Ask partncnpants tor complete ‘the pretest and to
a.a return ft to you.
- When part:cnpants hand in completed tests, ask
* them to sign Figure 1-2,' on page 21. Speafyw
,ing which pretest was completed

.\ ’

. . . . s D
Hand out™the Participant Manuals. :

« ’
.

~L

EXERCISE: NAME CHAIN

NOTE: Feel. free tp substitute ‘for ‘the_Name Chain
' or.any itebreaker exercise that sefves the’




"MODULE I:  ORIENTATION, OVERVIEW, AND CLIMATE SETTING

TIME, MEDIA,

OUTLINE OF TRAIN/NQ ACTMITIES

AND MATER/ALS'

-

‘purpose of intr'oducir)\g. all of the partici-
pants. P o
o Explain the Name Chain:
Script: ! ‘ ’
L . . .
The purpose of the Name Chain is to introduce
everyone. You will be’ asked to say your name
and a orie-word- adjective that begins with the first
letter of your name. First, repeat the names and
adjectives of the persons preceding you, ending with
your name anmd- adjective. This process is continued
around the circle until it reaches the trainer - who
introduced the game. The trainer engs the exercise”
by reciting the adjectives and names of all the par-
ticipants. !

Example: R
Trainer A: Hello, | am Patient Paula.
‘ 4

Tr\ainee l: Hello, Patient Paula, I'm Nervous Ned.

Tirainee 2: Hello, Patient Paula, Nervous Ned,
‘ I'm Confident Connie. , ‘
! '
Trainee 3: Hello, Patient Paula, Nervous Ned,
Confident Connie. I'm . Curious
Charlie. . - ’

4

] Participate in the Name Chain.

NOTE: This. exertise can be used mo;t effectively
with training groups of. up to 25 partici-
pants. : .

’

INTRODUCTION

,®  Desaribe’ the rofe of the ‘tra\ig}ers during the
trainifig: program.
., . !
Giv‘e.a°ver‘yk brief description of the role and
function of NIDA, -the Manpower Training *
Branch, the Prevention Branch, the Regional
Support Centers, the .State Training Support
Program, and the.State Prevention Coordinator.
Identify whom you ‘wepresent” and explairi why

4

4
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ORIENTATION, OVERVIEW, AND CLIMATE SETTING

MODULE

TIME, MEDIA, 1 -~ | K
AND MATERIALS - | OUTLINE. OF TRAINING ACTIVITIES .

you are cgnducting t'his training program.
(Refer .participants to Figure 1-3 on page 11
of the Participant Manual, ) .

Scheme of the
e National Trainin
System -

?
in your overview of the Prevention
its affiliated projects the following

° Include
Branch and
information:

The focus of NIDA's Prevention Branch is a
research/demonstration thrust designed to
insure evaluation of whatever prevention
services are provided, and now concenv
trates. upon: (1) the acquisition of new
knowledge, (2) dissemination of knowledge
models and strategles, and (3) #the devel-

opment of the capacity of States and local
communities to effectively deliver drug
abuse prevention services.

- -

tance resource sharing network is called
) Project Pyramid. This Branch effort
¢ ) serves to collect artd categorize knowledge
’ relevant to drug abuse. prevention and to
disseminate it by telephone, on-site—visits
and in written form so that consumers of
the service discover what is known in such
areas as .alternativer projects, community
development models, peer counseling, pre-
. ventionr of misuse of drugs by the elderly,

: and the effects of drugs in school curricu-
lum projects. . Where on-site consultation
is needed, arrangements are made by the
.Branch. ' Such services are easily accessi-

\ - The Prevention Branch's technical assis-

ble through a toll-free number.

- The

Center

for
also

Multicultural

a

technical

Awareness
assistance’

‘ -~ (CMA)’

- drug a

resource sharing project, which emphasizes
strategles and programming with clear
emphasis on multicultural needs by ethnics
of color. ‘ts focus is State agencies for
se (S5A's), telephone communica-
tion, written mformatlon, on-site technical
assistance, and program strategy, all of
which are available through this program.

-
13

K3




MODUI.E I

ORIENTATION, OVERVIEW, AND CLWATE SETTING

-TIME, MEDIA,
AND MATERIALS

"Basit‘Prevention
Library" Reference :
~ Sheet

OUTLINE OF TRAINING ACTIVITIES

- The National Prevention . Evaluation
. Resource . Network (NPERN) ‘is an evalua-
g tion 'and related mformatlon/dlssemlnatlon

. «— $System and is being developed for nation-
wide use. It has compieted a pilot phase
. in six States. . .
- Addresses and telephone numbers' for these
. ) services are listed in Reference (-1, on
' page 13 of the Participant Manual
b .
° Discuss the foIIowmg ground rules for this
course: . . . e
- if you have ‘a question, or if _something
seems to be .unclear, feel free to say so at
any time. Each of us ‘¢an learn from
others and should feel free to share our
thoughts and ideas. S
- Eac/h person brings to these sessuons dif-
ferent knowledge and experiences that can
enrich the group.. For this .reason, dif-
ferent points of view should be explored in
a nonjudgmental way.

- Let th‘e trainer
break. .
. Discuss logistics for' the training program.

know when you want a

: As part of the exercise below, - discuss
a with participants how their Iearmng expet-
tations for this ¢ourse can be mef, eithem
throu h course content or throug‘q, other
infor mformatlon -sharing -~ techmques

[N

.45 MINUTES

Newsprint

Magic¢ Markers =
"Successes, Needs,
Expectations" Warkshesdt

<

5. EXERCISE: SHARING SUCCESSES

_ AND
EXPECTATIONS

NEEDS,
° Refer ‘participants toWorks@et 1*1 on pade 12
-, of the P‘arti.cipen‘t Manual.

° Ask participants to begin by. listing “indivifual -

ly: - T
» - Three " successes" they've ha
' . abuse,prevention . .
. ) . . ‘
' : " %i‘@ :
16 ,
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MODULE * I 3 OliIEN'TATI(?N., OVERVIEW, .A‘N'P‘_SL.I'M'ATE SETTMNG'
\ [TIME MEDA, - [ - —
AND: MATERIALS .| OUTLINE OF TRAINING ACTIVATIES

0 DIl .
3 . .
A 1

, . . o .. o

- Their t_hreé most pressing prddram needs

\‘ . < NOTE: Apply nb- constraints; ‘needs don't have to
! N ‘e be related to program successes.
. - v -
! ¢ - Their three ma;or learning &ectatlon for

this' course.
. . --?’\ %
° In the large group, * ask-_',iéach’ participant to

. ] . . . share the féllowing information: .~ & / -

- His or her name
- .- His or her program and/or" agency
) - One prevention’ success
\ . . - One program need, *°
. \ x T - Three expectatlons o .
o ‘ NOTE:  Stress that "success" is pefsonally N
. defined,. that it can rarrge from signifi-
- _ 1 » cantly changing one person's behavior to
. : significantly affecfing an entire community. !

. ‘ ' o o On newsprint, record successes, needs,-and . |

~  expectations. . ¢ .
~ \ ; ‘ - [V . © : ~ 1
) NOTE: Attend t6 data generated;' specific experi-
. ) : *+ . ences will become reference points-for iater 4
~ ‘modules, exercises, and'examples.
. . Discuss expectatlons “for the cour;sé Not
; S\ ' ‘ - T which ‘expectations listed on the-newsprint will
. : ke . Jbe realistically met by the course content and

which will not. ) . h

~ ™
* e

. . ) o/"iincou'rage participants- to. proposa' creative

.. stratggies, such as/*special sessions, informal

. ) . - comnfunications, .to help meet their needs and °
N ' ‘ “\ expectations within the c¢ontext of “tralnlng

] A} .

K I . ’ o Process exercise, noting the variety ofr experl- .
: = ences and backgrounds represented wnthm the ,
training community. < . ‘

o Begin to'-look .at cross-cultural and rural-issues
| T . that may surface durlng this exercige.

‘ vvb a gi ’ . ./’ . :
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ORIENTATION, OVERVIEW, AND CLIMATE SETTING

T/ME

VIEDIA,
ATERIALS

o

20 MINUTES

Newsprint -

Magic Markers

6. COURSE OVERVIEW

OUTLINE OF TRAINING ACTIVITIES

° ,Iruroduce the goals - and structure of thi% '

course, in light of the eXpectations t “BuUr-
faced during the eyious exercise. As the
ten modules are _ described, you should note
which of these expectat.{ons 3vil| be met during
the training perlod as well as which will not.
Also, discuss alternative ways for participants
to meet their needs._ For example, the lists of
individual strengths mi lead one person,with
a specific set of skill& to énother person who .
needs to know more about those skills, »

a -

. NOTE: A pick-up list . might be useful in thlS pro-

cess. Using a sheet. oft newsprint, list_all
of .the participants' expectatlons that will

T not.

be

directly ~addressed during. the

course

informal
expectat
between

ofv ‘the “traiping.
techniques for-
iens, or
course® ‘cpntent

that

lndmect

. Explain
-addressing éhose

relationShips’
and participant

s, wull
ions on the ple up list.- In addi--
ncourage lndlwduals to propose - -
strategies Pie help meet their, own
needs during trammg

L, . o .l‘ ) . o « ‘ [ .."1.:'»
10' MINUTES 7. SUMMARY : T
» y o . . " ~ S
. Summarize the module. -~Stress what the group
has . learned about? each of "its members--espe-
i c:ally, the prevention program that-each repre-
) sents \ Pomts of emphas:s shoujd lnclude
; ‘ R The learning opportumtles provided by the
. o experiential, programmatlc,e culturaj, and
. geographic dlverSIty of the tramJng popu-
. - lation Sy F
o ' )
Y \’ - . The individual stren;g‘ths and skills which

each trainee this* experience

l?mmgai to

- . The responsibility, of. the'*trainee to insure-

that the trammg meets hls/her expecta-

. tions, PR K
END OF MODULLE | - ¢ w

ald° in addressmg the -

{

-~

<
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MODULE ' ':~ ORIENTATION, OVERVIEW, AND CLIMATE SETTING=1 F[_G.URE

.

, ¢~ TEST ADMINISTRATION INFORMATION -

.
A /

INSTRUCTIONS FOR TEST} ADMINISTRATION =« . ",
WHen administering the pretest, inquiries about test items should not be answered. .
It should be.explained that thé course.will provide the answers in a way that willy
enable "particlpants fo understand what is correct, and, more importantly, why it is
correct. After post-testing, feel free to discuss any and all items on either the pre-
tesf or the post-test. e

.

LI ’ . 7 ) v -
! . kS :
DEVELOPMENT. OF THE PRETESTS AND POST-TESTS ~

.The pretest and post-test ‘developed for ‘Prevention Program Management had to meét
three requirements. First, anqd most impdrtant, each item was to.fmeasure a specific
course objective. A test meeting this condition can be used to measure the extent to
which trainees have mastered the intended skills, attitudes, and knowledgé. "

e

[y

. A second requirement was that instruments would measure the trainées' ability:
® To interpret situations in term; oi’ the principles taught;
° . To apply these pr‘inci'ples‘ to spegif?c Mmanagement situations; and .
) To recall the specific principles -themselves. T \J

T#ird, the test pa{i to be one that\could'be scored gglectively, quicfﬁy, and easily.
There is 'a vast Body of research literature that suggests that this *réquirement is
virtually . impossible to achieve through open-ended (free-response) items. his
requirement, then,suggested some folm of forced-cheice instrument. To meet these
Three requirgments, it was decided to design a- test containing truezfalse, multiple
cholice, and matching items. The specific objective to which each item appliea would
be _identified. Each item would also be idenfified as measuring knowledge at one of

. three levels of spphistication:
., N7 . / . .

. Simple recall of -material contained in the course
° Inter‘pr‘etatior)_*of situations” and actions in terms *of principles contained in the
.course ’ “ ) . .
Y \ » - N

] Application of these principles to problem s‘jtu'ations.
It was decided that one half-hoqr-"would be available for testing at the beginning and
end of the course schedule. : ,
L3 .
items appropriate to each objective wérje written and assighed to one of the three
levels of sophistication according to the type of problem to be solved. . Preliminary—
items were reviewed.for.accuracy and to ensure that only one respynse was correct.
Members of the Natiopal Drug Abuse Center staff reviewed the tests; based on their
performance and comments, items were revised where r‘equiied. Two forms of equal

-

. R . <
: - -,

K]

M )




Figure I-1 Continued ' . . ’
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ORIENTATION, OVERVIEW, AND CLIMATE §£TTING -2

-~

"~ FIGURE

MODUILE 1.

[

'S

N

Test Control'Sheet

* \
h Name. Of Test
S

-

.
o

. ' Form I-A \ .
S . ° i
,; Trainees: Please sigh your name under the appropriate form‘as -
‘ ‘~ . y'ou turn in your pretest. . - -
. ‘ — w ‘
> Form B — Form A ’
Form A Pretest Posttest Form B Pretest Pg;ttest
\ ! T - : ~
1. 7 T 1.
2. Hla.
” .
3. 3. . ,
oM. ‘ " . ¢ ‘
. \ s ~
5. 5.
k. - 6. - .
7. ' . 7. )
7N = "
,/8. 3 8.
i - . 7 !
* 90 90 ' \,
) A )
. |10 10. ’
T L. ) 11. ’
12. 12.. . _—— - ;<\_
: - - y
13. 13./ '
- : 11 7 .
14. y/ -
- /’ ’
hs. 15.
. - v . -
16 .- ¢ 16.
17. * , 17 s
| 4 . o
18. B 18, .
19. ) 19.
20, 20. R ,K
21. 21. ]
22, T 22, , v
520 g .




I: IORIENTATION: OVERVIEW, AND CLIMATE SETTING -3

'MODULE

-

< . - . ~

Y

~ ) Y

. ~ .

Scheme of .the Division 6f Tréinirig‘ahd a

» ' 3 . . 3 /'
L Prevention Branch Programs. _
’ ‘ .‘. < ; ‘ bt ) :
c—s . \7’; e !v N ’
= ) .
Pt
. [N ’
o LA NPERN }+-- -~
° .
. |
- Prevention PYRAMID }=
Branch . !
- |
»” CMA'<--‘_—-:\ _“
/( © :
. 7 I
\\\a / 1
. . [
. : Bl / b
. SPC|.[Fmr= 7T 4
( . L
. - .
= ~ B - l d /n
~ \ - ) (b -

'NOTE. NIAAA funding stauctures vary fro
system, smiiar to the one depicte
system shown here

. ‘

‘:’

M

te to state In some sta

fes. NIAA4 program are funded through a sepatate
efre Iin others, NI{W‘ and NIDA programs are both funded through the single
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I ORIENTATION, OVERVIEW, AND

rMObULE' " CLIMATE SETTING-1 ‘ . REFERENCE

E

A BASIC PREVENTION LIBRARY,

~y

Resource Publications
Ardell, Donald B. High Level Wellness: An Alternative To DoctorsLDrugi and

Disease.' Emmaus, pA : Rodale Press, 1977
b »

»
Center for Human Servnces -~ Prevention ‘Needs Assessment Workbook. Rockville, MD.:
National’ Institute on Drug Abuse, Prevention Branch, 1979.

Ceg'lter for .Human Serv1ces. Prevention Plannlj Workbook. Rockvule, MD
NatLona'i’ Institute on Drug Abuse, Prevention Branch, 1978.
t
Center for Mth:culturaI‘Awareness. Administered by Development Associates, Inc.
Multicultural Drug Abuse Prevention (Booklet 1). Rockville,- MD.: National
Institute on Drug Abuse, 1979 - : A

Center’ for Multicultural Awhireness. Administered by Development .Associates, Inc.
. Neéeds Assessment:' (Booklet 2). Rockville,” MD.: . National [nstitute oh Drug
¢ Abuse, 1979. . :

N
Center for Multicuituer\Awareness Administered by Development Associates, Inc.
Multicultural Strategies (Booklet 3). Rockwlye MD.: National Institute on Drug
Abuse, 1979. .

‘Center for Multicultural, Awareness. Administered by Development Associates, inc.

Funding Strategies® (Booklet 5). - Rockville, MD.: National Institute on Drug
. Abuse, 1979 R ’

]

Center for Multicultural A‘wareness Administered by Development Assoc1ates, Inc.
Building in Evaluation (Booklet 6) Rockvnlle, MD.: National |Institute on Drug
Abuse, 1979. ; . / .

. 3
»

National Center for Alcohol Education. Decisions and brinking; An Ounce of Pre-
vention. (DHEW Publication No. ADM-77-454). Rockville,. MD.: National
Institute on AIcohoI Abuse and Alcoholism, 977. . . e

National Center for AIcohoI Education. Decisions and Drinking: The Power of Posi-

tive Parenting. (DHEW Publication No. ADM- =77-353). Rockvulle, MD. National
Institute on Alcohol Abuse and Alcol'}olism, 1977. /', \
National Center for AIcohoI Education. Dec15|ons and Drinkin g Reflections in a
- Glass. (DHEW Publication,No. ADM-77-452). Rockville, MD. National Institute
on Alcohol "Abuse and Alcohdlism, 1977. < * . .
" ]

National Clearinghouse for Alcohol Information. Alcoholism Prevention: Guide To

Resources and Referencés (DHEW Publication No. ADM-79-886) and Refer-
ences. Rockville, MD.: National Institute on Alcohol, Abuse and Alcoholism,.
1979 . .

[ g . -

. .29
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Reference Sheet 1-1 Continued

4

National tAstitute on Drug Abuse, Prevention Branch. Primary Prevention in Drug
Abuse. (DHEW Publication No. ADM-76350). Washington, D C.: U.S. Govern-

ment Printing Office, 1977.

rd
.

National Institute on Drug Abu(se Research Monograph Series. Rockville, MD.:
National Institute on Drug Abuse. - \ -

National Prevention Evaluation Resource ‘Network. préventih Evaluation Guidelines.
In publication: Rockville, MD:: -National institute- on Drug- Abuse, 1979.. -  _

Public Health Service, Office of the Assistant Secretary f\or Health and Surgeon Gen-
eral. Healthy People: The Surgeon General's Report on Health Promotion and
Disease Prevention. . (DHEW Publication No. 7955071). Washington, D.C.: U,S.
Government Printing Office, 1979. . ?

-

¢

Pacific Institute fo} Research and ‘Evaluation: Pyramid Profect. Balanéing Head and
Heart: Sensible ldeas for the Prevention of Drug and Alcohol Abuse. Lafayette,
CA.: Prevention Materials Press, 1975.

<

8 : -

Pacific Institute for Researcr'\ and Evaluation: Pyramid Project.' Teaching Tools For
PrimarysPrevention: A Guide To Classroom Curricula. ., Lafayette, CA.:- Pre:-
vention-Materials Press, 1979. . :

Resnik, Henry S. It Starts with People: Experiences ¥n owbse Prevention.
(DHEW , Publication No. ADM-79-590). Rockville, MD.: National Institute on
Drug Abuse, 1978. ° . ’ ) . .
/J ¢ ' 8
Audiovisual Resources ' - ro VY

National Institute of Mental Health, Dr‘ub Abuse Film Collection. The Social Seminar
Series. Washington, D.C.: Natiorral Audiovisual Cénter' (GSA), M1971.

Y

Local Resources

4

State plan--avéilable from the State Prevention Coordinator in thefging_lg_gt_a_tg“Agéncy

State Media Directory--available frorréthé‘?telephone company business office

. . , N
Local directory of community agencies--available through United wWay
b

Statewide substance abuse program dilrectory--available through the Single State C
-Agency T .
‘o : -~ 0y * e »

~

Technical Assistance Sources : ,
. . . Ll

PYRAMID Project (West)—3746 MH, Diablo” Bivd., S.uitte 200, Layfayette, CA.
415-284-5300 - ' = . .

PYRAMID Projéct (East) 7101 Wisconsin Avenue, Suite 1006, Bethesda, MD.
- '301-654-1194 ¢ v, : : .
' R * ’ _ ) uﬂ ~e .
. 90 '
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Reference Sheet 1-1 Continued . - ~ . : 5

Center for Multicultural Awareness, 2924 Columbia Pike, Arlington, VA. 22204
« 703-979-0100 . . ) L
National Drug Abuse Center, 5530 Wisconsin Avenue, bhevy Chase, MD. 20015
.-301-654-3582 -

“Regional Suppdrt Centers

S [ e J ) -

1

x4

,»\N_S_ingLé*SIatg,Ag‘é;ciES — N o

. I

L . . .
. .,
— , f’\,
. PR X
* £

" Professional Associations -

.» National. Associatjon of Prevention Professionals, 176 W. Adams Street, Chicago, L,
R 312-782-3479.. ! )
National )Tssgciation of State Alcohol and Drug Abuse. Directors, 1612 K Street, NW,
. Washington, D.C., 202-659-7632 A
. o~~~ ) . . L )
NOTE: For, information on minority coalitions/associations, contact the Center for

Multic’ultural% .

o«

-— --Newsletters— . _ ' . ) . \\
Training the Human Resources--published by the National Imstitute on Drug Abuse,
’ Manpower and Training Branch, Rockville, MD. 20857

<

The Preventidh Resource Bulletin--published by 'PYRAMID, Lafayette, fA"' under
contract to the National Institute on Drug Abuse, Prevention Branch: :

t
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. ¢ . 4
T7 " * . . General Instructions .
] ¢ -Consider the following questions a "preview" of the =
training you are about to begin. They will include ‘ s
‘termd and concepts that may be uynfamiliar to you now.
This test is meant to measyre your current knowledge ° - '
of the material that will be- presented,in this course. .’
- Thus, if you do’ not-know the answer to & question, go
TTTTTTY Ton “to the next.’, Do not Ilnger over questions: og, guess m o
at the.answers. .
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I TRUE and FALSE S

The foIIowmg statements aFe related to aspects of Prevention Program Manage-
ment. Please circle either "True or False" on the answer sheet. - REMEMBER:
this will not be graded, so please do ot guess, skip the item and go on to the
next. . -

1. Information - giving approa hes have been previously shown to result in® an
*  increase rather than _decrease in drug use.

2. A S_t,.‘lr‘v‘ey‘qonduc‘:ted in 1974 by Dr. Robert DoPont concluded that the orev'eni:ion
efforts as.they exist in drug education programs in schools have been effective.

3% Program ma‘nagementh,theory suggests that effective managers should not need to
spend more than ne-third of their.time on planning and evaluation.

.
* i L

4. Since funding sources are ge'n'e\rally interested in the least expensive method to
get a job done, alternative approaches should be considered and the choices jus-
" tified.

5. Trainers must attend*to differences which may reflect differing values or norms
of wvarious cultuges répresented within the training population; however, urban-
rural distinctions need not be addressed.

Erlmary prevention is a constructive process designed to intervene in patterns of
drug use and experimentation. ‘
7. In followmg action plagning procedures, one. would use the Sherwood Model,
which assists in program planning. .

8. staff burnout in the human services field occurs in less severe forms because its
onset is recognized sooner:and experienced, effective preven\gion workers 3re
readily available to deal with the 'problem . .

9. The Program Development Logic Model, as developed by V. C. L®ague and Karen
Trisko, outlined one of their planning tools as "De- -mystifying the’ PIannlng "

10. " Even after the tlme drugs become an integral part ‘of one's I|festyle, he/sh!
~:;hot:ﬂd—}stﬂri be—conSIdered for a preventlon program

1.+ 1In general burn ut emanates from the mduwdual’s inability to cope when under
pressure to meet daily demands o . 4

T :
12. A good proposal for fundlng would concentrate on a problem statement for exam-
-ining the Qroblem <L .

¢
L4

13. An essential skill that an effective manager should possess is the ablllty to antic-
ipate his or her staff's readnness to complete a task ("

MULTIPLE CHOIEE - \ . .
» N .

ate. letter(s) on the.answer sheet. More than oné answer may be selected to
complete the question. .

L
. T35,

L 4

. Choose the correct answer(s) to the following duestions and circle the appropri- "

<I
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- 16.

17.

18.

19.

20.

o0 oo

. : p
All of the examples bélow.are types of metworks except:

.

. Person-Family .
Organizational T ‘
Letter . . o _ .

Human Service ) .

-

Networks are intended to be;
a .P.rocess-oriented, member-supportive, decentralized learning systems °
b. Task-oriented, competitive, decentralized learning systems

c Centralized Iearnmg systems, process-orlented mind-building

d. _ None of the above

- ' -

Which of the following statement? an assumption?

a. Alcohol is the predominant drug chosen by rural. populatlons._ vy .
b. fLow income people drmk because they have no optlons, either socnal or
economic.

c. . Thirty percent of the people Ilvmg ln the Iower East snde of New York City
are, Hispanic.
d. All of the above.

) - Loe

Obstacles to collaboration are:

a. Individual ‘ :
b.. Situational /

¢. Cannot be moved, avoided, or negated L e

d. Susceptible to external action: . T ‘

When .preparing to address or actually addressung a- local fund/ng source, you

. sho’(%ld ) . - : o .
a. Use your board of direetors to help you gain support for 4our progr"arans or'
to prepare for your presentation. é ’
b. .Read local newspapers and attend public meetings to. Iear appropriate pro-

=~ cedures and protocol.

c. Make 'your programs "saleable" and "understandable" to the publlc
.d. AII of the above. ~ .
Select the three sets of t;ehawors ldentlfled in the Managerlal BehaVIor Model
below: . ‘ .

s , .w - . B . .. . //
a.. Transferrlng Behavuor, Shaping Behavior, Cllmate -Setting Behav:or . /
b. Climate-Setting Behavior, Structuring Behavior, Transferring *Behaviagr
c. Structuring Behavior, Climate-Setting Behavior, Mind- Settlng Behavnor
d. ‘Structurlng Behavior, Transferrmg Behavuor, Learning Behavior
All of the items listed below are effectlve approaches for ~eva|uat|ng a mass medla
campaign-of a prevention program, EXCEPT: - g%
a. A control group composed of a random sample from a similiar communlty

nearby.

b. A narrow- target -audienge sample not yet expose to the media presentat|c§h.
‘ = . ' e ’%

K 30° L -, .
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c. The pre- and post-test control group design.

d. A mail¥survey to'a randem sample of households drawn fro the ';ll)ne boak
in target areas. . s ’

21.. Complete the followmg statement. -

a * 2

Wheﬁ planning a program evaluation, the

. . ) ' % .
R a. Program staff should help to develop ob;ectuves and crite¥ja. :
b. Program staff partscnpatsonm evaluatson planmng vnolates the ob;ectnv:ty of
~___the evaluation., e .
-C. Evaluation data collection should be buslt. into ordmary procedures of the
program. )

«-d. = Evaltation data ‘should becollected using special procedur‘e§ .

22. In measuring program objecztives,: T -
o
a. One should use a single, measure for' each objective.
b. Multiple measures for. objectives should be used whenever posslble
c. Measurements of impact should be sch,eduled only at the ‘beginning and end
of 'the program.
d. Measurement should be scheduled according to the time during whnch you

°
<

expect program effeécts to ,emerge. L. .
¢ . . % ?“{ | ?
N L. MATCHING - T , L, T -
Match ‘the appropriate item to the statements provided.. More than oné answef
may be selected, . ) o
v 4 s @ e - 9
A. Match each of the terms below .with the follow:ng examples that best fit each
tef‘m L o @ £ a ! ° . e
-] . o % soo “
. . T e- ‘% ! . .
a. Objectives - " vl AU T
°. b. Criteria . o . b S o .
c. Measures o . !
< _ o L. LIS N , . L. .
23. Increase the amount of mterpersonal’ contact amdng the socnally isolated elderty
in thr‘ee apartmer}}e comp!exes ' . . ;o £ Ve
. e ‘ ° s 8
24. Fifty percent of the persons over 65 hvung n three apartment complekes
D . . / ’ . e
. 25. Cost of ser\hng the elderly . e, . e '// i o ® P
P { Identify aIl"Hispanic eldérly in need of healtn care/ ° ) - s
B. - Match the correct type of evaluation to the following statements below:" .
s L 4 ° i ’ s )
a. Impact . \ o, .
b. Process . . » . ‘ ) @
c. +Outcome s :
. ~
s
27. [Information on: client change ; e .
h 4

® o

. - %%,
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‘/ Q b -
28. Infor‘ma{lon on program organization, oper:atiort, and

29. Frequently need te,getisfy accountability purp})ses

30. Eliminates altermative explanations of results by exp
Can supply diagnostic and interpretive data about a

*
.

e

O Y
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fF ., PRETEST .

’

Answer Sheet &

: Circle the co_rrect»‘,response(s{ .
. t.  TROE AND FALSE
‘Q 1. True False l - 20. , 8 b
2. True 'Fals? e a b
. 3. True False - 22 a b
Y .
4. True  False l1l. MATCHING
5. True - False 23. a b
t 6. Trufa False 24. & b
7. Tr‘ue‘ False 25 3 b
8. True False - ‘ ") . -26. a
9. True . _ False 27 3
~ 10. ‘ 'I;rue False - 58 a g
11. True False 29. a _‘b
12. True False .
‘ — y 30. a b
1“3. ' True . False §1 a b
' \
. "MULTIPLE CHOICE
v c .
° .14. a b Cc d Y
. . , i
15. a b c d
16. - a b c d -
7. a b ¢ d ‘
’ . . ¢
8. a b ¢ .d
. .
a b c d )
; LS
v ~
. b )
' 33
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10.
11.
12.
| 13.
14.
15.
16.
17.
18.
19.
20.
L2,

PRETESI *

Answer Key

25. ¢
26. , a N . ~
27. a,c ’
28. b ,
J
29. b, ¢,
30. ¢ C —
31 b, ¢ .
- L -
Q{g
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MODULE

PREVENTION: YESTERDAY, TODAY, AND
. TOMORROW e

TIME:

3 HOURS
30 MIRUTES

GOALS
l

L

To expose participants’ to critical issues ahd common problems that affect the sur-

1

vival and growth of prevention. programs, while building upon their findividual

experiences with their own programs

To ‘share successful growth:‘strategies and discuss new options

L1 I —

OBJECTIVES

L]

At ‘the end of this Module, participants will be able to:. -’

)

List five critical ingiaents in the development of their drug abuse prevention

programs ¢

Pl

Identify at least three "survival issues common to each .of the drug-abuse pre-

vention programs that are represented

° N -T’ . X ) -
Describe at least one successful '"coping strategy!" for each critical issue

\.
Identify at least one resource  person within the training population who has

‘dealt SLﬁ:cessfully with a similar survival issue.

MATERIALS

[ Newsprint
e  Magic Markers ‘
. Reference Sheets -
. Figures
o ) Worksheet
° 14
- B
v -
4
‘ ylw
< &
39
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"MODULE . | . OVERVIEW : |
EXERCISE * | TIME .  METHODOLOGY

- .
1." THE HISTORY OF. | 1 HOUR- LARGE-GROUP LECTURE/DISCUSSION .
DRUG ABUSE ' , =
PREVENTION N , - -
P . .
|- 2. DRUG ABUSE 10 MINUTES | INDIVIDUAL AND LARGE-GROUP
4 PREVENTION LECTURE/DISCUSSION <
DEFINITION: - ‘
OPTION- #1 ° .0 i
| 3.- DEFINING DRUG 30°MINUTES | INDIVIDUAL/SMALL-GROUP DISCUSSION
R ABUSE ' :
" - PREVENTION: 5 I :
OPTION #2 ] :

-

4. GROWTH OF DRUG 45 MINUTES - LARGE-GROUP LECTURE L

ABUSE. >

5. PROGRAM ‘1 HOUR INDI'VIDUAL" AND DYAD ‘EXERCISE
LIFELINES ) .

s *

» -~
]

6. REPORT OUT 30 MINUTES ., | LARGE-GROUP -DISCUSSION

. 7. OVERVIEW OF THZ |1 HOUR | LARGE-GROUP LECTURE/DISCUSSION
GROWTH AND . \ o :
“HISTORY OF . ' o A
" DRUG ABUSE ~ - . . N \ —

PREVENTION ‘
) » . 3 . - © ! A
8. PREVENTION 30 MINUTES  |LARCE:GROUP LECTURE/DISCUSSION
TODAY: . : ' ' '
9.. ORGANIZAFIONAL/ |30 MINUTES *. {DYAD-GROUP EXERCISE -
PROGRAM . ‘

4

INTERVIEW 2 : ot

) 100 +REPORT OUT 30 MINUTES . |LARGE-GROUP DISCUSSION

. : 4
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MODULE

' ®q ¢ :’ ) . T
“Hl. PREVENTION: Y&£STERDAY, TGgAY, AND TOMORROW

.
-—
- ]

TIME, MEDIA,
AND MATERIALS _

<

OUTLINE OF TRAINING ACTIVITIES __-

1 HOUR ¢

£a

P

- o . ¥y “ ,‘ .
1. 'LECTURE/DISCU&SIONZ THE HISTORY OF DRUG
ABUSE PREVENTION _ - .

The goal of this section is to help perticipanfs create
. * a context for preventidnjand for their individual pro-
grams_as growing, evelving entities. Choose one of
“two options when presenting this' material: -
, .

. NOTE: The two options below suggest'“ alternative

ways to present the material on defining

drug abuse .prevention. OPTION #1 uses

established definitions and generalized

group discussion; OPTION #2 requires a

group effort to>arrive at a common defini-

tion of .prevention. Choose the option

most appropriate ' to the ’activity and

involvement level of the training popula~

- . tion, also considering their familiarity with

) and experience in drug abuse prevention.

In conducting OPTION #2, emphasize. the

process of developing a definition rather

than the actual development of a final defi-

nition. For example, what. were the major

‘ areas of agreement and disagreement within

. the group-—abou their definitions? How

. did individuals attempt! to resolve them?

. Remind participants that the NIDA Preven-

.o . tion ‘Delphi definition resulted from almost

2 years of deliberations among established

experts.

harder than doing it. This course

-assumes that participants are familiar with,

the history and -general concepts of drug

. abuse prevention. If your training group

seems pParticularly unfamiliar with -primary

prevention as <currently understood and

practiced, you may: choose to provide a

brief (5 to 10 minute) historical overview

of the development of drug abuse preven-

tion. The lecture material in Module |l of

the NDACTRD Community-Based Preven-

tion,Specialist course may be helpful in
structuring that overview.

a .

—'\‘-'

Defining it may indeed- be much =

-




MODULE 11, PREVENTION: YESTERDAY, TODAY, AND TOMORROW

. TIME; MEDIA, :
AND MATERIALS | OUTLINE OF TRAINING ACTIVITIES

10 MINUTES 2. =~ DISCUSSION:. DRUG ABUSE PREVENTION DEFINI-
e Y TION: OPTION # \
Newsprint - ) Ask the participants to think for a few minutes
Magic Markers ) about prevention .and then to jot dowr a one to
& ; - two sentenceszdefinition.
.Ask the following questions (rhetorically) to
help them in their thinking:

- What are some examples of prevention .
‘activities?\

What is the target population for preven-
tlon _programming?

How is pr‘eventlon different from treat-
ment? )

* How is prevention of drug abuse like pre-
vention of other problem behaviors?

Ask participants to discuss their definitions
‘with the group. List them on newsprint for
ater discussion. p

- - . ’

NIDA's Drug Abuse ' * Ask participants to study the definitions of
Prevention Definition" * ’ drug abuse prevention. :See Reference Sheets
and "Primary I1-1 and- 11-2 on pages 29 and 31 of the Parti-
Prevention Definitions" cipant Manpual.

Ask part:c:pants to eompare these defmmons,
wuth those on the newspr‘mt .

Ask the  following questlons to stimulate discus-
suom

3
B ]

s

-. In what ways has your reading o/f the
(defipitions in the manual changed” your
views about possible definitions? -

What. are s’ome examples of preventlon pro-
gr‘ammlng that fit the deflnltlon(s)" ’

What assumptions' and/or rationales are
implied by the definitions? ‘

’




MODULE

PREVENTION:

\ _ . B
YES%ERDAY, TODAY, AND TOMORROW

-TIME, MEDIA
AND MATERIALS

Al

OUTLINE. OF TRAININGACTIVITIES

. \ .
. DEFINING DRUG , ABUSE PREVEN-

30 MINUTES Z 13. DISCUSSION:
TION:«, OPTION #2
Newspr'int-\h7 . ] Allow participants 15 minytes to fill out Work-
Magic Markers sheet |l-1, page 37 of the Participant Manual.
"Defining Prevention" o . - o i
~ Worksheet (] Divide participants into small groups to shaie
% ' and process their worksheets. Ask each group
to: begin to develop a, common defmmon of pre-
ventlon ‘ .
. “ . ?
) ° Have 'small groups return. and report their defi-*
, nitions. Ask the following questions and record
! theé responses on newsprint: . - *
- What are some examples of preventjon
' . © . activities? '
) ) ’ )
- - What is the target populatlon for ()réven-
* , , tion programming?
\’-- How is prevention different from treat-
ment? T
- ' How is prevention of drug abuse like pre-
> * » vention.of -other problem behaviors?
. S ) ,
45 MINUTES 4. EXERCISE: _THE-GROWTH .OF DRUG ABUSE PRE-
. ; VENTION ~° . :
Newsprint ’ ' .0 Ask participants to think for a moment about
* Magic Markers — “— e drug abuse prevention--where it came from,
How it got where it is today. Ask participants
to then list five critical incidents in the growth
of drug abuse prevep_tlon
MCritical Incidents in * Record these incide on newsprint, making
the Growth of Dnug sure that the majo developments listed in
Abuse Prevention" "Reference Sheet, |11-3 on page 34 of the Parti-
Reference Sheet “cipant. Manual are included (i.e., scare tactics,
drug-specific mformatlon/educatlon programs,
- R moratorium on prévention activities, the Delphi,
and programs to reinforce’ positige Behavior). -
. ™~ (] Frdm the’ informatio corded on newsprint,
. generate a lifeline’ for prevention, placing the
\ '. _ . !

S .
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- MODULE ||./ PREVENTION: YESTERDAY, TODAY, AND TOMORROW -

"TIME, MEDIA, - ~ - _
AND MATERIALS | QUTLINE OF TRAINING ACTIVITIES _ -

[

A
A3

- critical incident on a chronological timeline like
the one belowe._.

war on

. . : dr'lug's, : moratorium .
, . . L i - —— x .
- 1960 - 1870 : I 198D
. : " ‘. o prevention
. . . scare info?(m tion/education modalities

» tactics campaigns

1T HOUR S. . BXERCISE: PROGRAM LIFELINES

"Newsprint - ) Ask participants to begin the same process for
Magic Markers their own programs; they should list;

- The critical . incidents in their programs'.
-growth and development

¢ . - Their own critical incidents as staff mem-
bers/managers/directors of their programs. (

. Divide participants into dyads to help each

other flesh out "their incident inventories and’ -
- create - program lifelines for their programs. -
f e
30 MINUTES 6. REPORT OUT

¢

° Ask, participants to individually _describe the
. results.- of the above exercise, particularly .
information about:

- Their programs v -
1 .= " Their place in the histor"y of their pro-
) ", grams — .

' =+ Their programs'- places in the history wand .
- context of drug abuse prevention.
N M ) < ]

NOTE:  Point out that preveAtion, and individual
. " programs, have 'past histories, present

- / situations  (both of which. influerice the
. process of program management, planning
. and development), and futures. The thrust
, . of this course is to create--through sound T




MODULE.

H. PREVENTION: YESTERDAY, TODAY, AND TOMORROW

TIME, MEDIA,

AND MATE

IALS

- OUTLINE OF TRAINING ACTIVITIES

management and careful planning--a suc-
cessful future for prevention programs.

AN

"1 HOUR

Newsprint

Magic Markers .

LEGTURE/DISCUSSION: HISTORY OF DRUG ABUSE’

PREVENTiON -

] Present a general‘ overview of the growth and
history of drug abuse prevention, from scare
tactics, through information programs, to, affec-
tlve education and developméntal efforts

NOTE: Use the following material adapted from
Drugs in Perspective, NDACTRD, 1979, to
guide your discussion. Where approprlate,
use the "Successes" generated in Module |
to reinforce your pomts '

b
-

Script:

History of Prevention -
\ - A
- Society has searched for an easy way to pre-
vent substance abuse. Initially, we- thought
that if we showed people frightening movies
_and told them horror stories about drug abuse,
they whuld be too scared ‘to use drugs. There-
fore, early drug-education programs =consisted
primarily of informatiop about "the dangers of
specific drugs, and warnjngs about the physi-
cal, social, and psychological consequences of
drug abuse--with special emphasis.,on the legal
sanctions discouraging sale, use, and posses-
sion of drugs. (Remember Reéfer'Madness, a_°
film which implies that smoking makijuana wij)
.make you "qu " and .end- with your arrest.) .
This type of program was labeled "Scare
Tactics." * gimilar programs were developed
that Dr. Walter M. Mathews labeled "con-
vert'mg" programs.  They attempted to
dissuade the adolescent from usmg drugs
‘by directing, preaching, convincing, and
_scaring: . o ‘

.
[y

Directing<-Teacher tells-. students what
‘they must believe, value, -and do.

«
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MODULE

. PREV‘EN'TIOE’ }/ESTERDA_Y, TODAY, AND TOMORROW .

| TIME, MEDIA, |
"| AND MATERIALS

QUTLINE OF TRAINING ACTIVITIES

directing, = but
students' sense of

Preaching=--~Similar to
teacher appeals to th

. duty to a vague, external authority.

Convincing--Teacher applies

logic to lec-
turing method. : -

v

" Scaring--Teacher emphasizes dangers of

dnug use.

Similar methods included anm emphasis on
the hazards posed to vyour health by
drugs, admonishment, indoctrination, per-
suasion, distortion;, and fear. However,
"scare tactics" and:’ similar approaches
proved ineffective as prevention strate-
gies. Much of the information was invalid;
thus, participants, particularly youth,
began to question the .credibility of the
presenters and of the program .itself.

. We then thought that if we provided
factual information about drugs (i.e.,
"drug-specific" information that ‘emphasized
the drug and its pharmacology-the physical
and psycholdglcal properties of drugs),
people would make responsible decisions
about-drug use. But these drug-specific
programs, too, adversely affected preven-
tion efforts. Individuals began to regarg
drug’ use more favorably,. The more
knowledge people possessed about drugs,
the more their attitudes favored drug use.
Some researchers even found that exposure
to "drug-specific" information resulted in
an lIncrease of drug use. As Swisher,
Weiner, and Herr noted in 1972, "Straight
information giving approaches have been
previously shown to result in an increase,
rather than a decrease of erZ;._ use:"
"Drug specific" programs were thought to
alleviate fear of drugs and to heighten

curiosity, thereby leading to more experi-
mentation. Students often _ used the

" knowledge they acquired to attain high
levels of intoxication.

\C
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MODULE *1l. PREVENTION: YESTERDAY, TODAY, AND TOMORROW

TIME MEDIA,
AND MATERIALS,

-

OUTUNE OF TRA/NING ACTIVIT /ES r

£

- In April through October of 1973, what
was then the Federal Special Action Office
for Drug Abuse Prevention (SAODAP)
declared a moratoriim on ‘all prevention
materials and activities. During this
peériod, we regrouped to reevaluate our
prevention Strategies. As a result of the
moratorium, we learned that scare tactics
.and drug-specific information alone do not
detér drug abuse significantly; they are
ineffective strategies.

- .In 1974, Dr. DuPont, former director of
the National Institute on Drug - Abuse,
surveyed drug education programs; he
concluded that both educators and stu-
dents believed the 'majority .of existing
drug education programs in their schools
to Dbe meffectlve Furthermore, they
wanted to abolish these programs. In his

: review of the research on school-based
drug . education programs, Michael
Goodstadt concluded that:
"There is an almost. total lack of
g evidence indicating beneficial
effects of drug education; very
- few educational programs have
.been evaluated d almost none
have shown any significant
. improvement in anything other
than levels of knowledge; atti-
tudes and drug use have gen-
erally _remained the same."
. ~ (Schaps, Cohen, and Resnick,
p 1976) ’ '
- Consequently, achange of emphasis occurred
--a shift - away from pharmacologicdl
effects to the meaning and function of
’dru§;u$e/abuse behavior. This new ofien-
tatigh focused. on. the individual drug
abuser in his or her own environment.

- v

- in 1974, the Preventign Branch. of ' NIDA )
¥initiated a nationwide, .14-month modified
“Delphi"™ policy-planning process; involving

* over 40()/prevent|on specialists in a seples

of nine planning conferences; the goal was

)

o




MODUI.E .

PREVENTION:

® ° , °

YESTERDAY,CI"ODAY, AND TOMORROW -

<7

TIME, MEDIA,
AND'MATERIALS

y

o‘y

—

L 4

Drug Abuse Program
Continuum® ~ :

OUTLINE OF TRAINING ACTIVITIES

“<..

NOTE:

2 ;48 . ¢ T

- ness' qualifications

to develop a national strategy for primary
prevention. In 1975, the resulting recom-
mendations were published in Toward A
Nationhal Stra;egy For Primary Drug ﬁbuse
Prevention, Final Report, Delphi II. The
report def;ned prlmary drug "abuse preven-
tion:

"A constructive process designed
to promote personal and social
< growth of -the individual to full
“human  potential and thereby
inhibit or reduce physical, men-
"tal, émotional, or social* impair-
ment which ﬁesults in or from
the ' abuse of chemica] sub-
:stances "

1) Write the above deflnltlon on newsprint
and insert Center*for Multicultural Aware-
where appropriate,
using Figure 11-1 on page 35 of the Par-
ticipant Manual, and 2) refer participants
agaln to Reference Sheets [1-1 and 11-2
primary preventlon definitions. r 7/

Further, the report establlsh’ed three basic
themes for primary pre.vention:

I. Primary prevention ‘must. be under-
stood in terms of the development and
reinforcement of positive behavior.

2. . Prnmary preventnon programs must be
responsive, in both design and opera-
tion, to the needs of those whom they
are -intended to serve or support.

3. Primary preventuon programs should,
wherever possible, employ collabora-
tive efforts to utilize “the already
-available capacities and resources of
existing human’ service institutions
(Pelphi 11, 1975).

The first of these themes promotes the
concepts of developmental school and

_communlty based alternatives, as well as,

educatlonal)programs that. promote personal

/

oy

45
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MODULE

PREVE IIOM/ YESTERDAY. 1“nnAv AND w

s

WIIDE I\A/;%'DEIIQIALS OUTUNE OF TRAINING ACTl VITIES o
ey
ﬁ «© ,‘LP_ R K] . o .
* “growth -and - responsible decision-making.
- T : r!; o st rEducatlgnaI programs should integrate both
kA i 5 cognitive and affective educational , tech-
= i niques. The cognitive approach mc*‘.eases
, - knowledge of facts about substances and
. -, information concerning the  use of “sub-
- ) : stances. Facts and information cani support
e ’ _ efforts to déveldp a “respect for sub-
.o ; stances; afféct attitudes, and aid responsi- *
5 / ble” . ded¥sion-making. The c%gmtlve
: appcoach stresses . the developmént of
“ . kno‘w{a&ge, comprehension, application,
> analy3t, synthesis, and evaluation. of
/ drugs. and drug abuse. T '
) " . . . I
- The affective coniponent focuses on
the individual's needs,. feelings, and
\ I - emotions.  This approach develops
— . RAE S ~’/ G * ~gkills and helps the individual, to clag-
g . S R |€y values and to improve decision
‘W e T # s °mak|ng, to improve self concept to
Tr—— ., © mcrease the abmty to commumcate
. : , A % s . and 16 relate more effectively’ alone
. }\ - i*é ﬁ:r . and in groups; to solve personal ",and
2 g3 » ’;»‘,'%':?ﬁ: . F interpersonal problems; to deal effec:
. gj:,,@ o J( . - e t:vgly w1th feelings of anger, depres-
: .%}\‘w o 2. qslon, and anx:ety, to rklax and enjoy
N ) Tomonst o <“ danlyfac‘tlvd;les, and tg explore and
/e - partlc*F‘pate m alternatives.
4 6" \45 e < B PR * /
W The ~ ‘integration  of these "two CJ
. . . . approaeﬁes provides individuals with
A knowledge and skills ‘needed ‘to build
) , Ilf”e 4 rocesses where thmklng and
1 = feeimg @{e‘mtegrated * An individual .
. . can 188rn™ to- understand ,his “or her
- : bas dsy to develop a good self
o ) . '+ - goncept, . to make responsible deci-
oL sions, @and+to discover alternatives to
ful?”ll his or hkr needs. .
M S -
o 4 7
30 MINUTES * ° 8. ECTURE/DJgCUSSION g PREV!_E_P;TION TODAY
~ ~ -
® Describe e - spectrum  of programs . and
- : approaches) aIIed "drug abuse prevention,"
> - relating then
. . d 49 -
\ v
M w . : J ' g\
' : A
L 4 ? 5& ’ v * 6
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MODULE Il. PREVENTION: YESTERDAY, TODAY, AND TOMORROW

TIME, MEDIA, . . o ’
AND MATERIALS OUTLINE QF TRAINING ACTIVITIES

. , ‘ * h e
. M . . I 4 .
"Drug Abuse PrLgram v - NIDA's Continuum (See Figures -11-1 and 4
Continuum," - . I1-2, on pages 35 and 36 of the Partici- ©
"Prevention Programs," -pant Manwal) ’
and Multiculturat Drug 4
Abuse Prevention- . - "+ The Center for Multicultural Awareness
tmplementation Design" /7. v (CMA) Mogel Figure 11-3, page 38 of the
Figureés t Participant Manual. ’ ) -
. e ¢ Use the CMA definition of primary. prevention
as part of the discussion: . .
. ’ .
. "Primary prevention of drug abuse is a
constructive process designed to promote’
personal, social, economic, and political
A growth of the individual toward full human
’ potential; and, thereby, inhibit or reduce
personal,' social, economic, or political
impairment wHhich resuits in or from the .
abuse of chemical substances."

¢ r~ - Psychosocial Perspective

a - ) 1.  Goal--Individual accepts respawsibility
BN . (develdps insights) for his or her behavior
. and_ attempts to change.

2. Emphasis--The individual is “"active." Use
. and nonuse are seen as complex and ‘vari- ~
- . able kinds of human behavior. The mean-
) .ing and function of the drug, as well as
.t ‘ the need that is satisfied by drug use, ,

" are strdssed.

3. The Mode of Prevention is Education--Drug
. . . specific' and, nondrug specific, with an
] ) emphasis on the values and behavior of
the individual. -

.
T 4.  Drawback--Decisions to use drugs are
’ . 5 —_— : .
- often impulsive, rather than rational, and
“are often influenced more by social factors
: than by information. -
~ . N

. .' . BN \ - Sociocultural Perspective .

. . : 1. Goal--To change the environment and/or
\‘; . social-economic conditions.
\_4 « "
) 4
L4 50 s
, ’ )
- .
N : q)_I_ 2 .
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'MODU,LE Il. PREVENTION: YESTERDAY, TODAY, AND TOMORROW '

TIME, MEDIA,
AND.MATERIALS

OUTLINE OF TRAINING ACTIVITIES

g/ Emghasns--1) The adaption of the individ-"
ual to ‘the cultural and social context of
his/her environment; 2) Fdctors in the
sociocultural context should be adapted to
the individual and his or her needs; and
3~ The way in which society defines and
responds to drug use and users determines
the orientation of, mdnv:dual to drug use-°
(e.g., _dlfferences in the responses of
Eastern and . Western' cultures to drugs.
Western--alcohol is legal; cannabis is illé-
gal. Eastern--cannabis (hash) is legal;
alcohol is illegal), Ny )
Drawbacks--Social and cultural changes
often develop . slowly and social/cultural
institutiohs are often réluctant to change.

Drug-Specific . Vs. Non-Drug Specific
Approaches. -

30 MINUTES

EXERCISE' ORGANIZATIONAL/PROGRAM ILTERV]EW{

o  Ask, participants to form self selected dyads,
mtefvnemng one another about the histories and
approaches of their respectlve programs.

]

Explain that this exercise is divid into two
rounds, each consnstlng of an interview, analy-
sis ‘and discussion. ‘ .
During” each round, one person is/the inter-
viewer and the other supplies information: about
his or her. program.  The interviewer analyzes
the information by identifying~ . .
- Five to seven critical incidents in the
* development of that program (e.g., 'a major
«grant award, hiring a new director, - an
anti-drug bill passed by the city council,
a decrease in funding, a shift in demo-
graphics, industrial development, etc.)

T hree sigmificant SUFVIVWQL'OWth issues for
that program /

One coping strategy which the pﬁqgram is
currently implementing.

@
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MODULE.’ ||

7

4

PREVENTION: YESTERDAY, TODAY, AND TOMORROW

TIME, MEDIA,

|LAND MATERIALS -

-

OUTLINE OF TRAINING ACTIVITIES

In other words:

N

- °

+ A interviews B
A analyzes B's
gram history ’
A records
print
A and

ROUND 1: -

pro-

on

B

sl

discuss.

.kOUND 2: Reverse-roles. s

Explain that each person will tape up his/her
analysis and that programs wil] be identified by
name and representative. g .

(S

Lo

30 MINUTES

2

%

10. REPORT OUT

° Discuss the ¥ollowing points:

?

The interview pr.oqess. .
Three areas of data collection .
Participant's: insight  .into own program.

Compare and contrast the growth " issues
and coping strategies #epresenited within
the training population. Identify - similari- -
ties and differences, perhaps beginning to,
link up, .individuals "whose problems and
successes are complementary (foundations
for networking).

e 0

A g

——r

-«

END OF MODULE 11

..
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T PREVENTION: VESTERDAY, TODAY, AND . —
MODULE TOMORROW-1 " ~ . .." 'REFERENCE .

ki

) -
AN OPERATIONAL DEFINITION. OF DRUG ABUSE PREVENTION -

- as conceptualizedby :

the National Institute on:Drug Abuse's Prevention Branch

N
v .’ -
The fundamental objective of drug abuse prevention‘is l‘o. assist youth to develdp Te
* and mature into healthy productive members of our society. K Toward that end, pre-

vention involves the process of '"enablement," in which prevention professionals,
lay-persons, family members. and friends who are concerned, help youth create
positive - attitudes, valuesy~behaviors, skills and lifestyles that will enablé them to
mature into happy and competent citizens who need not resort to the use of drugs.
The desired outcome of prevention programs is the reduction, delay, or prevention
of drug use.behavior that is not within the parameters of medical therapy and that
disr:upt's the normal developmental life cycle leading to human competency. *

Over the last five years, the concept of drug education has éxpanded beyond pro- >
grams that provide youths information or advice concerning drugs and their use.
The-current conceptual framework for drug abuse prevention ‘programming at NIDA
has evolved ~from the many prevention programs currently operating at the
State and the community level. This framework for prevention operationally
defines drug abuse prevention along a continuum of ,health care programs. The
_four prevention modalities” are information, education, alternatives and intervention
programs, with each program’type best serving youth at different stages of the '
drugstabuse problem. Treatment and rehabilitation programs complete the con-
tinuum and focus upon the drug addict and the recovering drug _abuser./I/
Prevention’ Modalities are definedéﬁ follows: ™ -
w N N

Information Modalities--Approaches that involve the production and/or distri- -

.bution of accurate and objective information about all types of qdyugs and the

effects of those drugs on the human systems. Examples include drug infor-

L) mation:eminars, pamphlet. development and distribution.

s, Education Modalities--Approaches that focus on skill building through use of
-well-defined and. structured affective learning processes. Examples of: skills”
that are to be enhanced include values clarification and awareness, problem
°solving, decisionmaking, coping with stress, and inter-personal cowunica- .
tion. The affective learning progesses that are used -focus on helping people
who may 'be -deficient im the above mentioned skills, but may also serve to
reinforce already existing skills. Examples Include role playing, peer facilita-
. tion, and cross-age tutoring. . : oo~

~

-

~/1/  Bukoski, Dr.. William J., "Drug Abuse Prevention: ~A Meta-evaluation Pro- ,
cess," paper presented at the American Public Heg{.’th Association Conference, .
November 4-6, 1979.° ° |

L N

[
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<o " both individuals and the community" as a whole. /2/

Reference Sheet 'I1-1 Continued

“

- Alternatwes Modahtues--Apprpaches that provide growth-inducing.experiences

through which individuals develdp increased levels of confidence and self-
relia . Enhancement in these areas is provided through social, occupa-
/ﬁﬁtlm esthetic, affective, and cognitive “experiences. Alternatives=-based
activities are: designed to provide exposure to a variety of rewarding activi-
ties that offer positive alternatives to drug-taking behavior. Examples
include human service delivery in the communijty, ‘restoration,” conservation,
and preservation of the environment.

Intervention Modalities~~Approaches that focus on the reduction, ellmlnatlon,
and/or delay of drug use, drug use-related dysfunctlonal behavnor, and . other
: problem, Bebavuors prior o onset of serious; chronic,. debilitative behavuors.
These preventlon approaches are able to provide assistance and support to
people during critical periods in their |l<§§/ when person-to-person communi-

cation, sharing.of experiences, and empathic listening *could contribute to a
successful adjustment of’a personal or family problem. Examples include pro-
" fessional counseling, rap sessuons, and peer counseling. .

°

»"  Prevention settlngs are defined as follows:

School Settljs are those in which the majof percentage of actuvnty takes place
within a_ school system, and where there are direct linkages to, and involve-~
ment 'with, schpol offncnals and functlons, often during normal school hours.

Occupational settlng_ are those in which the- activities take place in an organi-
- zation that has legal status as a proflt or’ non-profit making corporatlon,
" <partnership, or. other formally- deflned income-generating entity.

o Family settings are those In which the major focus is on strengthenmg family

relationships.” The family is seen as. the group through Wthh the odes|r-ed
outcomes should be addressed.

- ¢ @ :
Community settings are those in which the majority of activities are provided
under community auspices, and are concerned with activities which impact pn

a

v

-

/2/ NIDA, Prevention Branch, "State’s Prevention Coordinator Grant Program
~ Guidelines," May 1980. s ) ' . , -

A

L]
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1l.  PREVENTION: YESTERDAY, TODAY, AND |

TOMORROW-2 . . Coo.

., .

PEFERENCE

2,

3.

4.

3.

DEFINITIONS OF PRIMARY PREVENTION
. V.

© 3

"Primary drug abuse ‘prevention is a constructive process designed to pro- -
mote personal and social growth of the individual toward full human potential

‘and thereby inhibit or reduce physical, mental, emotlonal or social impairment

which results in or from abuse of chemical substances.' .

_~-the NIDA Drug Abuse Prevention Delphl, 1975.

e g

o

e b e e

"The ‘p’Grpose of prevention is to increase the |Ike|lh00d that |nd|v1duals will
develop drinking-related behaviors that are personally and socially construc-
tive. Negatively stated, prevention programs are aimed at reducing the num-
-her 'of persons whose alcohol-related behavior adversely affects the way: they
" carry on the roles and responsibilities of. everyday living.'

Center for Alcohol Education

- ' , s

v-from Planning Prevention Programs, National \

L]
"Primary prevention of drug abuse is a constructive process designed to pro-
mote personal, -social, economic and political 1growth of the individual toward
full human potential; and, thereby, inhibit or reduce personal, social, eco-
nomic or polltlcal lmpatrment which results in or from the abuse of chemlcal
substances ~ .

13

o . / -=-the Center for Multlcul‘tural -AwarenessJ
project of NIDA's Prevention Branch

a

]
AJ

"Primary prevention, encompasses those activities directed at specifically iden-
tified ~vulnerable high-risk groups within the commUnlty who have not been
labelled as psychiatrijcally ill.and for whom measures can be undertaken to
avoid the onset of emotional disturbance and/or to enhance their level of posi-
tive mental health. rograms for the promotion of mental health are primarily
educational rather than clinical in conception and operation with their ultimate
goal being to increase people's capacutles for dealmg with crises_and for tak-
ing steps to lmprove their own lives.' * .
i -<Stephen E. Goldston, Ed'D. , Coordinatgr for -
“Primary Prevention Programs, National )
N - Institute for Mental Health
. "The Alcohol, Drug.- Abuse, and Mental Health Administration (ADAMHA)
requires the descrlptlon of two types of behaviors - behavioral antecedents
. and consequences - which are useful in designing primary prevention activi-
ties, partncul%rly with regard to health promotion and disease prevention.

Prevention of behavnoral antecedents réefers to intervenfions to reduce
high risk "behaviors such as teenage drinking, smoking and experimental,
drug use, which increase the probability of developing physical, emo-
tional and behavioral prdblems. / .
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Reference Sheet 11-2 Continued

[ ] Preventlon of behavioral consequences refers to interventions to prevent
the deleterious effects (consequences) of high-risk behavior, such as °
accidents resuiting from drinking which driving, .or suicides or homicides
resulting from emotional disorders, excessive drinking, or substance
abuse." N A N

- . . --ADAM Prevention Palicy Paper, August 17,
' . s : 1979 ) J : . .

~

"An aggregate of communlty educatlon and social actlon programs which wnthm
an identified length of time and®for specified groups of. people, are able to
measureably redugce the |lke|IhOOd frequency, seriousness, or duration ©
chemical use problems by means other than referral or recourse to the chemi-
cal dependency. treatment system or correctional services n

--(The content of this definition was?developed
by the Michigan- Office of Substance Abuse
Servnces ,preventlon staff.)
Primary prevention of social and behavioral problems is accomplished through
ongoing processes that provide gpportunities for individuals,-small groups and
organizations to increase: 1) knowledge or awareness of personal and collec-
tive potentials; 2) skills necessary to attain thosé potentials; and 3) creative
use of resources to the end that all people have the ability to effectively cope
with typical -life problems and recognize, reduce or eliminate unnecessary or
debllltatlng stress in the community without abusing themselves or others and
prlor to the onsgt of mcapacutatlng individual, group or ,organizational prob-
lems. . /
--(The content of this definition was Heveloped
by the Human Sirvices Training Institute,
" Michael B. Winer, Association Directar;
Spokane, Washmgton ) ‘ .

\ o -

-

Preventlon includes purposeful actnvxtles designed to promote personal (emo-
tional, intellectual, physical, spiritual, and social) growth of individuals and
strengthen the aspects of the community environment which are supportive to
them in order to preclude, forestall, or impede the development of .alcohol and
other drug abuse problems. - . ‘ '

-

-~

--Wisconsin State Drug Abuse Plan .

v

Another way to break down the concept of health promotion is to consider the
community as well as the individual. We are accustomed to think of an indi-
vidual's health, both in terms of treatment and building resistance, but we
can extend this to the community. Often people succumb to ill health in part
as a result of forces in the social context. Such could include unemployment,
insensitive institutions, including schdols, or prevalent attitudes which r;ieln-
force unhealthy behaviors. {f this is the case, then it makes sense to. design
programs Wthh deal with these factors.

-~
¢

--Vermont Alcohol and Drug Abuse Division

- . -~




~ " ' '
A

¢
v -

Reference Sheet 11-2 Continued-

10. * The, National Association of Prevention Professionals'’ defines prevention as a
proactive process utilizing an interdisciplinary approach designed to Empower
people with the resources .to constructively confront stressful Ilfe conditions.
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MODULE

II. PREVENTION: YESTERDAY, TODAY, AND
TOMORROW-3

REFBRENCE

— N ‘

- . Vi ’ -~
CRITICAL 'INCIDENTS IN THE GROWTH OF :
DRUG ABUSE PREVENTION X
‘ ¥
Scare™Tactics ~
"Drug-speg:i'fic,'.' information and education programs :
. '. . .
Moratorium on prevention activities
The Delphi
Programs to develop and reinforcé positive behavior
- . community-based alternatives :
- -+ integrated cognltuve and- affective educatlon approaches
Critical”historical incident
s ¢
“x
#
“ N
L *~ ) 58 . -
: . ¢




t PREVENTION: YESTERDAY, TODAY, AND

MODULE . ToMoRROW-1 . WORKSHEET

. ™ . . . “ \
DEFINING PREVENTION

-

1. Prevention is % '

2.- Prevention programs are __ - ) ) '

. IR
3. Pre\‘/eniion is different from ."intervention" betause
. T
4 ’
F— ?’
- . . Q N
s .
4, Drug abuse prevention is different from drug education because - .=

’

S. The age range for whom a prevention program is likely to be most successful is ,,“‘

'
[y
~ -
v

6. An example of a "drug abuse preventiop activity" that isn't called drug abuse
prevention - @

r

7. Indicators that a prevention program is working might be

. .
~ ’
‘e

8. - Based on the above, my definition of drug abuse prevention is

-
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FIGURE

YESTERDAY, TODAY, AND, TOMORROW -1

PREVENTION:

-
5
=

PROGRAM
TYPE -

_TARGET
- AUDTENCE
VIS-A-VIS
EMERGENCE
- OF_DRUG

| USE

DRUG ABUSE PROGRAM CONTINUUM . ' '

» - . <
- .

. . -

A~ ~

INFORHATION--—-EDUCATION-——-ALTERNATIVES-—-—-INTERVENT[ON‘—--TRﬁATHENT--—-REHABILITAfIDN

-

. N ' ¢ - - ~. N -‘
\\\\ . \\\‘ p . ‘

NON-USE EXPERIMENTAL © - “INTEGRAL PART ‘ " RECOVERY . o
OF DRUGS . OF LIFESTYLE 5
) P .
INITIAL DRUG OCCASIONAL/ - - DRUG ABUSE MAINTENANCE- OF 2
EXPERJENCE . FREQUENT USE QBUG-FREE LIFESTYRE
. ) . . } \ . - ‘ .
- s s & ' [ -~ - ¢ - e & .\’
@ 4 . ({ - /
- ‘, ,t"' N"
- < s
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FIGUR
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. PREVENTION PROGRAMS

S

NFORMATION = - * ) ,

e e

information /

e Accurate /

-Legal and illegal drudi
and their effects

e Target specific for maximum
results , R

. EDUCAT ION

e Process to help individuals
develop skills to help themseives
-Decisionmaking ski]ls )

-Values awareness | &
-Communications
. .
.+ =Self-understanding . 3
+ =Parent-family involvement - ~
. , .

-=Curricula

-Counseiling

QU

ALTERNATIVES

.
- -

° Const>uctive activities‘that meet
developmental needs of youth

Owneyship and self-investment

®

e C(Onstructive peer pressure .
< . 5

INTERVENT I ON ‘

-
~

e Specific assistance anl/:upport for
youth usyally at high risk :

AN

-Counseling _ .

~Hot lines
‘ Id

"-Cross-age tutyring

v

w pekr group creation

I
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MODULE 1. prevenTion, YESTERDY, TODAY, AND TOWORROW -3 . . FIGURE

MULTFCULTURAL DRUG ABUSE PREVENT |ON~-AN IMPLEMENTAT FON DESIGN

a‘/
, ‘ 2 S . - {} ‘ .
| PRXES R - : ' | - T
“oamcevent - KNOWLEDGE SKILLS RESPECT
- PERSONA- . | COMPAUTATION er
i S COMMUNICATION |
cociAL ‘ VALUING
- ‘ { DECISION-MAKING ,
. ECONOMIC SELF-DBELOPMENT | QTHERS
o ANALYTICAL. "
A _— : p
POUTICAL MANIPULATION -

' CONTENT CATEGORIES 1

- wrer._|DIFFERENCEY | DIFFERENGES | DIFFERENCES

DRUZ INFORMATION . {
MAJGRITY + . - ALTERNATIVES ALTERNATIVES ALTERNATIVES
DRUG ABIE - N | INTERVENTION | - INTERVENTION
PREVEW%?( wraavamo\ ‘lN ERVENTIOF .
\AEPM - 62 ) - :

- 64
\)‘ R . . -
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MODULE

PROGRAM MANAGEMENT THEORY AND
PRACTICE . d

~

o

. 4 HOURS
T/ME' IS. MINUTES

a

W|GOALS ~ . |

< yd
-grams to the body of knowledge. concerning organizational
human services management .

.0 To relate the growth issues being experienced by drug abuse preventign pro-
’ dgvelopm~ent and

OBJECTIVES - Lo :

]

At the end. of this Module, participants will be able to:
v TP . - : Lo,

e _ Help participants identify the présent,stage’ or organizational

their prevention -program in terms of current theory and practice

r

” . .
development of **

9|
-~

Describe the basic functions of management as applied to human service.pro-

grams.

. | MATERIALS

Paper
Pencils , .
Newsprint — .
Magic Markers ) ’ >
Panticipant Manuals .
Worksheet .
Figures -

Sele Reading ) e .

s
o0 ®O0OOO

65
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MODUILE . ,, t OVERVIEW -
- T 7=
EXERCISE TIME MET] HODOLOGY
1. UNDERSTANDING 30 MINUTES QNARGE-GROUP LECTURE/DISCUSSION -
THE CONTEXT OF B . :
YOUTH - )
PREVENTION g J o - ] ~
PROGRAMS o 7 X
2. TEN DOMAINS FOR

“ 10.

UNDERSTANDING
GRGANIZATIONS

THE NATURE OF 30 MINUTES
MANAGEMENT .

. MANAGEMENT -~ 20 MINUTES
‘WHAT IT IS .
MANAGEMENT 20 MINUTES

. FUNCTJONS” ot
R‘E_PORT. ouT. 10 MINUTES
“A SITUATIONAL 30 MINUTES
- APPROACH TO
MANAGEMENT
STYLES OF “* 150 MINUTES °
LEADERSHIP, |
ASSESSING THE ~ |20 MINUTES
READINESS ™ . ‘
LEVEL .
SUMMARY. - 115 MINUTES

“' . \f_,/

1,
. 'P
. .. ,

130 MINUTES

o INDIVIDUAL/SMALL GROUP/LARGE GROUP

EXERCISE/DISCUSSION

N
N

LARGE-GROUP LECTU_RE/DISCUSSION

~
< ¢ .

LARGE-GROUP AND SMALL- GROUP
,LECTURE}’DISCUSSION

LY
LARGE-GROUP AND SMALL-GROUP ‘
LECJURE/DISCUSSION »

LARGE-GROUP DISCUSSION®
4 -

o¥

LARGE-GROUP LECTURE

LARGE-GROUP; LEE:TU RE/Q!SCUSSION

. a

LARGE-GROUP DISCfli_SSiON
x. - ’ L

-

 {LARGE-GROUP DISCUSSION

S —

oo
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I PR_O-_G&AM MANAGEMENIJ'HEQBx AND PRA(‘TICF'
TIME, MEDIA L . ' "
AND MATERIALS | OUTLINE OF TRAINING ACTIVITIES _

MODULE

~-
~

4 X .
.30 MINUTES 1. LECTURE/DISCUSSION: UNDERSTAND'ING
» CONTEXT OF YOUR PREVENTION PROGRAMSS

i

4 T
y ook
—

HE

"Ten Domains for . . o

Understanding . e Using the material generated during the- exer-

Organizations" . cises in the preceding module, where partici-
) : pants looked at the histories and characters of
their individual programs, provide a framework
for. looking at organizations based upon Ten
Domains for Understahding Q;'gani:ations, by
Leroy Wells, Jr. (See Selected Reading Il1}-1,
on page 47 of tl;\eu Participagt Manual.)

- f . - .
wells analyzes'org_anizations in terms of ten
major "domains"* which. synthesize aspects of’
psychoanalytic, social, psychological, psychody-

" namic, and sociological theories of arganiza-
tions: : -

Origins and history

Major task(s)

- Social structure

. »Boundary management

. * Culture

Social process

Technofogy

H6w an enter‘pr‘ise generates, allocates,
and utilizes resources

Effectiveness and efficiency (output)
Demographic charac{eristics s

Describe each domain of Well's approach. _ Ask
participants to review their organizational .life-
lines or interviews. = Look at which of the
domains they have already begun to collect data
about; as’ they viewed,,their organizatior's
growth, activities, responses té change and
crises, and othv(cr‘iticalpincidents in the life of
their prevention program, )

YO UTARWN =

[ {e]

° -

. C
Point out the relationship of~~the "domains""*
‘appf‘oach‘ to the training desigh, ,as' weg explore
the roles of program managers in coordinating
and shaping these characteristics of your offgan-
ization’. . .

i) .

c0
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PROGRAM MANAGEMENT THEQRY AND PEACTICE

-

.

TIME MEDIA,.
AND MATER/ALS

OUTLINE OF TRAINING ACTIVITIES

L 4

30 MINUTES
Newsprint
Magic Markers

"Ten Domains for
Understanding
Organizations" Worksheet

©
-

"EXERCISE: TEN DOMAINS FQR ,UNDERSTANDING
ORGANIZATIONS - .

¢’

° Introduce Worksheet |I1-1 on page 43 of the
Participant Manual, whieh is based on Wells'
Ten Domains- for Understanding Organiggg‘;i}n_s.

Ask participants to JnleldualIy génerate dqta

&

from their

programs for category #2,

Major

Tasks,

and category #8.

How an Enter‘pr‘ise :

Generates, Allocates, and Utilizes Resources.
Allow no more than 10 minutes for thls exer-
cise.

< : ¢ 4

®  Ask partidipants to form groups of five to dis-

cuss their worksheets.

Each group will record

-]

data on newsprint.
® Reconvene large group and ask small groups to
report out on data listed on the newsprint.

] Encourage participants to complete their Work-
sheet on their own *for the other domains as
more data surfaces in-later modules.

s

® . Process this exercise by relating it to the néxt

lecture/discussion on mahagement theory and

—

. practice: .
- Management is the activity that allocates
and utilizes resources for organizatjonal
tasks. '

- The préceding ‘exercise was intended to

get participants thinking about: ,
1. How an organization's tasks establish
parameters for the generation, alloca-

. tion,. and utilization of resources, and

2. How the manner in which resources
. . . are allocated and, utilized affects the
. -accomplishment of tasks. . - °
: . N - * o -
’ ‘ t e
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MODULE" I1l: PROGRAM MANA‘GEMEN‘T-'T‘HEORY AND PRACTICE

TIME; VIEDIA, )
AND 7\/IATERIALS QUTUNE OFf TRAINING ACTIVITIES

30 MINUTES : 3 LECTURE/DISCUSSION THE NATURE .OF MANAGE-
’ &7 MENT’ : ' .

4

Newsprint ) NOTE: The lecture material below is excerpted.
Magic Markers . from  Basic Management Skills (Revised--
: ‘NDACTRD,1979). - '

*Script: - . A )
Management is the ‘actjvity that allocates and’ utilizes
resources to acghieve organizational goals.

NOTE: Write this definition on newsprint.
.Every society, from the most primitive to the
most advanced,’ establishes certain economic
institutions or organizations that perform the
productive function of converting resources into
usable outputs to satisfy needs. _ o

It would be possible to.carry out this produc-
tive process on a helter skelter, "do the best
you' can" basis. - However, to_ utilize limited
resources to optimal advantage and, to create
the best value possible for the users of eco-
_homic outputs, we need someone to manage,
that is, to allocate and utilize resources effec-"
tively. . - . "
4

Thus, the importance of management is clearly ’
evident:  the - manager is the primary factor
behind the pattern of' resource allotation that
occurs in the many’ and varied profit and non-
profit organizational systems existing in: our
society. No cooperative enterprise can exist
without management; someonte has to see that
resource activities are planned, that work is
divided and assigned, that the human resource
is acquired and maintained, that resource activ-
ities are controlled, and that the whole resource
system is guided toward the accomplishment of
. objectives. This is the job of the manager,
who thus . becomes a very special resource that
will be called the management resource.

. The management resource’ can greatly influence
the environment in which we live. As Peter
Drucker (1954) has pointed out:
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OUTLINE OF TRAININ& ACTIVITIES

&

.
- >
3
oy

"The manager is the dynam-it:,

life-"-
) giving element in every business. .
#  Without his leadership, the 'resources

of production' remain ‘resources and
never become production. In a com-
petitive economy,’ above all, the qua®#®
ity and performance of the managers-
determine the success of a business,
indeed they determine its survival.

For the quality .and performance of its
managers are the  only effective
advantages an enterprise in a cem-
petitive economy can have.".

The essence of this concept is that the manager
is one who organizes and determines the utiliza-

tion of resources within hls/her‘ system, e.g.,
program, unit, etc.

¢

— - . —
20 MINUTES 4, *EXERCISE: "MANAGEMENT--WHAT 4T Is"
Paper ° Divide ‘participants into smaH'groUpé and ask
Pencils . them to generate a list of all activities, involved °
Newsprint in program management:
Magic Markers . . -
’ NOTE: Emphasize quantity not quality; you may
’ give a prize far the longest list™
® Process the work of the small groups and com-
pile a list that identifies: N
. - Considerations  for special populations
s - Ethnic differences’ . .
I - Possible urban/rural d;stmctlons
20 MINUTES 5. LECTURE/DISCUSSION: MANAQEMENT FUNCTIONS
"Management Functions" ) Using Figure 111-1 on page 44 in the Partici-
Figure pant Manual, discuss the list generated by par-

L

ticipants. Group the activities into these five

major categories:

Planning
Organizing
Staffing -
Directing

HwWM T

Sy
=12

70 . o,

o

< ’ M
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- MODULE Ii: lA’ROGRAM MANAGEMENT THEORY AND PRACTICE

TIME, MEDIA .
AND MATERIALS OUTLINE OF TRAINING éCTIVITIES

5. Evaluating ("Evaluating" in this context
' . . refers to assessing the effectiveness of the \
® . management process, rather than evaluat-
Fo ing program process or outcomes.)

‘L ' () ivide participants into small groups and ask
] hem to list qualities associated with each par-

ticular leadership style. Each individual should
select his or her predominant leadership style
(the style he or she perceives him or herself
usually adopting "in wgrk settings), and the
style which he or she would like to see super-
visors employ. Discuss in the group.

10 MINUTES 6. REPORT OUT/DISCUSSION

. Ask for a count of predominant Ileadership
styles. Human service workers tend, at |east
in terms of self-perception, to be collaborative
and delegating. Discuss this tendency in terms

=~ - of - the situational aspects of leadership that are

: described in life cycle leadership theory.

v

30 MINUTES 1. LECTURE: "A SITUATIONAL APPROACH TO, MAN-
. AGEMENT" .% h
]
NOTE: The model to be examined here is adapted
from the revised edition of Basic Ménage-
ment Skills, NDACTRD, 1979, It is a
modification of the work done by Blanchard
and Hersey; it offers the manager some
N tools to assess his or her #articular situa-
. tion and to determine the managagent style
. most appropriate for that situation.

. s : . : : - Time Management T,heory suggests that 80%

: of a manager's "time should be spent on
/ planning and evaluation (Alan Lakein, How
. - To. Control Your Time And Life),

. State thrat most people in management positions
are currently spending 30- 40% of. their time on.:
those activities. Participants should view: 1gogit -

° ' . as a goal.

3

<




MODULE I1: PROGRAM MANAGEMENT THEORY AND PRACTIGE
] Ask trainees to give specufl‘c examples of the -
kind of activities that currently occupy thelr
g time. CT
pu— .
NOTE: You may ask participants to asterisk those
activities which constltute a major compo- |
nent of their jobs. .
50 MINUTES 8. DISCUSSION/EXERQISE: STYLES OF LEADERSHIP
Newsprint i ] List on newsprint the four generic styles of
Magic Markers ship:
l. Directing
‘/g/ Consulting
- . . Collabarating
4. Delegating
. ' ‘ NOTE: These four functions are deicribed in the
’ life cycle leadership theory developed
below. At this point, you should briefly .
describe each style. This view of manage-
ment presumes that there is no '"best"
¢ style of management. The most effective
leader is able to vary his or her leader-
- ship RQehavior in response to the specific
task d to the readiness level of those
, people who will be expected to accomplish’
. that task.
H
-0 Script: .
{ - What do we mean by readiness level? By, con-
- e sidering the following four factors, a manager
. can look at the task at"hand and then determine
A his or her staff's readiness to complete that
task. ; . -
4 |.  Achievement motivation: Consider your
4 o staff's past performances. Do they seem
. motivated to excel?
L * 2. Willingness and -ability to assume responsi-
' bility for task _complétion: There is a dif-

. ference between willingness and ability.
s S Both . factors must be considered when
e . _making the assessment.

S o
& ¢
1 ,
‘ il 72 : i 0
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OUTUNE QF TRAINING ACTIVITIES -

3. Task relevant education: The issue here
is not the general educational background.
The key question is:
son or group know in relation to complet-
ing this task?"

4, Experience as an_individual or group work-

"What does the per-

ing on similar tasks: Consider how long
the group has been together. The introduc-
tion of one new member into a group will
significantly affect the nature of the
group. If that new person is the leader,
his or her impact becomes even more sig-
nificant. In the cgse of an individual, ask
wourself, ™|s this person a self-starter?"

The leader can grade the readiness level of his
or her staff in the following manner: -

»
I. Low Readiness Level: Staff sc0res low on
thr‘ee -of the four indicators.

2. Low Average Readiness Level: Staff
scores high on one indicator (but not the
first), apd average to low on the other
three indicators. o ,

3. "Average Readiness Level:"  Staff scores
high on two indicators, including the first,

and average _on. the two remalnlng indi- -
cators. . N
4. High Average Readiness Level: Staff

scores high on three indicators, including
the first two, and average on the fourth
indicator. :

5. High Readiness Level: Staff scores high

on all four indicators.

’

. .y

This is obviously a subjective assessment, and
a very rough one at that. But we must make
these kinds of assessments, anyway, and we
usually make them with no explicit guidelines.

It is critical that value judgments not be con-

nected with the assessment of readiness level.

A staff whose readiness level is low is not a
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MODULE I1l: PROGRAM MANAGEMENT THEORY AND P‘RACTICEE

TIME, MEDIA, o '
AND MATERIALS = | OUTLINE OF TRAINING ACTIVITIES

. ) rd

poor stal}, but one who needs different things
from the manager than a staff with average or
high readiness would.”

Stop at this point and ask for questxons or
comments from the trainees. :

3

Script:

- What is needed? A staff with a low readA,ness
level ' needs STRUCTURE from the manager.
They will not provide the structure themselves; »
therefore, the effectnv manager must provide it
for them. Since 'th a tendency for many
people to attach a negative connotation to the
word 'structure;" let's look more closely at the
behavior associated with the term.

"Structu ring behavior" entails:

1. Defining and clarifying the task or prob-
lems in terms of scope and specificity

Orgaanlng and defining the roles of group .
members

Defining, clarifying, and assigning what,
when, where, and how tasks are to bge
accomplished
Establishing patterns ahd channels of com-' .
munication among gFfoup members and
between the group members and the Ieader‘
e )
Establishing procedures for repor‘tmg
- which should be used to/momtor‘ progress
toward task completion and to evaluate
task accomplishment. B -

s

The trainer may choose to give a'specific
example to illustrate one or more kinds of
structuring beHav:or- 3 -

-

at this; point and ask for questions and .
ments from the trainees. ) .
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TIME; MEDIA,
AND MATERIALS

o ¢ ‘.
PROGRAM MANAGEMENT THEORY AND PRACTICE *

4 ~ . .

OUTLINE OF TRAINING ACTIVITIES

Script: , . -

N
. . -
.
. .
+ o0
.

The theory we're diséussing spgaks of creating
*an environment which will enable a person or
group to move. toward a‘higher level .of accomp-

. * lishment. How can’ an effective manager facifi=
. tate this process" - -1-
. - One way is to respond in a* manner. that is .

appropriate for the readiness level of the staff -
or individual. For example, for a low readiness
group, the leader must provide structure. But.
. the leader must do .something else as well. He
. , or she must initiate the kind of work environ-
] ‘ment ‘that fosters growth in the staff members
. : and which can generate a higher level of readi- -
. °. ness. Let's look at some kinds of climate-setting,
behavior that' leaders can initiate.

‘ 1

& ' v - "Clin{ate-Setting Behavior" occurs when the
leader: ' .
- , C . 1. Promotes acceptance of views which may be
' ‘ . " new and/or different
p LY : \ . - .
oo ) . 2. *Models and promotes--throUgh acknowl-
’ . " " edgement and praise--the exchange of

. - constructive feedback, as well as positive
- feedback.
3. Builds trust ‘among group members and
. between the group and him- or herself.
¢ 4. Promotes social and emotional support,
friendship, and muttal concern. .
. . NOTE Once again, ‘you may choose to give a.spe-
‘ ! . cific example of one or more of these
. [ leader-initiated, behaviors.
¢ ¢ S A .
.* - To summarize, a ‘ggoup or an individual .whose
- . readiness-level is Iow needs a high level of both
, ' structuring behavior and climate- settlng behav-
( ior from the manager; they-will not provide it
- . for themselves. Without this behavior, the task
will not be accomplls ed and the work envnron-
. o ment will not promote rowth.
- e
, - -
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/

Stop at this point .and ask foruquestiohs and
comments from the trainees. ©

.

Script: . .

Script: :

‘What about groups or individuals whose readi-

"Transferring

There i!a third category of manégerlal behav-
ior which is equally necessary--"Transferrmg
Behaviors." Let's talk about them.

Behavior"

occurs when the
-

Ieader;:

1. Solicits ideas from the group which are
used when planning and/or completing the
task .

’ . 3 . -

2. Seeks out and utilizes the resources and
skills of group members whén planning
and/or completing the task

3. Provides opportunities for group members
to develop and use their abilities when

defining and solving the problem or task -

4. Provides opportunities for group members
to assume respons:b|llty for task comple-
tion .~

The kinds of transferring behavior “listed Rere
follow each other sequentially. The first can

_be Used even with a low-readiness group. As

the level of readiness goes up, the manager can
integrate -the other behaviors .into his or her

‘style. >

To summarize, with a group or individual whose
readiness, level is low, the manager must pro-
vide a higher level of structur\g and climate-
setting behavior and a low level %f transferrlng
behavior.

Stop at this point and ask for questlons and
comments from the trainees.

A

ness level is average or above? They need
much less structure fron} the manager, simply

1

76. -
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OUTLINE OF TRAINING ACTIVIIIES
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' AND MATERIALS

.

because\.they have the willingness and the com-
patibility to provide their own.
manager providg; high structure for this staff
they will resent it and respond negatively.
“The higher the readiness level, the more trans-
ferring is necessary.

- .Climate-setting behavior by the leader needs to
remain high with a group whose readiness level
is average but decreases as the group.becomes
more able to provide for it themselves. -

Vd - Lt i
- }Therefore, the effective m'anager is able to:

1. -Diagnose--with the heilp of the factors we
have discussed--the readiness level of the
staff or individual for the specific task to

. be accompliShed.

2.  Match his or her. managerial style to the
needs of the group for the specific task at
hand.

In fact, if the *

20 MINUTES

"Matching Managerial
Style to Group
Readiness Level'
Figure

» .

. Use Figyre

° -

D'FécussupN: ASSESSING - THE READINESS LEVEL

-2 on page 46 of the Participant
Manual foF the follbwing sect®n. The arrows,
on the diagram represent the direction that
the manager follows -to raise the readiness.

level of his staff and/or individual staff mem- .
bers. The effective manager is always slightly '

ahead of the group, guiding and directing them
in a direction, that ‘will promote growth.
. - o

. 'Stop and ask for questions -and comments frdm

the trainees. -~ - d

'Scrigt:

A few points need to be'erpphasized:

- The assessment of the level of readiness
must be made for each task to be accomp-
lished. " The' same. person might be at a
different level of areadiness fgr different
tasks. Or, if a group is high/average on
'some tasks, their readiness level may be
low for another task. If this happens, the

’

\

.

~

'R
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AND MATERIALS OUTLINE OF TRAINING ACTIVITIES M

manager simply moves back to the closest
appropriate quadrant (e.g., from Quadrant
1l to Quadrant ‘I, to provide more leader-
initiated structure). However, Quadrant
Il behavior would be maintained for the
other tasks. - .
. ) - Some groups or individuals will alwqys be
at a low-readiness level. This fact myy be
explained by external or historical fadtors
over which the manager ‘has little on_no
control. In this case,’the manager must
maintain the Quadrant | behavior.

> - - A special word™” about Quadrant 1V: A
. ‘ ‘manager would use this style only with a
. o group or individual whose”level of readi-
) ness is high. - It is more likely for ah
individual to,be at a high ,réadiness level
than for an entire group to be. However,
there certainly are some high level groups,
and they delight their managers.

? ° . ] - However, Quadrapt |V, often creates i a
manager what can be labeled the "Quadrant
IV  Existential Crisis." The manager in
this quadrant maintains a very low profile;
- he or she is more a resource than any-
. - ( thing else, simply because the group needs
nothing more. Often fhexma[lgg\gi\be'gins
A to question his effectiveness--or —eveR—
¢ * wonders whether he or she is still neces-
- sary. Hence, the crisis. In reaction to -
these feelings of insecurity, some managers
» : will$begin to initiate more structure than -
. «he group needs; this creates serious
problems and*is a pitfall to be' avoided by
a manager. N\ ’

® Stop . at this point anokk for questions and
. ' comments from-the train A .

- s .
°

» . (-4

} 15 MINUTES * 10. SUMMARY . R ,?

. o Summarize the module and overvi% the content )
s of Module 1V: .

° '

1 0 ° -~ N et

78 . . .
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-~

- Application of the situational ‘model

- Managerial style prdfile

- , The model of planned renegotiation and ,its

. . applications.

g f]

. END OF MODULE 111
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1. PROGRAM MANAGEMENT THEORY AND <
WORKSHEET 2

IfAstructions:

*

. Analyze you1' program in terms of the ten orgamzat:lonalé

PRACTICE 1 »
] A P V ﬁ

TEN DOMAINS FOR UNDERSTANDING ORGANIZATIONS =~ -
: (Adapted from Leroy Wells' article, -
Ten Domains for Understanding Organizations)

’

omains listed ~

below. Insert data specific to your program in the boxes to the right '
! of.the domains. ™ J .
4 I M ~ !
\ . ‘ . PROGRAM DA‘TA
* L} - . ]
1. “*Origins and history ¥ .
2. Major tasks ' ‘
7/ v ‘
3. .Social structure , ) .
\ P e e o e e o s —_ 3 Qe ” ~-
\ - . . : . N ~ N < -
4. Bgundary management 4 ]
Y, ’ > 2 ° ¢
. ' \
> ?
- . e
5. Culture . - . - ; . .
L ] - > e
LIS 1
6. Qciél process A R
'\‘ 3 ¢ ' '3
N X : . - S
7. Technoloagy - : —_— : ! -
§ N 5 S . ¢
R - . - } 1. ] B .
8. How an enterprise generates, " .
" allogates and-utilizes resources oo .
- . - % . N d
™ " {. .
Y ¢ K ) 3 ) To- : . ’ * = .
9. Effectiveness and efficiency” - ’ .
(output) o . . o . o8 X
. B @ ' o H
10. Demographic characteristics = - ¢ ' o
N - , , , ‘..
1 s ¢ ) -
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TIT: PROGRAM MKNKGEMEN! 1'HE§§V AND I
MODULP’“  PRACTICET . . FIGURE
. ° ‘ R ~ . a ' .:-
. i MANAGEMENT .. FUNCTIONS - ‘ ¢ .
) . < 7 - l c
« FUNCTION . - *Q\CTIVITY -, DEFINITION
? 0: - © o " . . -
1. .PLAN (Predetermine °Forecast Establish“where present course
course of action) o , . will lead'. B
. Set objectives Détermine desired end results,
‘. Do “ Develop strategies Decide how and when to
’ * \ achieve goals. . .
[ ‘s ©
" _Program Estaplish  priority; sequence
. 0 ® . timing of steps - °
1 4 o -
\Y o
‘. Budget Allocate ‘resources.
. Set procedures Standardize methods. .
o ) ° .
. o Develop policies Make. standing decisions on
. : important " recurring matters.
2. ORGANIZE (Arrange: .Establish or@anjzation Draw up' organization chart.
and relate work for * - ° .
effective accompHsh- Delineate relatiowps = Draw liaison lines 4o facilitate
ment of objectlves) X . coordination. 2 .
I 4?“ ' ’ o
"/ 3 Creates position & Define scope, -relationships,
~ /s w® . descriptions ) responsibilities, and authority

Establish position
qualifications

Define

the . quatifications for
persons in‘each position.
k]

70w

.STAFF' (Choose
competent people for~
positions in organiza-
tion)

N

Select

Orient

-

Recruit quallfted people for
each position. ’
Famiiarize Rew with

people™

.

W, situation.
‘ ‘ 3
’ Train - Make proficient by instruction
Al . and practice. - ov
il . :
c,Develop b Help lmprove knowle;:lge, atti- °
)\ N —— _. ""tudes,and skKills. '
. A - T o
) o“ [ ve d oL - - °
S ) _ X 4 . f -
. P " . 2 5 \ ) .
[y by n o el
* . & ye . .
. s > ' a85[. c ‘.". . 99‘ ‘
. . e
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Figure 111-1 Continued . e RO
3 N : - - ° .
4. DIRECT (Bring about Delegate . _ Assign responsibility and exact
* purposeful action , ' o accountability ‘for results. -
toward desired " - . .- .
, objectives) ‘ ) . c e 7 ) L . P
, . Motivate ., ol Persuade -and irispire people to ,
v g - o © take desired action. . .
L] . . . . . . ) o e . -
. . ' .Coordinate - Relate efforts in most effective °
. .o = comblnatlon. - IR
. = < . ‘e 40 . ,‘ .
’. e . Manage differences Encourage independent thought
. . . o ' x .. : and resolve conftict.
‘ . ° « . 4 " oot .
. 0.0 Manage change : Stlmulate cheativity and innova-'
" * . . - ! tion,in achlevmg goals..
» b v ” i . N
. - . . £ .
5. .EVALUATE (Ensure Establish reporting - Determine what critical data are
progréss toward : o " needed, how and when.
objectives accordlng . T T o .
to plan) . - Develop performance . Set conditjons that will exist
e o © standards» , when key duties are well done: N
-y . ; ) hd - .
® » e - Me'as%r'e results - Ascertaln extent of deviation
e ,° * from goals and _standards. -
*: ) N ‘- é.- . - »
. o - - Take corrective Adjust plans, counsel to attain
: * - .action . . -standards, .repfan, and repeat -
. - N - .
& LI cycle. . .
.’v . Ql- i . )‘ . ) . v
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V. MANAGERIAL STYLE AND PLANNING FOR TIME. 2 HOURS

MQDULE CHANGE" + 35 MINUTES

GOALS ’ -

[ To enable participants to relate thelr own program issues to such concepts as
situational  leadership theory and/SHerwoods Model of Planned Renegotiation.

oBkCTVES 1 .

© "At the end of this Module, participants will be able fo: . .

) Descrlbe the elements of a "planned renegotiation" process which participants will
yse to deal with organijzational change .

% e * Graph their own personal management/leadership styles as prevention program
managers. . e v .
”
MATERIALS ' L | :
Vd
] Newsprint ‘ .
. Pens . \
. Pencils ® . ] . . .
’o Magic Markers : .
&, Participant Manuals : ) ' ‘
] Worksheets | o '
N ® Reference Sheets . S
. Selected Reading i L~
:) IR N ¢
: - \
) [ v N
i o
Y ) .
. v ) ‘
'\ 3 . < ° |}
e ‘e
— R - k ar a ¥
3 -
. ‘ A
p]
o ) o \
' ’ ’ . 2 % ¥
' A 87 " g »
{.
)) . . [ § > -
: 4 ‘ o
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MODULE |, OVERVIEW
K .\ ~ .
EXERCISE ME . | 7 . METHODOLOGY
1. APPLYING THE 30 MINUTES | SMALL-GROUP AND LARGE-GROUP
" SITUATION EXERCISE/DISCUSSION
MODEL . P &

2. SCORING THE 20 MINUTES | INDIVIDUAL EXERCISE ‘
'MANAGERIAL : \
STYLE PROFILE » . - :

3. PROFILES 25 mnuTeY SMALL-GROUP DISCUSSION

[ 4. THE CONSTANT 15 MINUTES, | LARGE-GROUP LECTURE/DISCUSSION,
& IN PREVENTION : \ .
o CHANGE : . ° ) '
. , : 2 '

5. .THE MODEL OF 20 MINUTES, | LARGE-GROUP LECTURE/DISCUSSION
PLANNED : .
RENEGOTIATION , :

6. APPLYING THE | 30 MINUTES | SMALL-GROUPN\EXERCISE
CONCEPT OF , . o«
PLANNED ¥ X . _ )
RENEGOTIATI®ON LW .

1 7.  sUMMARY 15 MINUTES | LARGE-GROUP DISCUSSION -

\ ’ ¢
* ‘ I :
/ o ,
' ” ;‘, ) . ‘
t ¢ . ‘ .
. . . N ‘-
n [Y ’ . 1 4
. o < :
. o -, \ ) .
) | ‘ ‘ ‘
f . B ,‘ A * . 1Y M R I3 N ;

h a a R 4 .

® L 4 ¢ -

‘ & .- » . .
. p ' 3 .S *
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MODULE .

£,

v, MANAGERIAL STYLE AND PLANNlNG EQR CHANGE

= ——

TIME, MEDIA, -
AND MATERIALS !

OUTLINE OF ZRAINING ACTIVITIES

\ .

30 MINUTES' h . EXERCISE: APPLYING THE SITUWATIONAL MODEL
Pencils . ° DIVIde the group into subgroups of four to five
"Managerial Style members. . .

Prqfile" Reference Sheet - 4 '
. i &

\* o ’,y‘/,:\, . o Ask the trainees to complete 'Reierence Sheet

. "" V=1 on page 67 of the Participant Manual.
&B ° Asslgn each subgroup three of: the problems
’ from the profile. Make sure aII probléms are
‘ assigned. - ’
; } ’ ° Ask the groups to dfs‘cuss their three problems
) and to reach consensus on the most. appropriate
: . managerial response, based on the Trodel.
e BN i
o . ~ 1 NOTE: The trainees w:II get the best results if
N ) ' they:.
.,1 ) -
' . w. 1. Read the, problem. .
. ® .
N 2. Determine the readmess level of the
s * group. . - ’
- 3.  Place their manager in one' of the
i quadrants. o .
' ! A . "4, Select an option.* -
NOTE Caution the trainees mot to change any of
' their answers to reflect the group deci-
- - sion. Their answers will be .used later in
. L . . the module to determine their individual
) * style profiles. . ) . T *
~ ! ’ ° - - st
. ° After 15" minutes, re-form the large group
I3 ] Ask each subgroup to reveaI both the option
: ] they selectede and their ratiopale for the seIec-
. ‘ [ ’ tion. ' . ‘ .
'i, . . ° Al}ow for questlons “and’ chscusslons from the
L group ) .
Lt ‘. . NOTE:* You Jcan find the optnon whnch is consid-
o T ! . ered: the best in Volume IV of Step Il of
s ' - *  the scoring guide.” , »
MR - - . .
N

[ . '
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MODUE IV. MANAGERIAL S"YLE'AND PLANNW§ FOR CHANGE

»

TIME, MEDIA, -
" AND MATERIALS

'OUTLINE OF TRAINING ACTIVITIES

20 MINUTES T
Pens . ‘ ,
"Scoring the .Managerial _
Style Profile"

« Worksheet

3

2. EXERCISE: *‘%CO?!NG T’HE MANAGERIAL STYLE
PROFILE . « =~ _° |
A , ) & . .
) Explain to the. trainees that the Managerial Pro-
-edge of this theory. It is intended to provide
' them with feedback about their styles as man-
agers. ' )

. . 3
® ' Ask the trainees to turn to Worksheet'IV-1, on
*  page 67.of the Participant Manual.

the

- The ‘problems on ‘the profile are written in such

a manner that if answered -perfectly," th&
esponse- in each quadrant” would®be "three."-

- But it is rare that anyone's score looks this
“way. Usually, the distribution of responses
reflects a preferred style end a backup style.

For. example: this person's preferred style is
‘Quadrant |1, with Quadrant Il as-a backup. He

or she also has the flexibility to use Quadsant |,

but less often. He or she does not naturally

. use Quadrant V. It is not unusual fof peaple
to. have-a zero or a one in Quadrant 1V. : .

v 7 file is not a test 'of their intelligence of knowl~ .

NOTE: To avoid confusion, trainer should
walk the trainees through the scoring pro-
" cess. N , ' ;
STEP 1:. INTERPRETING THE PROFILE
Script: . ’ ] .

’

I

v 0 - This part of the profile reflects the person's |
"« ' preferred style anyg indicates his-or her flexibil- |
R e ity to use gther styles-when appropriate. .o
) » 5, NOTE: * Emphasize that-.no value judgment shoujd
- . .& .+ be placed .the results; it is simply data
' \ . . to be examined .in the light of a particular "
¢ ' e .» ¢ thepretical model. *
-— ° R - = ' ." - - -
".25 MINUTES 3;, . DISCUSSION: PROFILES f
> 2 J, . \ . i
. . ; Lo
» ® - Ask thé trainees to return to the stall groups’™ .
o’ - ¢ formed for the previous exercise...- :
- ', tos . , e L,
- ) . “~ ‘ ’ . ! . .
- 3 ,. / } coth -~ .
e - - v , 90
\ ’ ’ ’ - ‘ - \ .y * ~ -
’ - (\‘(”
v 85 & L
. * . .. % 4
<«
o, °
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MODULE

v.

MANAGERIAL STYLE AND PLANNI

FOR 'CHANGE

TIME, MEDIA, -

AND MATERIALS - '

b

OUTLINE OF TRAINING ACTIVITIES

° Allow 10 minutes for the' small group to
examine the relatlonshlp of profiles to personal
experience, discuss their profiles, clarify points
of confusion, and explore some of.the implica-
‘tions of their scores for their work.

Durmg the small. group discussion perlod

the “trainers should make themselves avail-

able to answer questions.

NOTE:

k 4

o, . After 10 minutes, .re-form the large group and
. ask trainees to discuss what they have learned.
relate the four quadrants to
as outlined below:

t

e ' Trainer processes,
generic "Style . description
“~

- Quadrant | - Directing . ) 4

am - Quadrant

Quadrant
<Quadrant

It - Consulting
I - Collaborating

1V - Delegating.

15 MINYTES

" Newsprint
—— Magic Markers -

4. LECTURE/DISCUSSION:, IN PRE-

THE CONSTANT
vENTwoN CHANGE * :

i3 .
"In a world characterized by constant :
. change,. the learner will inherit the world,
while the léarfned wijl be equipgped to tope
with a world which ho longer exists." -
« - Eric Hoffer
. . P
e ' Using the earlier exercises, during which par-
ticipants placed their programs (and the drug
abuse prevention movement) in a historical con-
text, reinforce the partnapants' awareness of
. the constant impact of change on thelr pro-
" grams. Cha makes the ggncepts of such’
theories as .| cycle Ieadershvp particularly
applicabte for preventlon managers.

° In the large gro8p, ‘discuss -the following: How
do you and -your orga'nization"cope with change?

. . . . .. .
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MODULE . V. MANAGEEIAL STYLE AND PLANNING FOR CHANGE

TIME, MEDIA,

| AND' MATERIALS | OUTLINE OF TRAINING ACTIVITIES

»

the normal

NOTE: 'You should list, on newspri

RN . - * organizational consequence of chahge,
' o including both the negative responses
' . ‘(fear, resistance, copfusion, desire to

* return -to the "good
the positives (¢

d days") as well as
enge, excitement, crea- .,

*

® - Conclide discussions with the following state-

- . . ment:
& - As managers, if we assume that change is
going to happen, we have two choices: to -
- struggle against it or plan. for it. Ptan-

t

ning for change significantly enhances the
possibility that the consequences of change
will be positive. - '

1 " : N
20 MINUTES . 5. LECTURE/DISCUSSION: THE 'MODEL OF .PLANNED
\ N RENEGOTIATION ' , . /(\
‘ . (Some .of the material in ‘this lecture is directly
- : ' excerpted  from  Planned Renegotiation: A Norm-
. Setting OD Intervention, by John J. Sherwood and
R \ John C. Gildewell from The 1973 Annual Handbook
) T - for Group Facilitators. This material was originally
S \ ‘e ‘ reprinted from the Warner Burke edition of Contem-
L v . porary Organization Development Approaches and
- Interventions, Washington, D.C. NTL Learning
- ‘ : . : Resources Corporation, 1972.) )

° Introduce " "planned renegotiation," .a
which encourages individuals_ and organigz
to develop mechanisms for taking méximum
advantage of changes in programs, staff,
.funding. (see Selected Reading V-1 on_page 71
of the Participant Manual).

' . : e ° Cover the following points: $
~ Vo “ “1. - Organizational systems repeatedly cycle
o, ) ' through: T s
/. , ' . . — .
) .. - The sharing of’ information\apy the
. ' ' . negotiatipn of expectations. . ’

. .
. . . . -
. . ’ M , .
. . . o . .. .
. ¢ e ) .
. .
’ L :
.
v . .

~r




MODULE . \v. MANAGERIAL STYLE AND PLANNING FOR' CHANGE .

TIME, MEDIA, i a
AND' MATERIALS OUTLINE OF TRAINING ACTIVITIES /.

3

The” commitment to a set of expecta-
tions which governs behavior during
a variable period of stability.

"A period of stability and productivity
when, for the most part, everyone
does what is .expected of them.

A disruption, at which point the pos- /™
sibility of change enters the system.

It is at the point of disruption that
expectations can be renegotiated and

change can occur.

" But, at the'very time the system I$ most
open to change, there are forces working to
maintain the "status quo."

<

This is because disruption engenders anxi-
ety, uncertainty, and_an almost: instinctive
drive to retura to normal.

-l N :
As Sherwood and Glidewell state in their .
article:

“The system must be held open
if change is to enter. If new
. information is allowed to enter
the relationship and is treated in
a problém-solving way, it
provide the basis for renegotipt-
ing ' the expectations governing
the relationship. The newly
renegotiated expectations are
therefore more likely to 'be in
line with the current realities of
the situation, and once commit-
- ment occurs, the (epsumg)
period sof stability is likely to be
more enduring before /the fext
. disruption."

6., Without renegotiatidn disruptions _ are
. ) -likely- to ‘occur' more/frequently and with
/ potentially destructy/e consequenceé
4 Ve

- 7. The concept of’ Qlanned penegotlatlon |s
‘ grounded . in ~.anticipating disruption,__ so
, ‘ / .

~ . L4
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MODULE\N..\ MANAGERIAL STYLE AND PLANNING FOR CHANGE

TIME, MEDIA,

AND MATERIALS

OUTLINE OF TRAINING ATTIVITIES

.

°

that expectatlons can be renegotlated in
,advance. - It circumvents the stress of

enae_go ;atlng in the midst of disruption.
It allows for controlled. change which is
,ultlmately more comfortable for all people
in the system.
&

The key to effective planned renegatiation
is tq take responsibility for initiating the
process of renegotiation when ,you feel a
"pinch"--a signal of impending disruption.

Worklng with this model you will discover
that "anxiety becomes controlled and toler-
able when there is a commitment to prob-

Planned renegotiation is particularly useful
to- people working with fluid, rapidly
changing systems (such as drug prevén-
tion programs) in that it provides a mech-
anism for rapidly integrating new informa-
tion and respanding quicklband construc-

tively to problems. . .
AL

€

30 MINUTES

-

6.  EXERGISE: -APPLYING THE CONCEPT OF PLANNED
—" RENEGOTIATION

3

[ ' *

] Ask parthlpants to apply the concepts of plan-
ned renegotiation .to their situations as mana-
gers of prevention programs in one of two.

ways: /
EITHER: °
@ .
Participénts form small groups, and dis-.
cuss poteqtial situations in 4vhich the plan-
ned renegotiation model would be applic-.
able, and strategies for those® situations;
small groups report out and the tralner
processes the results . .
OR:

- .-

.c _' M
in  smal groups,  Volunteers, role-play
actual si ions which may have arisen in
thelr prevention programs hey shcould

demsolving."— A R
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MODULE 1V, MAN AQEAL STYLE AND Pl ANNING EQR rug GE “
Y | AND. MATERIALS OUTIZINE OF TRAINING ACTIVITIES o
* M ' ) . ’ . N T .. ’
¢ ¢, try tq apply planned renegotiation to, posi-
- tive results from changes. SmaII ‘groups .
» - report out; tréiner processes:’
4 * * \- .
¢ u NgTE: Atfention should be given to any particular
= . % ethnic/racial minority concerns, or urban/.
. * vi®e = . st
o - rural dlffergnces, which surface.
< 15 MINUTES T 0 |7 SUMMARY : - ‘
R o" s Wrap up the management and orgapizational
. . . ¥ deVelopment models presented. Ke?in mind
. i ) the specific context of prevention programs’
. - . . within an environment of constant change, and
y ', TTTpointTparticipants to otl’\er**reso.urc:‘é?;, “including™ — 1"
' ¥ NDAC's Basic_Management Skills course.
. 2 )
- _ _'a - ¢
END OF fiODULE IV )
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MANAGERIAL STYLE AND PLANNING sFOR

'MODULE " Chiancer “ . - WOR_KQ;IEET |

, <

- ——

B!

. s # , g .
* . SCORING THE MANAGEF(I’AL STYLE PROFILE :

STEP I: , ’ -
Use the chart below to transfer \,30ur:°an§wers from the’problem sheet by cir'cliﬁg the
letter you selected as your preferred option. - Add the number of circles im each

‘column and record that number in.the column total box. .
’ as . / ‘
. Problem ~ Column | = Column M Column i Cplumn v . ‘ ‘ ..
1 AL c, . B .. D , .
2 ( B oc D - A
‘3 - C . A ! D B . -
- 4 B oA \ C - © e :
. : 5 c B .. /) D ‘ A
" 8. . B c ' D A
7. A c .. B - D .
8 B ; D ‘ A C ”
- D c .. -8 p - - A
' S R S . c + o ¢
1./ A‘ - B, . D '
s 2/ v SR S ¢ S

‘ i = -. i '&3 ,-“‘ T“, . .r‘, ‘t\ . . N . 'q - , .‘ -y » . .
. ‘. * w, ’ v o .
& Ip the gh ‘bram belo 4 place the,n’umber you show as a totaf in. éolumn I‘bp the',space
‘marked - Quadranf ‘ollow the ‘safile procedure. for Colymns: H, 111, and?IV. Theu
;- dlagqa'm »so complete w,hen there ls/a ’humber i eac;h quadran} oa s st 4 TR
PR v L 5 “ . ,,. 7 N 2 v * :
"‘ , : ‘. \ . 3. )' - " d ‘ "S ® 3 N A X.i,- 5 - 4 &QQ o z:a.' . —\;:‘ ‘bi/';r
L. ! ' . . ! . N . e 2 Py I LA Y O
- T °’Quadrar\t.\l , "Quadran £ 1| oA g ‘& j’,
. T N ‘ ‘_f-_% Y., . %’,i’!& 4L -~ "‘2:&'%"- PPk -
, - , L. - . r}‘.~,< "Dl', &, =, : et ‘ c
. s .y 3 » & 4 .
. » ) .‘,
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- A . -
R o . R 3
. Worksheet V-1 Continued > N . ’ "a
. v - o ’ -
; . T 1 . .
! . . B .’ .. . ‘Q,“ !
. - . -
Step K - . LA - R . - f
.~ ‘ t . -
AN
. Once again, use the chart below to transfer your-answers.from the problem sheet by,
clrcling the letter, you selected as yo‘ur preferred option. Add the nutqt}er of c1rcles
in each column and recor& that number in the column total box. N . e ) .
» . .
s . te
» b ) N [V ALY .
N ° . . kg Ny ; .« . ! b °
» Problem - Column | . Cofumn. |1 Column® I :«G’é‘lugnn M
v - - L A ~ ¥
. . . - i " . g, - . . . .
1 Y . . D [ . B . . » ac,.t.‘ ' . 4”. A . « 4y
' — - - —— s . .-
‘ s 2 . - A ¥y B . y D T e Cﬂ ) .,.;5} el
1- l' " ; ‘W " : 5 .3 ~ X - .
. M 3’ C ) ¥ ,,‘B . e ~ A . Q‘ D A ! . & F
- &
’ - ‘ ! fu ‘ ‘ b % T
4 B : A i % ’ C - ob i ‘
N * ’ ~ D A \'f > « C : “m
) ¢ 5 . A - - B 2o o ' ol
P ' ? » @ - . T P . v
. o~ 6 R LA «s D . B -2 G\ ) ’ .
4 o - . . ':, 9 © v -
/ S e A e D - J% 8 . . . 4
s B 8 - . o L L r . * ' % ,{,
- " } 2 v . - .. " ¥ ¥ . T . > T ] - 3=
‘. . N 8 . . B ) ., v «D > , ) Aie T s oa.vC AN ;o
1 Yo LA 7 D B PR I
. ' » e r R
RN A R A N eCh AL
Ly ry R % 4 T % 3 B Y N TR, Py - N
A D P TRPR (A SRR S
s S g ° L. - i R & -
I N RN ;q NI P ' ‘4 ¢
G- ot DQ . "{ B ' 'il. LY 2 _y
D . » : N W23 )
i o‘a." v L~ .v& r‘k"”"&;ﬁ“— .o
X . N <3 K . e % » . “ . Cd
: ‘é.g LA NP A ¢ . N B I AP "
9 g % I M L o * . e
4 '; K S T w A 4 P }r‘ 5 ‘lh 4
ERAEAS LAY P
. : - 2 L3NS 9\ ‘.) [ A \u-ﬁ D « oy ;t M * .. :\
bipryoy " g BT B L]
L4 3 T e N e T . - .
N . & ., " -152 RIS L '*'2\ ‘;.‘ NS €. e e
ry “ ) - .& =) . M 5 ’ -
s » . “d.\- , . . e, ‘ £ ,
Total.= e . - ) ¥y
. s . o * & - \ %, * » .
- * . s . - . . -
" * - ' ) . t tor Lt
SN *‘Step Ve - e . Cora T v

¥ . f‘ ’ e B .o R
Ct .* The next step is tO' do. some arlthmetlc. Take the .number in each column ahd,dt/the
¢ «mumpllcatlon as indicated. For example, if your total in Column 1 is 2, you would

- multiply 2 by -2, and your answer would be 4.. Follow the same procedure for ‘each
A column. - i ., - ¢
' “ N e . . ’ . ,
Step V: c 2oL e N R
“*  Now add the figures in each cqumn For example, Column | is -4; Column lj is 0, s
‘ Columh’*lll is 5; Cglumn IV is +1O Your total score will be +11 . N
S NV AR &
. o . oW . ’ v
. . . N s - . .‘ e o
st ! ' ! ~ P s * b %l’:-
Yo .2 ' . . . . . ,\ "
\)‘ " ! \ J ~—~ ¢ . . 5 Y B . ) . a‘.
e o Ty, 9 36 e | Ce e




-
»

\ .

. L\.:. N .n o\ s
Using the scale below, locate thé number which corresponds to the total you received
. after the addition of the figures in Columns:1-1V. Place an X on the scale at the

corresponding number. ' ! .

™

R S T SER SN B RO R |

et

. v-24 -20. =15 ~10 -5 0 45 10 315 "+20 +24

‘e

. Intérpreting the Style Profile

~

. ‘

. . \ .
The problems on the profile are written in such a manner that if answered per-
fectly,. there wpuld be three responses in each quadrant. '

- »

kN

3 3
. Quadrant Il " Quadrant NI’

1 b .
3 3

) Quadrant | Quadrant IV -

It is rare that anydne's score .sheet Igoks that way/ What usually happens is
that the distribution of the responses will reflect a preferred style and g
back-up style. * F'pr'example:

>

°
.

.e '
Quadrant Ll Quadrant 111

2 Co
Quadrant | Quadrant* IV

1)

& £ -

The person's prgferred, style is '‘Quadrant |l with Q‘uadrant 11l as a back-up

style. He/she also has- the flexibility to, use Quadr:a_nt I, but less often.
He/she does not naturally use Quadrant V. ' . ‘ U

What this part of the profile reflects is the person's preferred style and an indi-
, cation of their flexibility to use other, styles when appropriate.

~

No value judg[nent-S" should be placed on your results. 1t is simply data to be
examined in_the light of a particular theoretical model. ' .

-
) \
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Worksheet V-1 Cdntinued

-
¢

5. Step IV on the scoring sheet determines an effective rating based on the number

of responses which fell in the +2, +1, -1, -2 columns.

umn |V (+2) are considered ‘go be the most appropriate:

6. The~effectiveness rating could range from -24 to +24.

Those responses in Col-

It. is quite possible

that a lower effectivendss rating will’ correlate with a strong tendency toward

one particfpant quadrant.

For example, if a person has a score of 9 in Quadrant4-

I, he/she will have selected that option at least 6 times when it was not the.
most appropriate response, therefore, a lower effectiveness score.
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- " . IV. MANAGERIAL STYLE AND PLANNING FOR S ' .

MODULE CHANGE-1 . E - REFERENCE

THE MANAGERIAL STYLE PROFILE

5
- - . . a

»

DIRECTIONS: Read each problem description carefully. Then look at the options :
offered as a response to the problem. Select the option, which MOST CLOSELY
‘REPRESENTS WHAT YOU WwOULD DO if you were the manager in the SltuatIQ_n ,

described. Circle ‘the option you seIect .

~ S
ar The preventlon team 1leaders in your prevention program appear to be having,
serious problems getting the job dog , Their performance has been gomgxdown-
hill rapid]y. They have not respgnded -to your-efforts:to be friendly or to your

expressions of concern for their welfare. \

Whagwould you do? | 5 oo , e
. a. Re- establlsh the need for foIIowmg program procedures and meeting the

v xpectatlons for task accompllshment . -
N b. Be sure that. staff members know you are évallable for dnscussnon, but don't

pr‘essur‘e them \ ‘ .

- \ - ﬁ,’ » N
C. "~ Talk with your team, leader and then'set performance goals. v e e

) d. Wé‘i';;,ahd see what happens. .

2. During' the pasi: few months, the quality of work done by staff’ memBers has
been increasing. Recordkeeping is accurate and up-to-date. You have been
careful to make sure that all staff members are,a.ware of your performance’

"‘\expectations. What would you do? ~ )
a. “Make no chdnges. ° 3 _* ' - o :." . <

¢ b. Continye to émphasize the importanée ‘of completing |tasks and meeting dead-*

. - lines. . . .
¢ ) ' . . - R * * ’

* c. - Be supportive and provide clear feedback. ~ Continue to.make sure that

staff members are aware of performance expectations.
. ‘-‘—' a.
d. Make every effort to let .staff members feel lmportant and involved in the

. - deglsnon makmg process. "

P lt . ’ -

\ T3, Performance "and mterpers_onal lrelations among your staff have been good. You
have normally left them alone.” HMowever, a new situation has developed, and it
appears that the staff is unable to solve the problem themselves .What would

JE A you do?. -

. a- Brmg ‘the group together and work as a team to solve the problem,

1

1

\ Y !kﬁ l ' -
b. Comnue to Ieave them alone to work ‘it out. N




Referénce Sheet IV-1 Continued A ) ' . -7
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5.

]

6.~

7.

LT
d.

.
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-

c. _Act qu:ckly and f:rmly to ldentlfy the) problem and establlsh procedure‘s to
. correct it. . .

' . | .
Encourage the staff to-work on ‘the. problem, Iett:ng them know you are
available as a resource and for discussion if they need you. 4 .

-You are co\}wslder»ng a major changde in your preventlon approach. " Your staff
has a fine record of accomplushment and a strong commitment to excellence. They
are supportive Yof the ‘need for change and have been involved in. the planning.

What would you do? ) -
Mntinue to involve the s-taf?’ in thé planning, but you direct the change.
, L
B. Announce the changes and .then |mpIement them é«lth close supervnsnon

c. Allow the group fo be involved in developnng the clqa‘wge, but don't pres-
" sure them. . . . .
( . . ¢ & LS
.d. Let the staff manabe the change process, N .

You are aware that staff performance has been gbing down during the last
several months.. They need continual reminding to get tasks done on time" and
. seem unconcerned about meeting objectives. In the past, redefnnnng procedures
and role expectations has helped. What would you do? N . -
a. Allow your staff to set their own d|rect|on. -
. i . ‘
b. Get suggestions from the staff but see that the objectives are met.

>

C. Redefine goals and expectations and supervise carefully.- -~

1

£y

d. .Allow the staff to be involved in setting the goals, but don't pressure

them. . N . . )
You have just taken over as the director Of an alternatives program that had
been running smoothly under the previous director. He had the reputation for
running a tight ship. You want to maintain the quality of the program, but .you
would like to begin humanizing the environment. What would you do?

a. Do nothing at ‘the present time.

b. Continue with the admwn’s?L ative pattern set by the prewous director, moni-
tormg the staff and emphaslznng the |mportance of task accomplushment

c. ° Get the staff involved in detision- maknng and pIannlng, but’ contanue to see .
that objectives are: met and qualuty is maintained.

7

d. Reach out to staff members to Iet them ‘feel important and involved.
' - d
. l -]
You are considering expandlng your school~ based program to incorporate. a Pew
community-based program. Your staff members have m&de suggestions.about the
proposed change and are enthusiastic. .They operate effectively on, a day-to- day

basis and have shown themselves willing to assume re§p0n5|b|I|ty What would

you do? . : . . o

(4 4 " - K

.
CN-]
‘

N , . ' te TBC) o ' l‘ " .

"

<

A




. % i ,
Outline the changes and monitor carefufly. .

‘

Reach consensus 'with the staff on the proposed changes and’ aIIow the staff
members to organize the lmplementatlon

\
’

SOlICJt inpat from the staff on proposed changes, but maintain contral of

the/:mplementatlon .- . ® ‘ N

Let the staff handle it.

“~ . 4
1

8. S,taff KHave been working well. Interpersonal relation: nd_morale.. are_good . Tiwe
—quality of+ service—-detivery is" excellent. “You are somewhat unsure of your
apparent lack of direction of the group. <“What would you do?

The
man
s for

.. ¢

Be careful not to hurt your relationship with the ‘'staff by becoming too
directive. . - * : !

= .
Ta(é‘ steps to assure that staff members are working in a weII deflned marr-
ner. . .

L)
v

Leave the staff alone to work ‘as they have been.

- - -
Discuss the situation with the staff and then initiate the changes.
Director of the Single State Agency has appointed you to replac the chair-

of a task force that is long overdue in making requestey recommendations
state prevention® grant priority. The group is not clear on its goals.

Attendance at meetings has-been p&pr. Frequently, thé meetings are more social
than task -oriented. Potentially, they have the knowledge and experience to
complete the task. What would you-do? °

d.

’

o

Let the group membérs work- out their problems . \/
Sollelt recommendations from the group, but see that the.objectives are met.

Redefine and clarify the goals, taslgé, and expectations,’ and- carefully
supervise progress toward task completion. .

© s
\

Allow group involvement in sett'ing. goals, but den't push.

o

10. Your team Ieeders are usually. able to take responsibility. However, they are
PN not respondlng well to your recent redeflmthnnof performance standards. What

would you do?7™ N\

a.:

b.

’

Supervise carefully to assure that standards #Bre met. .

@ -
.

Solicit input from the staff on’ performance standards. Incorporate their |

suggestions and monitor their progress toward meeting the standards.

)
AIIow/staff lnvolvement in tAe redefinition of performance standards, but
. don tz push. ° ! ( .'

r— '
. .
- - .

< . .

AVOld confrontatlon Apply no pressure and see what happehs.

o T .ot .

02 101
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Reference Sheet 1V-1 Continued - y .
> . ‘0 - '
f L .
s . A ' ’ [ 4 - ~ . L - ’

S - ¢ , * . . -
11. You have beén made peryisor of a staff of eight group facilitators. The pre-.
vious .superviSor appeared to be .uninvplved im the affairs of the staff. They
have adequately.handled their tasks and responsibilities. Their mgrale is h-i@h.

} What would you do? : S . ) s
4 ' ' N - . ’ T .
a. Become active, in directing "the staff foward working inJ a-clearly ‘defined
) *" mannen. . - - . - - . }
’ e, ‘ . . , . . v
b. Involve yaur. staff in decision-making and consistently reinforce good con-
tributions., . S ’ : .
/ ’ ' . . LN ) . - - a
: "¢.” Discuss. past ’p'er‘_forman_c& with your'staff and then ‘examine the need for
new procedure. g . ; . ,
. ' . . ' .
<o d. Continu%to_leave the staff alone. N ’
12. You have recently become dware of some internal difficulties in your staff.“Theyl
< had been .working well'\together for the past ‘year. The staff has an excellent
record of acgomplishment. _ Staff members have consistently met their perfor-
- \mance goals. All are well Qualified for their roles in the program. '
What would you do? _— ' . )
a. Allow your staff to deal with the new problem themselves.
*b.. Tell” the staff how ybu propose to deal with the situa{ion and discuss the
necessity for these procedures. .o, : .
- . - - . N .
v c.< Make yourself available for discussion but don't jeopardize your relationship,
NN with the staff-by forcing the issue. . - ' S
d. Act, quickly and fimﬂy to nip the problem in-the bud. ’ y
. S ' “
oL o
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MODULE V.  MANAGEMENT TOOLS . . N © TIME: 4 nours
‘e To ‘familiarize participaht§"with the co'nc' ts of needs assessment, planning: and
evaluation to prepares them to work cooperativély with prevention evaluators.
. . n A4 3 3
- OBJECTIVES: - = :
. : . )
1 - r3 r
. At the end of this Module, participants will be'gble'to:' L "o
. ° Identify the three basic phases of a needs assessment process .
. M \ , ! . s . LN !
T ¢ TWrite Clear,  Spetific, and measurable program oﬁj‘ectlvqs.
. Enable participants to list the five combonents of a,logical ‘program developmeﬁt
protess , ° . . ) ,
° AcquaintSparticipants with the three ypes of evaluation described in NIDA's
" Preventidn Evaluation Research Model ’ .
) . |} ~ ‘ 2 - '
° Enable participants 'to list 1-, 3-, and 5-year goals for their programs.
| MATERIALS . )
[ ] Pencils * . ¢
° Newsprint
o Magic Markers :
. Participant, Manual X
®  Worksheets .
e ~ Figures )
o Reference Sheets . .
) Selected Readings ‘?
- Y
\‘ + ‘ g
” S ‘ v \
~ ) “ . . :
2 ’ o
LY \ .
+ 6 . O‘
e ¢ ¢ 4
. ' ¢ S . R v , i ’ - s
‘ S Ty 7 ;.
e . ) - . )
/. . ~ .. C, . '\ s
. e . . ? —_
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MODULE v .

OVERVIEW

.+ EXERCISE

- 3

fIME

. METHODOLOGY

1.

INTRODUCTION

5 MIQU.TEs're". .

-

v

] H
2. 7HE REAL/IDEAL 30 MINUTES °
! 3. *NEEDS ASSESSMENT| 10 MINUTES
A. GATHERING NEEDS |20 MINUTES
ASSESSMENT \ -
DATA ~
5. PLANNING # 20 MINUTES
. 6. WRITING SPECIFIC ‘|30 MINUTES
" .* PROGRAM . : .
L~ " OBJECTIVES
7. FUTURE PLANNING |30 MINUTES
8. EVALUATION 30 MINUTES
'9. EVALUATION 25 MINUTES
g RESOURCES L
10. POLITICS AND . ' |20 MINUTES *
EVALUATION
|11, wrap-uP 5 MINUTES
/
; ~.
4 .
N ‘ . o
",r 'j e
3 - [ ..
i , R ',“'ﬁ »
R - -
P 3
[ Y - ¢
a
,'6, .

.
» e 8
s

LARGE-GROUP
INDIVIDUAL EXERCISE R
LARGE-GROUP LECTURE/DISCUSSION

"INDIVID&A_L/SMALL-@SROUP’ EXERCISE

LARGE-GROUP LECTURE/DISCUSSION

INDIVIDUAL EXERCISE

LY

FINDIVIDUAL/TRIAD .EXERCISE
] . o
LARGE-GROUP LECTURE/DISCUSSION

LARGE-GROUP EXERCISE/DISCUSSION

) =
.

L > I}
LARGE-GROUP DISCUSSION

W
3|

{LARGE-GRObP LECTURE ., ‘

i

N\




.| MODULE V: MANAGEMENT TOOLS : yARE

- | TIME, MEDIA; ,
| AND MATERIALS OUTLINE OF TRAINING ACTIVITIES _

"5 MINUTES 1. INTRODUCTION -
. ‘ 3 ® lew” the context of change and the nece55|ty
for plagnning the change.’

N

30 MINUTES! _ 2. EXERCISE: . THE REAL/IDEAL ‘
.The Real/ldeal ‘o ) '
Worksheet Y } Introduce Worksheet V-1 on page 85 of the

' ’ Participant Manual, asking participants to com-
) N . . plete it for their own:programs.
" N . r
« . s ° Point out that ‘participants will probably .take
. * different appro%:hes to completing the Work-\
- sheet) Some may begin with. the "ideal" and
. . work their '‘way back to the-"real." Others will
L . begin with the "real" and use that as a sprmg- -
. . ¢ board for sketching out .the 'ideal." There is
. . no Yright way" to.fill‘out the worksheet
NOTE: Rely on participants to prowde information
on their own needs asses‘sment activities
N AR ] (i.e., what's working; what- is .not, and

" why) in the.discussion that follows.
Y ¢ 7. 4 3

.10 MINUTES ' 3. ' LECTURE/DISCUSSION: NEEDS ASSESSMENT

.. Explain that needs assessment is what you do to
o . " get from where you are to where you want to

. go and ‘that two levels of gneéds assessment will
o ot he examlned--program and communlt‘y needs

. ) ~ assessment.

b‘ - B A

‘ ' még —_—

A . ) \ The follﬁwing points should be considered"® whep
g | \doing needs assessment: . T
- L,

\ © N "
- ———T - Identify changes in program and community
. needs by performing needs .assessment._
N i

- Consider doing needs assessment when nodify-
' ing current’ programs and when adding new
, services. v
4\‘ ) . \'\ ——y

- It is advantageous to do needs- assessment when
\ deﬁnlng goals, developing/refiming program
.\ plans, selecting appropriate program strategieﬁ’,

| and evaluating activities. \
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MODULE. .

MANAGEMENT. TOOLS .

TIME, MEDIA,

. S

OUTLINE OF TRAINING ACTIVITIES -

AND MATERIALS

..

'

Types of needs assessment éata needed are data
on problems and on programs and services.

s . * ' .'
Needs assessment and.cross-cultural considera-
tions: ‘ N

.

it s |mpossnb|e to develop a generallzed "multi-
cultural" program; since each culture or specnal

—pofputation -has unique ctharacteristics to be con-

,) .

‘population

snder'ed\ in program design and development.
Program planning for a specific target group is
best accomplished by an individual(s) who can
closely identify with the group in question.

Such an intlividual has the advantage of being

aware of subtleties in®cultural values, attitudes,
norms, ‘'and behavnors However, simply
because spmeone’ is a member of a particular
roup does nqt mean he/she automa-
tically understands the groups needs and prob-
lems. For eXampIe, a Puerto Rican from a mid-

- dle-class background who has never_lived in or

known le from the barrio may not be able
to und@rs nd the problems of people fhvi'ng
therex

In .conducting needs assessments for special
populatnons@ok at these issues: . :
1. Is the identified problem an actual problem

for the target population?

2. What is the' target group's perteption of
its*needs and of the problgm?

Can underlying causes of the problem be
identified? .

B w

4, What resources are there within the target
population communrty that can be mobilized
to help address the problem?

Is another agency providing..negded serv*
ices, or ceuld another
services to the target group?

" Is-the” population in question using avail-
"able services? If not, explore reasons,
that may be culturally-specific, for _non-
use or L_Jnder-usq of services.

-

110 A

agency provide ,
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MbDULE

V: MANAGEMENT TOOLS -
‘ e —— ————— ——
’ ' '
. Y . 7. .In conducting a community néeds‘aSse'ss-
N ment survey of a specia) population group, .
. enlist the support’ of Rer‘sons who are like
! the target population in Ianguage socio-
. economic class, cultute, etc., to assist in
) .and facilitate data gathering. * . -
/ « ’ N PR . *
o . A The components _of a3  comprehensive  needs—
N . assessment process are: N IR
. A ‘ 1. ldentifying purpose , n )
- .2 Idenfitying existing data ' ’
' - i 3. Establishing information requirements and
. , "selection criteria. ) .
/ N . - [ .
TN 4. Selecting and implementing needs assess- .
7 ) »ment techniques
. a. Key infgrmant ' ,
g ‘b.  Community survey
C. Demographic analysis .
. "Needs Assessment * . cL~d. Infererttial indicators.* .
Process" and , . e. Program data -. ° !
"Functional Analysis ' 5. Conver‘tmg/analysmg data . .
. of the Prevention L S A\ K o g o
Planning Process" . 6. Translatmg results for planning. -Refer
Figures - to Figures V-1 and. V-2 on pages 95 -and ’
‘ . . 86 of  the Partlcnpant Manual . N
) "Conducting a s /- * -
Community NOTE: Refer participants to Selected Readings
“Assessment" and * V-1 and V-2 on ‘pages 99 and 143 of the
"NPERN Guidelines" Partncnpant Manual for additional reading. '
. . 1 . PR . ‘ ~ .. .

o | 20 MINUTES , 14. - EXERCISE: GATHERING '‘NEEDS ASSESSMENT 'DATA\\ -8
Néwsprjnt Script: | ., B "1
Magic Markers A T g

R ; : Needs assessment prowdes data with which we begin

’ to plan programs.- Then, we must determine’ how to

-plan them. - . .

S y J ) Tt
. * . ] Ask Qar'ticipaqts to  list the steps which they
7 ° now employ. a’ planmng program. Steps
. .~ listed should reflect the realitias of thei exist- . .
v : ing planning/decision- rpaklng process .
2 — N \‘5 * ’ —
[ 111 : - -
. ) ., ~
- - CE “\ < . + * .

. - . (—\.
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MODULE . MANA.C}‘E’MEf:JT TOOLS

TIME, MEDIA,
AND MATERIALS .

| OUTLINE OF TRAINING ACTIVITIES

* ~Q

Divide participants into grqups of four, and
record their similarities and d|fferences

- s v N

‘® ° Process common assumptions about planmng

NOTE:. Again, tralnqes myst attend fo differences
which may ‘reflect differing _values or
norms of various Cultures represented
within the trammg populat;oﬁ similarly,
- urban/rural distinctions need to be ack-
nowledgedand built upon rather than, dis-

. counted.

Identify any parts ‘of the planmng p?‘OC\e\SS
which -individual participants find difficult..

Discuss ways to minimize those difficulties. -

.d

20 MINUTES

"Functional Analysis of*
Preyvention Planmng
Process" Flgure

' .LECTUhE/DISCUéSION: PLANNING

® _Planning: | If you don't Kknow where you're
going, you ain't gonna get there.

Introduce the' importance of an overview of
planning “to program development, using the
eight \steps of the prevention planning. process
that are described in the Prevention Needs
Assessment Workbook (see° Figure V-2 on
page 9 of the Participant'Manual): .. , °

.

)  Assess needs . ‘

¥ b f.

2) Generate prqbl/je)m statements w <
. , o ’ e

3) Generate goal statements (i.es, the réverse
of problem statements),

4) Generate objectives (| e., milestones lead-
ing to the accomplishment of goals)

5) e Gener!te tasks/actlvmes (i.e., specific
steps leading to accomphshment of objec-
tIVes) .

6) Analyze resoijrces needed for tasks
7) ldentify needs for outside help (i.e.,
- training, technical assistance needs).

-
~

A2

‘

4

¥
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MeNT ToQlLs
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.

TIME, MEDIA

AND MATERIALS .

o
] v

OUTLINE- OF TRAINING ACTIVITIES "

Y o

Desigh evaluation comporént” (i.e., deter- :
rine measurement “strategies and icfenti'fy
help needed to design ?valuation).

t 8)

. List" definitions of problem statements,i goals,
objectives, tasks, as outlined above, on news-

print. Y 4

. Emphasize the following:
3
- The importance of ¢lear, measurable objec-
tives )

A

- \‘ . a '
The need for community/client involvement

i the planning process

- The status of planning as the foundation
" for ‘accountability and evaluation.

S -

30 MINUTES

NDACTRD's .
"Writing Specific
Program Objectives:

6. EXERCISE:

\ WRITING SPECIFIC PROGRAM OBJEG-
TIVES

e -Explain that participants will now have an

¢ opportunity = to practice writing objectives, a

skill they will apply,in developing action plans.®

A Self-Instryctional
Learning Rackageée" : * ,Refer participants to” the Worksheet V-2 on
. - €. 'page g7~ of the Participant Manual.
e  Ask for questions.
‘ . 0 Process exercise by asking veplunteers to supply
objectives for ' their programs to be listed on
e , newsprint. Discuss these,objectives in terms of
: o specificity,, measurability, and time limitations.
o I : . B T b
30 MINUTES - _ 7 N -}7. EXERCISE:, FUTURE PLANNING . e
M :.]"" , \: .
"Planning Ahead! * \‘\o Introduce WorKsheet V-3 on page 94 of the
Worksheet 7/ Participant Manual. e e
;- e . ‘
e »Give participants 10 minutes to ®individually
begin completing worksheets. . ‘e
: ¥
<y
- ' L ‘ * 1 . . e
IS ‘ ’ e
113 —
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MODULEQ Vi ;MANAGIHVI\EN&.'TOO'L; B S,

TIME, MEDIA, N L \

AND MATERIALS OUTLINE OF TRAININGACTIVITIES . -
, = — =N

[y

] Select\a Volunteer from training _audience to

complete, the' planning worksheet on newsprint.

", Vclunteer\ may, "begin with the 1-year, 3-

.year, or\ 5-year plan, whichever is most
comfortable .\ ) .

1=, 3-, and\5-year goals

1-, 3-, and Sxyear 6ébjectjves /"
Resources available and: needed
Assumjons for\ forecasting (e.g., fund-
ing, changes in ‘the "probkem"), staffing,
community growth.

N
Discuss the hypothetical plan. v
. N\

-

Ask participants té form t\rigds and provide
technical assistance to each other in developing
short- and long-range program p\lgns.

< ’ ’ W

Ask the small groups to report out.

Process eXercise, covering the followin paints:
. LN

- Difficulty of looking fars ahead

- Instability of funding, 5taffing .
-Differences among 5-year plans \
Difficulties -individuals may ‘experience
when trying to dete?[hine ways to get from ~
"here" to "there." .

Rel# this exergis'e back to the program lifeline

in Module II. rograms ,have a past, present,

and future, which creates the context for plan-

ning. - ,

e . . 4
L4 -

30 MINUTES 8. LECTURE/DISCUSSION: EVALUATION

NOTE: The trainer should introduce evaluation

: not as an alien and ‘intimidating process”
but as a natural outgrowth of a logical
process of program development. . Most
participants are already doing . évaluation
-and will be able to share with others what *

has wdrked for them. ‘

™
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MODULE MANAGEMENT TOOLS ' . .

TIME, MEDIA, - g :
AND MATERIALS OUTLINE OF TRAINING ACTIVITIES

Script: . . M

e * ~ .

 Evaluation| is a means of assessing the success
of the j different components of your plan.

There are three levels of ‘evaluation:
N\,

.

' - ProceQE evaluation: /Looklng at vyour achleve-
: . - ments in terms* of tasks and activities
- ] ¥ -
R - «Outcome evaluation: booking up« at how -you
dld in .terms .of mee

ng Yyour objectlves and
your goals. b

- Impact evaluation: Looking at the impact of
your program and other community prevention
programs on the community as a whole.

) The "Ideal’ e .. Discuss Figure V-3 on page 21 of the Parti-
Evaluation Plan" * - cipant Manuyal. Supplement the discussion of
Figure L 5 types of evaluation with examffles of models cur-

Jz

rently in use.

Su

« ' ‘&.@, '
) Discuss potential indicators of effectxyeness for
_ the three types of evaluatlon--proc:ess, out-
neo come, and impact. )
. . \u‘w . NV
. * e ' Discuss potentlal barriers/obstacles tg%‘_evalua-"‘. .
' @ . . ¢ t|on‘_ - - . ¢ v . . .
& : - - i . . . . [}
N ° DfstinguTsh between evaluation and research: ’
- . : 3
. . e - The focus of evaluation is on méasuring.
) . - program effectiveness (i.e., does it do

what it was designed to do?)..

-~ The focus of research is on testing a

s hypothesis (e.g., improved . self-esteem
red@u@ggs«%"drug ‘abusé). . s e
£ ‘ - N
. ‘ i 79}\‘54‘ . y . '
. . - \ ,
- >
> & e
- - .
’ - 2 ' 2
? -
: 115 - . 1
- \- B "
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MODULE . MANAG;EM.EN"T T(;OLS o \ | B | B - 3

TIME, MEDIA, - | . _

AND MATERIALS OUTLINE OF TRAIN>NG ACTIVITIES
R ~ . N . B -

I

v

» \

+25 MINUTES - 19. - EXERCISE: EVALUATION RESOURCES
_.-New§pri-nt ) . Y Eli‘ci.t information fr participants on what they -
Magic Markers ' * « are currently doing% evaluation. List evalua-
- . . - tioh activities on new print uhder the headings -
~— P : -t process,’outcome, and impact. ’ g ) .
' / . NOTE: The' purpose of this piece is to familia?ize
_* Pparticipants with  available evaluation V

résources, not to try.to explaip- Mevery- ™M
thing you ever wanted to -know about eval-
uation." Stress that the resource materi-
. als --e.g., the appendix of evaluation
. » instructions, the NPERN guic}eiines/, the

L. . technical assistance resources * available
through NPERN and PYRAMID™-- are all
. - available to "help them meet the specific
) / » needs of their programs. .
/ , ‘ Where possible, use the ‘State Prevention
n Coordinator as a-resourge to give partici-
£ - pants additional assistap‘i:e for understand-

- . ‘ ing the evaluation needs, criteria, and
< o . research priporities th@'t are outlined in

’ their State plans. i .
- . X Ve e ~

!
M 2

-

. 3
\——

R - . .f.;
\ : 10. DISCUSSION: POLITICS ANDéV;{L‘UATION

® . Lead a partiéipantldiscd;é‘sion of the concepts/
I presented in Carol Wéiss' article, Selected *

¢"Where Politics _ * Reading_ V-3 on page ;{:6!'1 of the_ Participant 4
and Evaluation - . ] Manual. Asl§ for ques,tépns, comments, other
eet". ' * ) perspectives. St ot .
. . ’ / ! ;}J"' « L

4 NOTE:  There are,three majh concepts to befamil-

+ iar with in leading Zje discussion: =

. .
[

rams are "creatures of A

.

i 1. Prevention pro
/7 : political decisipns" and immersed in -
Y : the "politics" ©f organizational sur-
t . . Vival." This ppses; a number ofprob-
N o ' . r ‘lems for the evaludtor: '
~ NN

. . - Pr‘og'ram‘_gyoal are often inflated,
o i " . urirealistic' promises, which have o

. " evolved through the political
procesges of persuasion and

negotigtion
\‘ \ﬁ 4
L . 116 ' ‘
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MODULE V: MANAGEMENT TOOLS -

TIME, MEDIA . . -
AND MATERIALS | OUTLINE OF TRAINING ACTIVITIES -

’ H P’
4

Program goals are often’ "diffuse
and sometimes inherently incom-
patible,” because they were
devised to win over 'diverse
values and different interests"

With such ambiguity -in goals,,.
"program people proceed to inter-
pret and- act on the same
" goal in many different ways

Even while the evaluation study
is in progress, the program. can
veer off on another course under
political pressure. .

Evallation reports feed into the politi-
cal arena, where "evaluative evidence
of program  outcomes has to compete
for attention with other factors that
carry weight in the political process."
The evaluator must be aware of the
following: -

- A program, shown to be imeffec-
tive by evaluation results, ‘may
be, nevertheless, perpetuated to.
satisfy woters, pay off political
debts, etc. ’ .
Positive evidence of program
effectiveness may not "shield a
program from dissqglution”

"Maximizing program effective-
ness is only one of many values
that enter decisions"

When decisions on funding have
to be made within 12 months,
" there is little -time_to gather or
considgr, evidence n proggam
outcomes.

Evaluation, itself, has a politicat .
stance: ’ :

_Evaluation incorporates a series
of * assumplions. Some of these
are:




MODULE .

MANAGEMENT TOOLS

TIME, MEDIA,

¢ e )

AND MATERIALS -
R b

<

OUTLINE OF TRAINING ACTIVITIES

a)

That the program goals are
. "right"

That given program strate-
gies are the most reasonable
way of approaching the
problem \

b)

c) That the "social diagnosis
. and prescription" that the

program represents is' valid

d) . That "the program has a
. realistic chance of reaching
g its goals.

Evaluation - studies generally
focus , on program variables to
the exclusion of other social.and
instiputional structures that
affect the lives of groups receiv-
-ing services .
%

Criteria for sélecting programs to
evaluate are political '

. - Evaluator phay have the tendency
< to interpret his/her data In light
of the expectatigns or stance of -
+ the agéncy commissioning the
evaluation, which is almost 'mever
. the program itseif.

‘s MINOTES

4

N .

N

B g

1. WRAP-UP

Review and preview:' As Lily Tomln: said,
"We're all’ in this alone together." Our next
modules concern ways to get help in making
your plans into real programs.

[END OF Mos&*‘e v
Voo '
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INTRODUCTION :

[

This seIf instryctional module is de5|gned to help. you Iearn how to wrlte objectives
, that are cIear and specuflc )
b *

. : : ) '
When you Have completed this .learning package,..you will be able to do.the following:

. < " .
1.  Distinguish a goal from an objective; ’ \
2. Identify program objectives thelt are specific, measurable, and time-phased; and
' - , ) ,
3. Write program objectives that are. specific, measurable, and time-phased.

' 7
If you. are confident {hat you already know how to write speuf(\ program obJectlves,
please take the pretest. - " When you have finished; check your

results with the trainer., If both’ your objectives  are apprOVed by. the tralner, you -

will have met the objectives of the learning package et

°

or, if you prefer, sklp the pretest and turn immediately .to the .'instructions.

,
~

ek k k * Kk % . . 14

INSTRUCTIONS
- =

> . . .
Compliete each part before turning to the next part. Read the material and_answer
the -question in each part; then check your answer.

* ’ - M 5 . - .
Now begin. — . - \J
- ) 7 . . Q‘
' ) X ok ok ok ok * .
\:, B S ' ) .
-« . . 7 )

What is the difference éetween' goals and objectives?

v

A goal is a genera statement of what we |ntend to do. Because goals are stated in
. general terms, they can be mterpreted in many, dlfferent ways.
An objective is much more s ecnflc than, a goal. A well-stated objes,tlve leaves little
oubt about exactly what: w:I?%Ee done, how this will ‘be measured, and when it wnll be

-

ac\compllshed _ .

;‘ -0 ¢

’

Is the 'fo“owing' statement a Yyoal or an objective? "Drug abuse will be reduced."

(

» - —

- Answer:

g




_Is the following statement a gdal or an objective?

—

.

' . . : -
Worksheet V-2 Continued J . -~

-

o

If you’ said goal, you were right. The statement is~too general to be a good objec-

tivem r .
If you §aid objective, take another look at the staement. Does it tell you how drug
abuse will be measured, or how uch it will be reduced; or by what.date?

- -
-

YThe incidence of arrests for drug abuse in Center City will be reduced by 10 per-

‘cent within one year." .
Answer: (/r . ' . /
) 3 ’ .' . . | » '
. - )
- M * * *k ko Kk * '

If you said objective, you were right. The 'statement clearly specified what the.

result would be (incidence of.arrests for drug abuse in Center City will be reducéd),
how this. will be measured (reduced by 10 percent) and when (within ®ne vyear).

.In the space below, write the différence between allgoal and an objective.

, v . \
. . .
’~ .
———
- “ ) : A .
— x ok k k % * ° ,
& .
) o ;‘ l' & ‘
. List below the three essential characteristics ©f a us&ful ‘objective. -
- - A ) ~ :
1. - £ % « k™ ) S °t
B . . . . - . - .
2. ] \( ' - .
=A d
Now go to the next page R

.
.
.
v * .
» -




. Worksheet V-2 Continued " ;

4 - -~

. v

~

The three esséntial characterlsg;tcs of a useful objectlve are the followmg ’ N

dt states specnflcally the’ resu‘!t ‘to be accompllsheq

2. Itis expressed in measurable terms. ' T
3. It identifies when the result will happen. . ) " '
. ‘ . . . 3

Let's concentrate on the first two .characteristics of a good objective: § . ’

1. It states specificaily the result to be accomplished.

2. It is eipressfgd in measurable terms.

- °
e . . .

1 e
Put an X in the box besidg each of those statements below that:

.. . 4 s * Vi
. S°pecificélly state a result;. and . ) . :
® Are expressed in measurablé terms. .
'S o, Lo
1. ("‘) Establjsh drug abuse referral systems in the five largest police departments

in this State.

I )

- J
2. (-) Provide drug ablse prevention training to school teachers. |

2 1

3. () Design four weekend recreation activities to involve 25 inner city youth."
4. «( ) Reduce drug abuse'to a level acceptable to the public.. * )

5. () Conduct a campaign to increase public awareness of substance abuse related

problems. - PR
6. .( ) Increase by two the npmber of commypmp/s;mtaruly contrubutmg ;

goods or services to the drug abuse prevention program on a regular basis.
7. () Reduce by 20 percent the number of drug emergencues at the hospital
through drug education in area schools. : _ .

«

.

8. () Explore formation of a State Y:irug abuse prevention program association.

0
. -

9.2 () Initiate &n .assessment of substance abuse prevention prpblems in the com=-.’,
munny

10. ( ) Establish a peer group rap meetung for junior Kigh students that is accept-
able to the students.

- y

-

R ) * 1241 {)¢ ) g




N . " ’ : ’ T ) . N . ) ° B
QWorksheet V-2 Continued ) - y “
You &?uld have pIaced an X before statements 1, 3, 6, 7, 10. . - SRR
. Take another look at, any yeu missed. Do those statements telb you specuf?cally what
the expected -result is and how"it is to be measured" - e T .
3 . . v ¢
- ~\ . M . - ) ) ’ W !‘
¥ ¥ % X ¥ ¥ 3:; 4
-t . Lo SIS 5 A
z ) s

~

The third characteristic of a useful objective is the time frante, whxch states exactly
when the result will happen, or Ry what date it will be*completely accemplléhéd

»

Wthh- of the following statements specnfy a clear fime frame? . o :
L S . gt :
1. As soon as posstbje T "
’ - > : . ~
2.+ By the last day of each month o ‘
?. Immediately ] - . ~§ (=
. L«—) =
4. Whaq fqasnbple \ 3
b . B Y N -
5. By July 1, 1977 N . :
b " . ’/ ' ’ ° -
Answer: : - . . . & -
. B . Ve : . - . N -
R ~ ’ \‘, ‘ l’,\’\ °
- Y X ¥ ¥ ¥ ¥ > L .
~ . | L A :

Numbers 2 and 5 specuflcally state % what time or d&‘tﬁ could expect a result to

happen. The other statements don't tell us how so6h is* ible," when is "immedi-
ately" (today” this.week?), or how soon "feasible" is. L
s “' 0 ¢
Useful ob;ectuves must specnfy when a resuit will happen by stating a date or giving
the number of days, months, or years K . ,
List again the three characteristics of .a useful objective. ' < '
1 . \
2. " ) . \\ .;‘ 4
N \\ ) -
3 . - \‘v st \)' , .
. : . M '% Lopm V‘{ - 5\‘ “*:%;
“If you are not sure,‘\c:heck Zour answers. s :
‘. v ‘ “ 3 " \ 6.
- - . . ¥ % . . /
4 . ..
v L] )
A w!
‘ 125 122 o ) -
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Worksheet V-8 Continued

s

< h =

o

‘ K Now try to find each of the three characteristics i# the objective below.

Objective'

$

Provnde 40 hours of in-service tralnlng annually to all elementary school teachers
within five years. . _
~ o 3

1. Underline the parts of this objective that state the intended result.
. -~ Place a_aron.jnd the parts ;hat are measurable. -
3. ‘the time frame.

Your answer should look like this..

Provide of in-service trammg_Mto-elementary schoo! teachers
» - €within .five year

Now. d the same. with the following objectives.

1. Onderline the. specific résult intended. -
————— . hY

Put aaround the measurable parts.

L

-~

Establish a recordk®eping system jfor preventlon actlvmes acceptable to NIDA by
the beglnnlng of the nex U year:

Kl
3\—’Prov1de 30 hours of training -to 350 shop foremen in |dent|fy|ng and counseling
potential and actual drug abusers by: September 30, . 1979.

~
~

-
s

The answers are:

Develop prevention program objectives |that are consistent with theFéTé']of the
rogrem(Within one yesry

Establish a recordkeeping system for prevention activitiesﬁhat is acceptable jto
NIDA(BY The begmning of the next budget year—

Provnde‘30 hours!of tralnmgleach_ ) orel in identifying’
seling potential and actual drug a




Worksheet V-2 -Continued ) . d

Write two specific program.&{\gctives for. your- prevention program that you consider
important. i ‘ e

Your tratner will give %)u instructions for checking _‘the specificity and usefulness of .
' your, objectives, ' : ) '

* o v '
. . )
’ ‘ < a

.
-
»
< 2 \ . -
‘ ’
.
~ ’
N £,
- « - ’
.
< \ . R
«
4
! - £ .
,

+
v . )’
¢
. \
by ’
el
~
o
‘. . q ~~
.
- . , )
! %
* .
®
1 ot -
‘. -~
A
®
. A .
F)
-
.
» Ve Q
N ]
s
kY o
¢ -
’
° N hY ) )
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.
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> - ¢
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.
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.
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: "PLANNING AHEAD" :
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GOALS. . OBJECTIVES AVAILABLE NEEDED ASSUMPTIONS .
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MODULE . ,uacevent TooLs-1 \ -

NEEDS ASSESMENT PRQCESS '

.

Decision 15 made to condud:c o
a needs assessment scudy

| " ///,' ]
| T L ] .

\ ‘1Zefine the purnose

Vo

! Cefine the resources .
of zhe needs avallanls for %he neegg | -
assesswmen: Asgessment ) ’
) h . \l/ . .
Ident:iiy data requiremen
L2

’
< — i —
Téentiiy Zesired re- r Selact a Zaca ,' *
L N 20rIs 2nd 2nalyses collaction zacanigue |
. . '-
. e \
-- Key Informent :
. -- ommunlty_Surveb} )
-- Demograpnic Analysis
-- Inferential Indicator: .
4 * °
-- Program bata
~ . *
- . l / . X :
. . - 5
L]
o L "l
N \ -
»
ul - ¢ \
L]
- / *
. v - ’ * * '
. A4 ‘\
-~ * ’
° Analvze Data
- N * *
cevelcp matarial, " Convers daza :nto
> regorss and oriefing format useiul o <
sackages ) s - clanners
. ‘e »!
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MANAGEMENT TOOLS -2~ . .

_ FIGURE |

»

-

Detexnmin easure-
ment strategies

Identify evaluation
help needed ~

pa——y

Evaluation
Component
Designed

—
- L3 .
* .

Determiné purpos
of assessment

NS et
FUNCTIONAL ANALYSIS .
OF THE PREVENTIQN
‘PROGRAM PROCESS -

Design” as

Needs

Assessed | Refine techniques -

Collect.data

/

Analyze data

7 ~ S

Training
and TA,
Needs
Identified

8

1dentify needs for outside
help

e Training .

e Technical assistance

y

6

Resources
Analyzed

¢ -

e Ensure the relevance - ;
. Y

NEEDS ASSESSED--STATE VEL

Data used to: R?.

e Refine philosophy

e Determine appropriate
"goals and objectives

o Identify appropriate SSa

roles and activities , - ' s ;
e Plan programs ‘ Determine philosophy of -
preyention

NEEDS ASSESSED--LOCAL LEVEL Determine role of SSA
Assess community conditions

Data used to:
Analyze legal mandates

Problem
Statements
Generated

of programming , * 3
® Respond to funding . :
guidelines
® Determine appropxiate
gbals, objectives, and
- program activities
e Provide baseline -
data for evaluation '

Goal
Statements
Generated

Analyze resources neede@

for tasks
e . Human e Financial
- & Material e Other
Identify available
resources

N

' specific steps to be
* undertaken

a

Break down objectives into

\K Réverse problem statements,

'EXpress as jobé to be
accomplished .-

/Break’ down goal statements into mi{estones

LTI

Express milestones in measurable terms

-

Milestones express observable conditjons

e which lead to‘accbmplishment of goal .
* ’ e 4 ‘:Q.
A\ . 10 -
| . o )
.1 2XW) =
<O .

ERIC

Aruitoxt provided by Eic:

’
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MODULE

< 1

O

RIC

Aruitoxt provided by Eic:

-

*

THE IDEAL& EVALUATION PLAN

g 1
Mg

-

Reprinted from the National Prevention Evaluation Guidelirfes, National Institute on Drug Abuse,
August 1979, ' \

3.

4.

5.

6.

7.

‘8.

o

' EVALUATION ACTIVITY

9. Feedback for
‘Utilization

o

Develop
Alternative
Evaluation
Designs

Select Evaluation

Design - 1.

- -
Operationalize
Evaluation Design

Analyze
Decision

. Making

Q N =

a

Individual Foxces

Organizational Forces
- *

Test Evaluation
Design

Revise

on

Evaluation
Design

Collect and 2.
Analyze Data

Analyze
Program
Activity

Socio-Political gnvironment

«

A

»

Ty

DEVELOPMENT

. Needs Assessment
. Policy Devalopment
Program Dekign.

- Program Initiation
Program- Operation

i

S

X v

»

N

”

.

External
Forces
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TIME: 4 .hours

‘ 1 Vi: _NETWORKING AND INTERAGENCY"
MODULE - J COLLABORATION ’

GOALS ‘ S , SN

. “\ v »~
Yy .
. $
e  To explore options for program growth through networking and interagency col- 4
oration . . i . . S . R
a» [ . . >
P . To%apply these concepts to participants’ programs and’ communities. “ .
. o o ~ -
DBJECTIVES -~ - C
\ -
P Y
At the end of this Module, participants will be able to: .
) . kist at least five other local organizations and agenci.es in their c:.ommuni'ty with
. ° - whom the potential for collaboration exists
~ P » .
t I . . n . ¥ -
- e Describe the basic assumptions behind networking
8 o s v - LA
) Develop a plan fpr, a prevention support network within t%eir own c'omn'!unity‘
7717 e Tdentify at least one program objective which might be achieved through network-
ing or interagency collaboration.
. N 4
()
o ° Paper * .
o Pencils " = - ' A
) Newsprint . . . : u
. Magic Markess : . + 0 i .
. Tape Yoo . ‘ . .
. Participant Manual . - .. .
s . Supplementary Material ° , . , .
Te Selected Readings -~ . . .
o . ‘ § s
8§ we 4
’ - ° . ) ﬂ
e ‘ L - - D : A
, o ® . L3 & 9
< ) . $ ”
- ! ¢
. o {
Al \_’ ’
.. - o - L
4 [
A P - Emle "
N + . h ’:.l‘\
. ~ - B
. N - ) LN F
& . PY o
- N ) - 0
' R -
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HODULE Vi

>

‘OVERVIEW  ° * .

: , —~R— — '
EXERCISE- -, TIME . METHODO
, 1. OBSTACLES AND |.1 HOUR LARGE-GROUP LECTURE AND SMALL- '
CONSTRAINTS TO GROUP EXERCISE
INTERAGENCY ' ’ )
- CQLLABORATION - ,
2. INTERAGENCY 1 HOUR LARGE-GROUP LECTURE/DISCUSSION/
- COLLABORATION |10 MINUTES | DEMONSTRATION
* 3. NETWORKING AND |1 HOUR LARGE-GROUP LECTURE/DISCUSSION /
COLLABORATING '
4. APPLYING IT TO'* |30 MINUTES .|SMALL-GROUP D|SCUSSION
YOUR OWN : . .
PROGRAM \
5. CAVEATS OF. . , |10 MINUTES |LARGE-GROUP DISCUSSION
NETWORKING/ '
INTERAGENCY - .
COLLABORATION . . o
6. \WRAP-UP/SUMMARY |5 MINUTES  |LARGE-GROUP LECTURE
& lne - v M
I ' '
— e .
' \
A}
vl he
' o - -3
- i {
. ! /' . o s
Ny ° |
- mlifh
-~ .0 " *
: . 136
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MOEULE Vi: NETWORKING AND INTERAGENCY COLLABORATION

TIME, MEDIA,
AND MATERIALS

! HOUR

Paper

Pencils
Newsprint .
Magic Markers
Tape

-

OUTLINE OF TRAINING ACTL\//T/ES )

L&

EXERCISE: OBSTACLES. AND CONSTRAINTS TO
INTERAGENCY COLLABORATI
- L4 EN v
° Introduce ‘the exercise
Script: < ) , -

For most prevention programs,intqrasency communica-
tion and collaboration are necessary. Without the
continuing support and assistance of the community
ard local public and private agencies, the prevention
program will have, difficulty accomplishing its objec-
tives. Module |l discusged some of the problems
faced by prevention progras in the turbulent field.
ways¥in which the techmqﬂ;es of networkin5 and
interagency collaboration can aid in overcomihg some
of these problems will be examined in this module.

Balancing Head and !_-ieart (1975) points out:
"The program ,operator will make a careful
assessment of the political and ‘social
dynamics of the environment he wants to
change. Who are the Key decision makers?
And what are their views about drug -
abuse prevention and edudcation? Who,
within the school and the community, are

the behipd-the-scenes power people? Has

anythin{like this ever been tried in the
school &r ‘community before? If so, what
were the results? How active are the par-
ents in the school or community? If they
are influential, are they likely to support .’

o the new strategy? The program operator

cannot be too well infprmed about_ hese
factors, for all of them will affect his suc-
cess."

For the purposes af this training, barriers to cpl-
laboration can be 'viewed as either obstacles or con-
straints. Obstacles: to collaboration are individuals or
situations that seem to block collaboration, but that
can be removed, avoided, or negated. Constraints,
on the other hand, are preestablished conditions that
impair collaboration and that are difficult to change
at a particular point in time.

ldentification and classification of barriers as obsta-
cles ‘or ‘constraints™ can help when analyzing one

B
»
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MODULE v

.

NETWORKING AND INTERAGENCY COLLABORATION

TIME, MEDIA,

AND MATERIALS-

7

OUTLINE OF T/?A/N/NG_.ACT/V/T?ES |

o v

agency’s relationship with another agency, and when
trying to enhance colaboration with ‘that agency.
Obstacles and constraints are not. fixed: In fact,
what is an obstacle for one person may be perceived
as ‘a constraint by someone élse. Attempts to change
some constraints into obstacles or to ameliorate the
effects of some obstacles are often beneficial.

The purposes of this exercise are:
l. To help you to identify and place m_pr'lor'lty
possiblé: barriers to cotlaboration, and

. /

2. To help yous to understand the differences
. between obstacles and constraints to coilabora-
tion and the implications of this distinction.

\ .

) Ask each participant to list on a sheet of paper
five problems or barriers that he or she has

ncountéred when trying to collaborate with
other agencies. Ask each person to identify
these barriers + as obstacles or constraints.

. After the participants have written their lists

(about 10" minutes), divide them into small

4 grot.gs of six persons, and give them news-
print, tape, and®markers.

. ® Explain that each .group will have 20 minutes to
-. —---develop a list of what thew consider to be the
top five barriers to collaboration and to order
- these barriers by their priority. ‘All group
members should agree on these barriers. The
process for obtaining this consensus is left to
the discretion of the group. The final list
should be generated from the individual lists
and, if possible, should include problems that
are- familiar to all members of the group.
Groups should choose a reporter to pr-e;sent the
list and to describe briefly the process that
< occurred as decisions were made. ,

' - Y

- ° Begirti the exercise. . Observe member and group
behavior. After 20 minutes have elapsed, call
time.

] Ask each small group to report. Ask the fol-
lowing questions if the reponts do notrcontain
these points: _

y - 7 : L
~ - Fey
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TIME, MEDIA,
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OUTLINE OF TRAINING ACTIVITIES

.

¢

N

- Are the top five problems generally e¢bsta-

. cles or constraints? Can the fact that

. ‘me'mbers of an agency disagree about the

Xstatus of a situ 1--whether it is an

obstacle or a constraint--impede collabora-

tion? ) ’
e

- How difficult is it to be faced with someone
else's ,problem of collaboration? What are
some ~ personal experiences itlustrating
these top five barriers?

- How does the act of differentiating between
cbstacles and constraints  pave the way for
developing strategies that dedl effectively

© with barriers to cottaboration? - ---—

- What was the process by which the top
. five  barriers' were identified? Do most
groups attempt to solve their probfTems in
this manner? ‘

) .

~If the members of each group generally agree

on the top five obstacles and constraints,

stress the importance of achigving a common
perspective as a basis for future work. If
there are considerable differenges of opinion
witHin the group, point out the difficulties and -
the benefits of trying to establish a common
ground for enhancing collaboration between

one's own agency and outside agencies. You
may wish to summarize in this way., &

' —_

. e Script: e . .

«Five major areas in which obstacles and constraints ‘
often develop include:

ol
2.

w

Intragrganizatiorral arrangements

Program goals or phitosophies < ..

< &

Characteristics of other organizations (agency
size, policies, eligibility criteria, etc.)

Environmental factors
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MODULE . _ NETWORKING AND INTERAGENCY COLLABORATION P
- 3 < | :
[ TIME, MEDIA, : .
| AND MATER/ALS QUTLINE OF TRAINING ACTIVITIES
. e ) . - o
- ‘ ! \ 5. Prognafylmage (in terms’ of ;rogram success, ‘
- ) staff professionalism, cliént coping as a result §
, ) - . ‘ of the program, etc.) .
| HOUR, 2. LECTURE/DISCUSSION/DEMONSTRATION IN:I'ER-’. d
10 MINUTES : AGENCY COLLABORATION ) s N . R
’ s >&‘n‘ o
o "Interagency ) k NOTE: Tell participants - that thls}it'h]aterlal is ¥
Collaboration" CN— adapted from Interagency Collaboration Pro-

- ject (1976). See Selected Reading Vl{
: N ‘ page 181 of the Participant Manual.
Y o3

£ - . Introduce the lecture/discussion.
: —— °

Script:

> . o The need for better ‘interagency scollaboration ard
oy . . " communitation is becoming an .increasingly familiar
o topic among the personnel of vamous community ser-
. Vice agencies. Although almost éveryone agrees with
- the concept of collaboration, few agree on its meth-
ods. (To date, the one systematic study on the topic
‘is the Interagency Coliaboration Project, Bureau of
Drug Rehabllltatloh sponsored by the State of Vi

.. ) - ginia.) Peadple frequently cite the need for ter- | -
" - ) v agency collaboration, but they engage- in /it too
! infrequently. /\
. Bi 4 'l s

The purpose of this lecture/discussion is to describe
some concepts gnd techniques_that might be used in

. b your program to‘improve interagency collaboration.
. " These techmques are helpful to prevention program
. ’ managers who .aré concerned with the following w e
' ‘ : issues: ‘ : - .
e n - How can we work with the school board, city
,oo0 ' (or county) council, the adminjstration, etc.,
f - . so that they understand the value of our pro-
” o ~ C gram" ] . ' . .
. . -
., ‘ - How can we improve our chances to increase
. - our staff, budget, *and/or facilities? ¢ J
. X ) ~
L 4 ® L ) * /
. o e - ,
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MODULE | vi: NETWORKING AND INTERAGENCY COLLABORATION

TIME, MEDIA, - . pat
AND MATERIALS | OUTLINE OF TRAINING ACTIVITIES

- 'How can we be proactive, rather than reactive?
How can we< gombat apathy? How* can we
improve our creditfility?.

/
xe  Discuss the concept of collaboration.
L 4 '

Script: .

Although it includes elements of both coordination
and cooperation, collaboration requires greater inter-
action, and equality between partners in a particular
undertaking. For example, collaboration * woul
require that wvarious individJals work togdther fo
deal with a person's drug-reféted problems. To col~
laborate, individuals- in different agencies must
establish a reciprocal relationship and give mutual
aid. ' '

Obstacles to collaboration are many and varied.they
can range from the unavailability of key preve'ntion
staff to a negative telepho contact with a center's
receptionist. v

The™ Coliaboration Model “itself” is based on three
major concepts: reciprocity, ‘roles, and systems.
These ideas and techniques are not new. You prob-
ably are aware of and practice many of them every
day on the job. By using the Model, we can
increase our awareness of interagency relationships
and improve our ability to institute, maintain, or
change an agency's level or pattern of collaborative
activities. . ;

\
t

. Discuss reciprogity.
. L)

- .

Script: -

Reciprocity is such a well-l?nown‘social phenomenon
that some sociologists consider it a2 phenomenon com-
mon to all cultures. Reciprocity consists of a nfutu-
ally satigfying exchange between two individuals
wherein the needs of both parties are met. Giving
gifts and doing favors are common examples of reci-
procity. ) ° .

L4 - o

Effective interagency collabotation is based on the
establishinent of mutually- satisfying, reciprocal rela-
tionships among individuals -in different agencies.
There can be many different mediums through which

. - N A
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Vi: NETWORKING AND INTERAGENCY COLLABORATION

TIME, MEDIA,
AND MATERIALS

OUTLINE OF TRAINING ACTIVITIES

’

"Role Behavior Needs"

to exchange (e.g., information, compliments, pre-
sents, equipment, funds, etc.), and two individuals
may use -different mediums of exchange with each
other (e.g., if you help the staff member of another
agency with a client problem; that person might
share information with ydu about potential sources of
funding). However, each interaction does not resuit
necessariily in a mutual exchange, satisfying or
otherwise. There may be a series of unilaterial
exchanges that only eventually balance out (i.e.,
one may have tor give a good deal. before getting
anything). i

] Ask participanfs to give some examples.of reci-
procity. . ‘

® Discuss roles.
Script:

The concept that individuals occupy certain roles

» within the context of their jobs represents the sec-

ond major aspect of the Collaboration Model. We are
all quite familiar with the more common family roles
of wife, father, son, daughter, etc., and many occu-
pational roles, such as ‘those of the policeman,
teacher, -apngd’/secretary. Each person who occupies a
certaiz/ position within an organization forms a ' per<
ceptioh of what his or her role is or is not. This
role /has been defined by his or her ewn perceptions
an%by those of superiors, co-workers, and sub- .
ordinates. ' - -

/To carry out a role as it has been defined, the indi-
vidual must obtain certain things 3nhd develop or eli-
cit certain, behaviors from others in his or her
environment. Thus, the individual has certain needs
that must be met if he or she is to engage in the
behavior, that js considered appropriate for his or
‘her occupational role. In the Collaboration Model,
these needs are called Role Behavior Needs or RBNs.
The important point is that individuals who occupy a
position within an agency are playing or fulfilling a
role that depends on actions’ and input from others.

] Ask participants to turn to Selected Reading
VI-3 on page 209 of the Participant Manual.

B
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MODULE ~ vi:

NETWORKING AND INTERAGENCY COLLABORATION

TIME, MEDIA, -
AND MATERIALS

¢

-

*

"profile of a Nurse"

~

"Profile of a Sheriff"

OUTLINE OF TRAINING ACTITIES .

. Discuss the paper. Note that this Iist\.of eight
RBNs is not exhaustive and that some overlap
arises among the categories.

Al v

Script: .

An understanding of RBNs helps us to conceptualize

and formalize._an approach’ for assessing other indi-
» vidual(s) in ;1 interegency contact. We would like
you to try to apply this RBN analysis to the p(‘ofnes
of two mduv:duais -
‘. Ask participants to turn to Supple‘mentar{/ .
Material VI1-1 on page 179 of the Participant,
Manual. Allow participants time to read the
profile and to identify the RBNs. ~

. Ask for wolunteers to identify various RB8Ns |,

3nd to indicater which phrase or, statement in
the profile suggested that RBN. ) .
Repeat the same procedure for Supplementary
Material VI-2 on page 180 -of the Partxcxpant
Manual. Individuals may ldénu.y raore than four
- RBNs; cncqurage discussion.
NOTE: = Examples of RBNs: Nurse--Professional
. Competence, Status, and Support;
Sheriff--ConIroI of Information, Status,
" Task _Attainment’ * :

¢ Summarize this section, -

\ -

Script: .

For the purposes of this training session, the pro-
cess of determining where others_a Mcoming from"

(

(that is, of identifying their pqrtlcular RBNs in a

given 5|tuat|on), is referred to gs "“individualizing."
Although all individuals who occ y a similar position
within an agency may share some RBNs, some of
their RBNs differ.. Successful appllcatlon “of RBN
.analysis, depends on treating each individual and his
or her role in the agency as a unique case. .

’ A )

. Discuss systems. A
— Ta R

3
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TIME; MEDIA;.

AND'MATERIALS - | OUTLINE OF TRAINING ACTIVITIES

-

. N Script:

within/they ¢community: More specifically,

of .services, etc.).

The entire collection of human service
/ within a _community can be viewed as a social systems
network wherein changes 'in input or output in one
agency in the system effect changes in other parts
of the system that may or may not be directly -

e,
-Systems--tffe third and final part of the Collaboration
sists of applying systems concepts to your
ncy. and the other .human service agencies

it consists

inking about your own agency in terms of
ts into the agency (e.g., funds, cliemts, infor-
tion, personnel, etc.) and outputs (e.g., informa-
ion, better client-coping sklils, referrals, provision

agencies

' . related to it. This effect is similar to the way a

hanging mobile behaves. if one of the suspended
objects (an agency) is pushed or pulled, it will
S cause movemerit (changes) in all the other objects

- (agen;ies). Change will be greatest in those objects

cents.

-

that are linked directly to the gbject that is moved,.
but those objects further away also. will be affected.
For example, changes in Federal funding policies
toward the local school system may affect client
. referrals to a drug program that deals with adoré,\

Using the "systems view" of human service agencies,
t the Collaboration Project devéloped the idea of Social

¢ | Systems Relatedness (SSR), which can be defined as
» the degree to.which ah individual, working within an

agency to be working within, and affecting,

agency, perceives him or her self and his. or her

the

+}. - human service delivery system. This includes the

individual's awareness that many of his clients are
- involved with other parts of the human service delj-
very system.® . With the SSR approagh, interagency
contact becomes a-joint ef‘fort among agencies to pro-
vide better or more efficient sgrvices to a particular
client or to the community at large. When conceptu-

e - ' alizing interagency contact in terms of SSR, under-
~ stand that the staff of other agencies may  havel a

® roles in the service delivery syst®m.
’ : :

.

- L4

‘different and perhaps narrower view of their own

. Discuss Social Systems Relatedness Techniques .

N




MODULE v

) NETWORK!?\IG AND INTERAGENCY COLLABORATION

TIME, MEDIA, .
AND MATERIALS

"Social Systems
Relatedness’
Techhiques"

OUTLINE OF TRAINING ACTIVITIES =

Script:

_~ .To engage in interagency contacté that iead to iden-

tifying and meeting the role behavior needs .of an

individual_ from another agency, the person who

wishes to collaborate can use sociai system related-
a4 ness techniques or SSR.

. Refer participants to Selected Reading VI-2 on
page 205 of the Part:cnwnt Manual, Give them
time to read.this paper; then discuss.it.

Script: '

* These techniques, which most peoplé use every day
in a haphazard fashion, are the methods through
which an individual who wishes to collaborate can
develop opportunities to identify and meet the R3Ns
of staff from other_agencies. [n terms of your use

© of the SSR techfiiques, you might ask yourseif:

i, Do’ you wait for other§ to come to you?

2. Do you gc out and sell the program?
3. Do you vary your contact  with community
-~ agency people from formal to informal? Do you
take others to lunch, do you talk to them on
the phdgé, do you have meetings? ) -
‘. .
v 4, Are Yyou available for other agency personnei?

Can they get in touch with you or yodr agency?

‘ )
Like RBNs, the value of the SSR techniques lies in
formalizing and systemizing methods through which a
collaborative r‘elatxonshlp can be established. Apply
these techniques in a cdnssjous and planned manner
to promote closer interagency’ r‘elatlonshnps

7 HOUR ; .

"Networks: Key to
Per'son Communlty"

3. . LECTURE/DISCUSSION:

NETWORKING AND COL-
LABORATINGN - : .

>
-

< MOTE: This lecture will-lay out the theoretical
* concepts of ' networking/collaborating . with
groups and agencies. A variety of differ-

ent works provide a wealth of resqurces in
this area.

‘Anne Dosher?s work, Selected

1

-




MODULE  vi:

TIME, MEDIA,
AND MATERIALS

NENORKING AND INTERAGENCY COLLABC‘TION ’

OUTUNE OF TRAINING ACTIVITIES

Reading VI-4 on page 213 of the %artnc:pant
Manual, will be highlighted. ome audiences
may have difficulty with the terminology used
in networkmg theory. You may need to trans-
, late~ -some &of Dr. Dosher's terms by using .

: examples o encouraging participants to come -
up wvth their own examples

Script: o
i o8 o .
The idea of "network" and networkmg“ is basic to
’ ) \ those of us who have been working in communities
¢ and movements over the decades. Orgamzmg is the
process of bringing together wvarigqus elements in-¢
¥ order to develop a whole, a combihation of nodes .
t (people, groups, organizations, sys ) for a com-
mon purpose. We develop networks “ds ongoing
¢ organizations and carefully attend to these three
variables: ~
. ' 1 : ' :
2 - Nodes of the network (people, organizations,
systems) * ‘
- . - Information flow (feelings, facts, data)
) - Linkages (pathways for information).

~s

Types of Networks: ’ <

-

Person-Family Network
Organizational Network
Interorganizational Network *
Human Service Networks.

-

NetWorks are intended to be

"process-oriented,

member-supportive, decentralized learning systems."

It is important to make a distinction between network-
ing and collaboration. "Networking, as stated above,
is process-oriented, whereas collaboration is task-
oriented.

A collaborative effort is an eff&t orgamzed to wo?k i
toward a specific goaj.' Collaboration, then, is time-
limited, in that once the goal has been met the col-

laboratlon ends.

»
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OUTLINE OF TRAINING ACTIVITIES |___,

1

A network, on the'other* hand, is an ongoing sup-

port system, not directed at achieving one specific
. goal, but at the continuous flow of* information and
, resources among members of the network.

-— - & .
. T AR

Functlons of the network:

- To provide communication linkages and informa-

tion channels

and means for resource sharing

- To provide par:icipanta with means for coordi-
_hation, collaboration, person/program actualiza-
“tion, tramnng, an& -capacity-buildjng

- To provide par‘tnCIpants with support systems‘

. { . -
- To provide participants with means for collec-

tive action.

N 13
Roles essential to the design, creation,
and management of networks incliude:

- Systems_negotiators

- Underground managers
Maneuverers -

@‘ Brokers

N Managers
- Facilitators. ,

Skills include: " R
- - Interpersonal cummumcatlons
- Group process .
- Orgamzatlﬁl development and management

- Negotiation
- Mobilization
- Planning ,
- Change process conceptualization.

" "Models for networking:
: . . v
-°  Anfe Dosher's diagram

- . The Minnesota Prevention Sugport System

negotiation,

- The Missouari ‘Prevention Network.
- .- . . - —
¢ . v .-
V(' . -
147
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FIME, MEDIA,
AND MATERIALS

NETWORKING AND INTERAGENCY COLLABORATION -

OUTLINE OF TRAINING ACTIVITIES

<« 6

° Lead group discussion on networks by:
P
- @ Describing the networks you aré familiar

WBiscussing their purposes : !

-7 . ©
- Analyzing how, these networks have dealt
~ with barriers/constraints that have threat-
* ened to ingerfere ‘with- thee _networking
. process. -
T NOTE Be ready ‘to ansv)er-pa‘rticipantsf question\s.
. 30 MINUTES 4. EXERCISE:; APbLYING IT TO YBUR OWN PROGRAM
- . . ' N 3 )

Newsprint ‘e Ask-the small groups to discuss personal experi-
Magic Markers ences creating networks or_trying to collaborate.
Keep discussions within the context of the par-

- ticular training eommunity.

] Instruct pirticipanus to brainstorm and try to
come up with ||sts of* agencies and organizations
with which preventlon programs mlght want to

« Network. .

. Y Individuals select a goal from their 1-, 3-,
) and S5-year plans and develop their own lists of
, possible network participants ardund that partic-
‘v ular objective.
10 MINUTES 5. - DISCUSSION: CAVEATS OF NETWORKING/INTER-
. —— ’ AGENCY COLLABORATION
’ e Lead discussion on the caveats of networkmg/
. interagency collaboration:
. - Know what you want to accomplish
] "

time.and energy spent attaihing it

7 Determine whether _the goal is worth the

»

- Remember control issues

]

L4
- Remember cultural issues
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MODULE VI: NETWORKING AND INTERAGENCY COLLABORATION

TIME, MEDIA,

-

OUTUNE OF TRAINING ACTIVITIES# -

AND-MATERIALS

-~

- "(K’éefp' in mind that networking in terms of

I3

il yout” individuat programs is a me&ns--not
an end,” .oz ‘ :
P TRy
. SR 3>t &ey
- b7 i*: &5 KABw the levels of rietworking:
A3 \
¥.7 a.  Personal )
4 ’ b. Peer .
‘ % . €« Intra- and ihterorganizational,
e~ ’ N - P ‘ kS
T — 7 7 —
5 MINUTES 6., WRAP-UP/SUMM?"RY Tl &,
& . - ——

<

END OF MODULE Vi R
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MODULE " ciNCy (ot ABoraTion-1 SUPPLEMENTARY MATERIAL

_PROFILE OF A ‘NURSE

You are a nurse in the er(ar,gency room of the community hospital. Being a nurse has
been both a rewarding and frustrating experience for you. Lately, things have not
been going wgll for you. ’ .

One 6f your best friends who is alsa a nurse: was transferred from the emergency
room to another floor. You miss his/he_er company and his/her counsel. ~Even worse,
you know that you are capable of doing a better job. You find that your greatest
difficulties are with those who “come to, the emergency room because’ of drugs. To
help these patients, you feel you need adHitional knowledge and skill concerning drug

abuse, but you are not sure of how to go about getting it.

. » ’
You are very concerned now because you are being “considered for a promotion,)and
your abilities are being evaluated. This promotion would make yo'u the head of the
nursing service in the emergency room. The status that accompanies the new position
is something you want very much. You hope that as head nurse. you would be able
to do more 'and command more respect. : ’

Ay

Adapted, with permission, from GameQ\Aggncies Play; Enhgncing\Interag&ncy Colloraboration

in Drug Rehsbilitation, pp. 216-17, A ust, 1976. 1Interagency Collaboration Project,-
Bureau of Drug Qhahilitation, Virginia Department of Mentale¢Health and Mental Retarda-
tion, Richmond, Va. This project was funded in part by Grant. Number 75A3137 from the
Virginia Division of Justice and Crime Prevention. B

.




[ MODULE . VI:‘ NETWORKING AND INTER- SUPF)LEMFNTARY M{QTER[AL
' !

AGENCY COLLABORATION-2

PROFILE OF A SHERIFF

W '

- 2

You are a sheriff for the local community. Over the past few months, you ‘have
noticed that .the number of drug abusers being arrested has been steadily increasing
and that community concern wnth the drug problem is on the rise.

The large number of drug related arrests concerns Yyou because you would like to
retain youw jnfluence in the community and to be seen as a proponent of drug reha-
bilitdtion efforts. Morepver, your credlbm& and prestige within the. community is in
the balance since the community feels you are not adequately handling the problem.
Because of the growing drug problem, your budget is in questuon- and ou are wor-

rled about the money to be allocated to the sheriff's office.

‘ ~
g

Yet, you have had very little contact with the local drug rehabilitation pi~ogram and
have minimal knowledge concerning ug traffic in the local community. If you were
abje to find out what was going off in the street and in ¢rug rebabilitation efforts in
the community, it is possible you would be able to do more.

.
R -

<—"\ —/ l.
Adapted,- with permission, from Games Agencies Play; Enhancing Interagency Colloraboraition
in Driig Rehabilitation, pp. 216-17, August, 1976. Interagency Collaboration Project,
Bureau of Drug Rehabilitation, Virginia Department of Mental Health"and Mental Retard.a-

tion, Richmond, Va. This project was funded in part by Grant Number 75A3137 from the
Virginia Division of Justice and Crime Prevention. .
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MODU’.E VIi: TARGETING PROGRAMS FOR SPECIAL TIME. 3 HOURS )
POPULATIONS Lt 40 MINUTES
GOALS S
. ._x_d ~
) To provide partucifaants with the opportunity to explore program options for
target populatlons that are relevant to their program and/or communlty needs .
» e T - - -
] To give specnal consideration to cross- -cultural |ssues and inmplications for the pre-

ventiors of drug abuse. -

fossecTives ")

At the end of this Module, participants will be able to: ' )

L

. Describe a pilot prevention, program for a specific target population of theig
choice developed by a team effort in which they participated
° Identify at least five cultural issues which need to be considered when develop-

ing programs for specual populations.

TP Y- PR Fpp S B ammos 8 am 44N At St TS gk VRLd §ams i e o b €4 em

MATERIALS - woes s s s

)

" Newsprint
Magic Markers
Paper and Pencils
Participant Manual
Worksheets

. Referer‘\sce Sheets

" 155




 MODULE '

OVERVIEW

EXERCISE

© TIME

METHODOLOGY

2.

1 * IN

DESIGNING A~
PILOT
PREVENTION
PROGRA

STEP ONE:
DEVELOPING TRE,
PROBLEM
STATEMENT

STEP TWO _
DEVELOPING

PROGRAM GOALS .

STEP THREE:
DEVELOPING
PROGRAM
OBJECTIVES °

REPORT OUT

WRAPZUP

TRCEEqugN )

. @

‘5 MINUTES

25 MINUTES
-}

30 MINUTES

30 MINUTES

1 HOUR

10 MINUTES

»

LARGE-GROUP LECTURE

SMALL-GROUP EXERCISE

'

1

INDIVIDUAL: AND SMALL-GROUP-EXERCISE"

°

SMAHQGR;DF

SMALL-GROUP EXERCISE

G

°

“

SMALL-GROUPR AND LARGE- GROUP
DISCUSSION .

*|LARGE-GROUP LECTURE
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MObUlE VIl: TARGETING PROGRAMS FOR SPECIAL POPULATIONS .

1 TIME, MEDIA, o | -
AND MATER/ALS OUTLINE OF. TRAINING ACTIVITIES '«

5 MINUTES 1. }NTRODUCTION - T , -

~

e  Trainer describes this module as an experiential

laboratory in which teams will have the oppor-
e U tunity to design a pilot prevention program for
. - a particular targat populatlon ‘ .

' THe goals of this exercise ire to prepare us to -
. , use the experjences of the preventors during
' ) training and to ‘stimulate their creativity when
4 <3PPlying their knbwledge 'to the needs.of a par- .
tlcular population. Also; this module will. pro- .

. Vvide -« participants with a non-threatening

. : . N environment in which to examine their knowl- .. y
: edge, beliefs, and assumptions a‘bput”the par-
ticular community in which they would like to

work. -
< -
. N kS
25 MINUTES .~ -la2.. EXERCISE: _DESIGNING A PILOT 'PREVENTION
] . PROGRAM
Newsprint . o
Magic Markers ° Ask participants to ‘form small groups of 4-6
Y ‘ people\——/’ ~ o,
"Special i ) . .
Populations" " ) Record on newsprint the foIIowmg special target
Reference Sheet “ ' - populatlons (refer partncnpants to Reference
’ . Sheet VI1l-1 on page 232 of the Pasticipant
> ’ Manual): ’
. o \ - Asians/Pacific Islanders
- Blacks )
. ] - Chicanos* . .
. ' - Gays
, . : - Handicapped
. . - Elderly
o, ! - industry T . .
- ° Low-lncome Groups \
- Native Americans v .
- Puerto Ricans .
, - Rural Populatlons
. Schools
T Women
s 0 - Youth
° Ask. each small -group to select (usmg any .

method that will achieve consensus) one special
populatlon for which they would like to désign a
pllot prevention program. Each group announces

. N




MODULE = vii: TARGETING PROGRAMS FOR SPECIAL POPULATIONS

TIME, MEDIA? o - X
AND MA ERIALS - | OUTLINE OF TRAINING ACTIVITIES

its choice, which the trainer notes on the news-
print.

t © ’

N e Encourage each group to discuss why choices

e were made. For example, did the groups choose
the most populous specigl popuiations, the ones
. - . they were most familiar with? Do the -same
. . ’ , " special populations. "slip through. the cracks"
’ again?” 1§ youth and women_were chosen, how
does that affect other SpECla| populations (| e.,
. . ' special populations in the more tradltlonal sense

: of the word)?

, . Review the eight steps in the process for plan-

- ' ning program development that was outlined in
® . . Module V. This will provide the framework for >
. . . %he ‘group progess’during thjs module.

A
.

. ¢ ) :
I HOUR ¢« 13, STEP ONE: DEVELOPING THE PROBLEM STATE- b
’ MENT : '
Scrlg : . \

~ -

There are three phases in developing a problem state-
L ment: (1) community diagmosis; (2) looking at assump- ,
. tions; and (3) |dent|fy|ng further research needs

o NOTE: |, Perhaps the most difficult part of this
) ! exercise will be overcoming the partici- -
pants' reluctance to attempt to define the -
problem. When designing this module, we
- consideged  providing participants with
"issues of concern" or "model programs'
for each target group; the difficulty of
. 2 -~ identifying such resources, as well as the
) tendency of training groups to rely on
resources as 'the answer," changed, our
. direction.” The trainer's task is tg encour-
age participants to utilize the process of
"needs assessment" and’'"problem identifica-
. tion" in this part of the exercise. This is
oo an ,opportunity for participants to reflect
on the level of.their knowledge abqut the
particular’ populations with which they are
workmg or would like to work. When
using the social compass,.stress that iden- .

£

tlfylng the gaps in your knowledge about a &
. E ‘
158
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MODULE ~ vii: TARGETING PROGRAMS FOR SPECIAL POPULATIONS .
2 . .

\ -

| TIME, MEDIA,

AND MATERIALS

!'Center for .
Multicultural
szareness
Social Compass
worksheet

"What Do We Really
Know?" worksheet

)

OUTLINE OF TRAINING ACTIVITIES

o

. community is a critical first-step both for
doing ‘effective needs assessment and for
developing meaningful programs. Encour-
age participants to challenge their own
(and other group mgmbers”) assumptions.

® IATroduce Worksheet VII-l on page 225 of the
Participant Manual "as a tool for describing and
understanding  "communities," however you
choose to define that term.

’

NOTE,: All of the categories on the social compass
may not be appropriate for each target
populatign. Again, urge participants to
complete these worksheets as well as they
can at the present time.

Explain that participants st set bound-
aries for the cdmmuhi&y/':.#at will be the
focus of their program development
efforts. .
+
. First, individually, and then in the small
groups, participants attempt to completé the
social compass worksheet for the particular
population which they have selected.

Script:

Separating "Facts, Opinions, and Assumption" <

While compteting the social compass worksheet, you
will find that a number of statements will- surface
which engender disagreement or skepticism; also, the
statements of different members within each group
may -be contradictory. Using Worksheet VII-2 on
page 226 of the Participant Manual, instruct members

" of each group to separate the statements which they
compass worksheet into~.

have written on the social
three categories:

3 FACTS: Statements which they can substanti-

. ate (i.e., "thirty percent of this particular
target group lives in the Adams-Morgan areas
of Washington, D.C."),

--  OPINIONS: Statemients which  participants =
believe could be substantiated, but which. are
A ‘
. . s

&




MODULE VII:-TARGETING PROGRAMS FOR SPECIAL POPULAYIONS

TIME, MEDIA
AND MATE RIALS | OUTLINE OF TRAINING ACTIVITIES

based primarily on conjecture, anecdotal exper'-
ience, or socially accepted judgments” (i.e.,
"Alcohol is the predommant drug chosen:- by
r'ur'al populations. "), _ .

ol

ASSUMPTIONS: statements which reflect the
belief systems and values of the participants,
which may include generalizations, stereotypes,
and other culture-bound positions (i.e.,
"Low-income people drink because they have
- no options, either social or economie.").

Discuss dlffltu|tk5 of defining prevention tar-
get groups for planning, program identification,
and evlauation. nghlnghtlng the cultural |ssues
revealed in the exercise:

- What do we r'eally know about otHer popu-
lations? .

. .
How mu& do we base our program deci-4
sions on our own values and assumptions?

What were the sources of any disagree-
ments within the small groups?

Script:
i

"Questions for Further Planning a Needs Assessment
Research" Worksheet X ,

e  Ask participants to complete Worksheet Vii-3 on
- . page 227 of the  Participant Manual, which

becomes q backgr'ound document to plan a needs

assessment . .
"NOTE: Ask the small gr-oups to look at thejr
"opinions ‘and assumptions" from the previ-:
ous worksheet. Examine which of those
need to be further investigated and/or
substantiated before the prevention pro-
gram aimed at that specific population can
be |mp|emented .

Remember, both the members of t__f: tar'get

population group and ‘“outsiders" have
opinions and assumptions about that
group. Point ouf that both sets of issues
need further investigation and r-esear'ch.‘
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MODULE

VIl: TARGETING PROGRAMS FOR SPECIAL POPULATIONS .

TIME, MEDIA,

¢.

AND MATERIALS

"Program Planning"
Worksheet

‘e

P

OUTLINE OF TRAINING ACTIVITIES |
. / . .

NOTE:

* Participant Manual.

Ask participants to complete the "Questions for
Further Research .WqrksHeet"; ask the small
groups to diséuss ways of answéring thei
questions, both in terms” of research or negds
assessment strategies (REFER BACK TO ‘THE
NEEDS ASSESSMENT~PROCESS IN MODULE 1V)
and also in terms”of "expert" resources within
and outside the farget community.

) -

Introduce Worksheet VII-4 on pag;e 228 of the

~

Admit the limited nature of our information;

it may be helpful to ask participants to
seonsider this next exercise as the effort to

create a program hypothesis which they can

test against the realities of their éwn popu-

lations ,when they return home after the
' training. S '

Ask  each “small group “to develop a problem
statement, based upon the information generated

during ' th@ exercise.

»

" Process responses while asking each “small group

to discuss its problem statement; note similari-"
ties and differences in emphasis and tone.

30 MINUTES

"

NOTE:

STEP TWO: DEVELOPING PROGRAM GOALS '

v
4,

The following steps should be ssigned to
the small groups. Be available\to provide
assistance to the groups as” they work.

For the purposes of these exercises, ask
the groups to conclude with objectives.
Because of the hypothetical nature of the
exercise, it may be difficult for them to
continue into tasks and activities.,

Developing program goals follows the dévelob-
ment of problem statement.

- A goal is the reverse of the problem statement.

.
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:-TARGETING'PROGRAMS FOR SPECIAL POPULATIONS

TIME, MEDIA, = | \ "
AND MATERIALS QUTLINE OF TRAINING ACTIVITIES
30 MINUTES — 5. STEP THREE: .DEVELOPING PROGRAM OBJECTIVES
™ . e Objectives are those milestones leadiﬁg~to the
e accomplishment of the goal.
I HOUR 6. REPQRT ouT
Each group will describe their pilot prevention pro-
) gram, in "terms of problem statement, .goals, and
\ objectives. Each group will have. ten minutes to
present its program; allow ten®hinutes for feedback
. and comment.
10 MINUTES 7. WRAP-UP
A3
o Summarize the isses raised during the exeregjse.
: Remember™®the special considerations .that must
. . be taken into account when doing prevent:on
- . - programs for* &pecial populations, as well as the
actual prevention models dmbed by the
groups. Look for .similar concepts or
approaches; look for differepnces that may
reflect group bias about a particular population;
relate the programs conceived to the preventlon
models reviewed in Module II. N
NOTE: Remind participants that th& process of
.developing programs which they have prac- &
ticed as a group in this exercise wil] form Y
the basis of their action planning in Mod-
ule 1X, where they will translate all of the
infcpr‘matiqn into a management action plan_
. for their own program. " o
ry : M,y,\
END OF MODULE Vii . ’
) & . \\ S
- ¢
R g
I
4 .'
162
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MODULE |: TARGETING PROGRAMS FOR SPECIAL POPULATIONS-I

A

CMA Social Compass

WORKSHEET

L]
|
|
|
]
|
|

\ |
1
]
|
|}
1
1
I

Il T,
-.------
et 1)

Adapted from Conner, Desmond M. Understanding Your Community.
Ottawa: Development Press, 1969. " . '

>
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Vii: TARGETING PROGRAMS FOR SPECIAL e -

-‘MODULE . POPULATIONS-2 , o WORKSHEET ‘

.o

4

“W}jAT DO WE REALLY KNOW"

he —
I. Facts (I know......... )
/ ) -
{ N - B ’ v
/ ' s
N . ) w
2. _ Opinions (It seems to me that......... )
{ . -

.

h

/

. )‘
. . * /

3. Assumptions (well, everyone knows that.ﬁﬁ/ . f

/
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.- VII: TARGETING PROGRAMS FOR ,
.MODULE SPECIAL POPULATIONS-4 * WORKSHEET
- > / ~ \ . .
) R
) 7
- PROGRAM PLANNING
- .’ . \ )

- - £}

‘o
.

PROBLEM STATEMENT: State what the problem is, to whom, and for whét'reason.
Cite any evidence or indicators which support your statement. X

-
L} -

A
» A N

GOAL STATEMENT: ‘State the long-term end-resuit d.esired.’

- o
-
- ° ~

2




"WORKSHEET VII+4 Continued

[ >

- .

4

, PROGRAM ACTIVITY: Use’ one page for every program activity. Each activity
should contribute to t‘ht:,/_accomplishment of one or more objectives. Describe the

oo

« activity: -

- » -

This activity"related to objective(s).

»

B . - - ]
TASKS: In order to implement the activity, the following tasks thust be completed.

s 3 B
a

. - ~— A . ) . (3 . . . "
WHAT WILL BE DONF,’——':/'I:O./WITH. BY . WITH WHAT®  BY  WHEN —%=
(in chronological -sequence) ~ WHOM + WHOM RESOURCES  WHEN

. ‘ . . v €
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WORKSHEET Vil-4 Continued =~~~ =~ ~ T T
e . ) oo

I -

N

OBJECTIVES: List and r all the short-term anc end-results or outcomes

desired. Each objective ’ logically contribute to the accomplishment of your
GOAL. Objectives should be: (1) /concrete and specific; (2) realistic and attainable;
(3) time-limited; and (4) measurabfe. (How will you know the objective is achieved?)
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Blacks >

N

“* SPECIAL TARGET POPULATIONS

Asians/Pacific Islanders

‘o

Chicanos : ¢

-

Gays

Handicapped ' : .

©

Elderly‘
Industry
Low-Income Groups. ' ) -

Native Americans . ,,

F.>uerto Ricans : .
Rural Populations . ’ ) -

Schools

Women v ‘ . } .
Youth

-
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—— VIll:. RESOURCE DEVELOPMENT AND . . 7 HOURS
MODULE " GRANTSMANSHIP ) TIME: 15 wminuTes

GOALS 4

.

] To provide participants with information about fund-raising

° To teach participants from both local and national sources how to use the appro-
priate resources as they try to obtain support

] To" help partibcipants formulate funding strategies for their prevention programs.

OBJECTIVES |

At the end of this Module, participants will be—able to:

o Identify at least two criteria for eligibility that any private organization should
meet before attempting to secure funds from a private or public source

) Identify at least five pieces of pertinent information about a foundation or a
government agency before they attempt to solicit funds

) identify at least three reasons for a support base to be developed for a preven-
tion program

] Identify at least seven categories that should be covered by any proposal. '

'.

MATERIALS '

Newsprint

. Magic Markers r
Tape . ' " ‘
Participant Manuals .
Reference Sheets
Selected Readings




MODULE Vil

OVERVIEW

EXERCISE

TIME

OVERVIEW
SIMULATION

WIN*AS MUCH AS
YOU CAN

FUNDING
RESOURCES

SECURING LOCAL
FUNDS AND
OTHER
NON-FINANCIAL
SUPPORT

GUIDELINES FOR
SECURING. :
FINANCIAL
SUPPORT

FUND-RAISING
CLINIC

BASIC
COMPONENTS OF
AN EFFECTIVE
GRANT PROPOSAL

WRAP-UP

.

15 MINUTES
1 HOUR

30 MINUTES
30 MINUTES

1 HOUR

3 HOURS

45 MINUTES

15 MINUTES ,

~

15 MINUTES

.

4

METHODOLOGY

. R '/
LARGE-GROUP LECTURE ' o

SMALL-GROUP EXERCISE
OCTETS/DYADS EXERCISE

LARGE-GROUP LECTURE/DISCUSSION
s .

LARGE-GROUR LECTURE/DISCUSSION,

i
4

LARGE-GROUP LECTURE/DISCUSSION.

.

SMALL-GROUP EXERCISE

LARGE-GROUP LECTURE

a
LARGE-GROUP LECTURE
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RESOURCE DEVELOPMENT AND GRANTSMANSHIP

OUTLINE OF TRAINING ACTIVITIES

OVERVIEW

VII:

MODULE

TIME, MEDIA,
AND MATERIALS

15 MINUTES . 1.

° Give an overview that describes the topics to :
be -covered 'and processes to be foliowed for
. this module.
v NQTE: It is extremely important that the State
- ' _Prevention Coordinator or State represen-
. ' tative attend this session to provide infor-
mation about the funding and grants pro-
cedures used by the State. Before the
session, meet with the representative and
discuss both the information presented. in *
¢ . this module and the role that he or she
= will play during the training. Modify your
’ presentgtion to ensure that it supports
State procedures. .

1 HOUR * 2. EXERCISE: SIMULATION

.
' 3

Ask participants to re-form the small groups

. . who worked -together to develop program plans

' i for special populations (see Module Vil).

! . [

Ask small groups to_develop a 10-minute pro-'
. gram presentation alﬁmed at getting fundmg for
: ' the%rlot prd)grams they planned-in Module VII.

Ask each small group to select a representative
to present and discuss its proposal with the
"city council" composed of'the training -team for
’ - pilot program funding. .

- The "city ¢ouncil" will make "funding deci-
sions" based.on proposal content and the
rationales for funding presented by  the

3 T "pilot program representatives.'

- The training team may choose to elaborate
upon this scenario, by deveJoplng a demo- *
graphic profile for the city in which these

programs would be funded.
could include locale,
structure, major

population,
industry,

minorities,

local issues, etc.

This profile
political .
-indigenous
The trainers

assume roles of city council
i.e., prevention ally, devil's .
the up- and- commg politi¢s, etc.

may abkso
members,
advocate,

-

175
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MODULE .

RESOURCE DEVELOPMENT AND GRANTSMANSHIP X,

TIME, MEDIA,
AND MATERIALS

-

. "
OUTLINE OF TRAINING ACTIVITIES __ »

. Present the exe&;is_e as follows: The City ,
Council is accepti proposals for special drug
abuse prevention projects, to be awarded from
a State revenue-sharing allocdtien of $100,000.

There are no guidelines on how the money is to
be allocated (i.e., whether to one or several

programs, or how much an individual program -
can request).

® Allow each group 20 minutes to prepare a pre-
sentation, then allow 10 minutes for each pre-
sentation.

] In conclusioh, announce the decision of the city

council, which will' award e roject - $5,000
seed money and announce a new funding cycle,
with new criteria and guidelines for this cycle.

. Introduce the next exercise, "Win as much as
you can," as the vehicle for programs to raise
funds to implement their programs.

\ *

30 MINUTES }

"Win és Much as
~You Can_Tally"
Worksheet

3. EXERCISE: _WIN AS MUCH AS YOU CAN

] Ask participants to form octets, then divide

them into dyads seated as follows:

)

(20 -

O('2) ‘

- 0(2)’
g,
o) . e

" Intréduce Worksheet VIII-1 on page 237 of the
8 . Participant Manual; ask each participant to study
it, then share his/her understanding of .the ganie
with ‘partner.

e- -Explain that dyads must not communicate with
others in the octet cluster unless instructed to
do so.

" 4

. Expjain thafpeach dyad will be -;;sked to privately
agree uporkja single, choice for each round.

176
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TIME, MEDIA,
AND MATERIALS
/\ .
s .
Ll

OUTLINE OF TRNNING ACTIVITIEé

.

’

~ EXplain that there are 10 rounds to the exer-

cise. During each round, dyads will have 1
minute to mark their choice for that round.

Instruct dyads to begin. .
Make sure each ‘dyad has finished, then ask
dyads to share their decisions with others in
their octet cluster. )

Dyads should mark their Tally Sheets for round

1 using the payoff schedule.
Continue as above for rounds 2, 3, and 4.

' On~ round 5 (bonus round) all amounts won or

- lost will be multiplied by three.

Give octet clusters 3 minutes to discuss this
task. ’

Allow dyads 1 minute to discuss a decision, 3

more minutes for discussion in the cluster, and,
finally, 1 more minute for dyads to mark their
decisions for round 5.

Conduct rounds 6 and 7 like rounds 1 through
Conduct round 8 like r'ouné 5; but ask dyads
to multiply by 5 instead of 3.

Conduct round 9 likg rounds 1-4 and 6-7.

Conduct round 10 like rounds 5 and 8, but ask
dyads to multiply by .10.

"Ask each cluster to compute its net score from
the total of the dyads' scores.

Process exercise by discu: 'fng the effects of
competition and collaboratigh: for funding and
how this experience relates to other group situ-
ations. . :

“




'MODUIE | vin:

RESOURCE DEVELOPMENT AND GRANTSMANSHIP -

TIME, MEDIA,”
AND MATERIALS

OUTLINE OF TRAINING ACTIVITIES.

to surface. .
° B °

- Allow individual fund -seeking experiences.

30 MINUTES

"Catalog of Federal
Domestic Assistance"

)

4, LECTURE/DISCUSSION: FUNDING RESOURCES »e

e Tell the participants that they should consult
various reference documents before they actu-
ally write ‘an application. For example, the
Catalog- of Federal Domestic Assistance and the

} " Foundation Directory.

® Refer participants to the sample pages from the

) Catalog of Federal Domestic Assistance, Selected
Reading VIII-1, page 241 of the Participant
Manual, and show them hows to use:

- The subject and agency indices

- The information listed under each Federal
assistance program. ,

® Concentrate on . the following categories of
information: )
- Objectives .

- Use-and Use Restrictign

- Eligibility Requirements
Application and Award Process
- Assistance Considerations

- Financial Information

- Program Accomplishments

- Informaltion Contracts

‘- Related Programs. ‘

. Explain that the amounts of money authorized
for each program (as indicated in the Catalog)
may not reflect actual dollars available. .

iy
Ask the State Prevention Coord@tor to
assist you in identifying relevant programs
listed in the Catalog. ° ’ —

. V . .

NOTE:

178
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VI RESOURCE DEVELOPMENT AND GRANTSMANSHIP

¥

TIME, MEDIA, . <
AND MATERIALS OQUTLINE OF TRAINING ACTIVITIES
"The Foundation | . Refer participants to the next sample‘ pages

Directory"

A}

.

that are provided in Selected Reading VIII-2,

page 247 of the Participant-Manual, and teach

participants how to use:

- The indices for fields of interest, donors,
and foundations

- The information provided for each founda-
tion that is listed by State. )

° Note that the difference between grant dollars .
' expended andl allotted indicates how much money
founda%ms pend to administer theif programs,
and thtis hgw extensive their review process
. may be. N

. Remind participants that the Foundation Direc~
tory lists only the largest foundations and that
there are many small community foundations in

_ their State and locality.

Try to research names of foundations in
the State and locality in which you ate
JAraining. If possible, have, someone who is ™
familiar with local foundation funding
attend the discussion.

NOTE:,

. Inform participants that mafdy State urfiversities

or libraries have compiled _ directories of all

foundations in that State- EncoUIage them to

explore their State, local, and university librar-

ies for more detailed information on Government .
and private funding. Refer participants to the

following documents:

- PRIVATE:

The .Big Foundations,. Waldeman Nelson,

Columbia University Press( 1972,

Foundation Diréctory, Golumbia University{
Press, 1979.

Foundation News, Council on Foun%}pns,

New\York, New York.
I.R.$. Tax Reports on Foundations
—5 >

o .
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TIME, MEDIA, . —- ~
AND MATERIALS OUTLINE OF TRAINING ACTIITIES

o ' ' ] ,
PUBLIC:

éatalog of Federal Domestic Assistance,
Superintendent of Documents, Government
Printing Office

Commerce Business Daily, Superintendent ., “

of Documents, Govermment Printing Office

The Federal Register, Superintendent of
Documents, Government Printing Office

County and City Data Book, Superinten-
dent of Documents, Government Printing
Office

. Find ‘out where the bar‘tICIpants can find
the above information in- theur communities
and State. ~

o "Is There Life Conclude by emphasizing the importance, of
After Seed Money?" diversified funding sources for program growth.
- Use as an example thHe Teachers Center's article,
Selected Reading VII1-3, page 253 the Partici-
pant Manual, which shows how to develop strat-
egies for program funding and how to diversify
funding sources. .

LECTUR(E/DISCUSSION SECURING LOCAL FUNDs
AND OTHER NON- FINANCIAL SUPPORT

. fétroduce ‘the topic of local fund-raising.

- L4
-

) As you discuss,each topic, encourage partici-
pants to speakK about their experiences with
local fund-qa//ising

o ® =

-

Highlight the following: =+ ' _—

. ‘ ’-
- When preparing to add&s, or actually
addressing a local fulding source,
remember these guidelines: .

”

BEFORE: . . /?

1. Use your board of dlrectors t\ help
you gam support for "your programs
or to prepare for your presentatipn.

. ® “




MODULE VIII: RESOURCE DEVELOPMENT AND GRANTSMANSHIP

TIME, MEDIA, :
AND MATERIALS | OUTLINE OF TRAINING ACTIVITIES

3

2. - Read local newspaperEAand attend public
meetiRgs to learn appropriate procedures
. and protocol. )
-»
3. Make your program "salable" and "under-
. : standable" to the general public. . .

4. When preparing your appeal, - keep in mind
local economics and a sense. of timing.

4 o

- DURING: (Taken from Grantsmanship Center

- News, Jan.-Feb. 1978) . >~
;‘ . . ' R .
1. Be concise: Prepare written and verbal
presentations in such a way so that all ~
. facts and needs are established as quickly-
" . and briefly as possible. -

2. Be prepared: Know what you want to do
and the role your proposed funder is to

play. ..
3. Be polite: ~ Should the quest'ions seem
uncaring ‘or -hostile, remain courtedus.

4. Be specific: *Think of the points youTant .
to make, as well as those made by the
group, and present your responses suc-

I cinctly.
< e Y. R G .
< ' 5. Don't use jargon: Take the mystique out B
~ i of your program and use understandable
. ? terms..
- L4

6. Don't be intimidated: Be prepared to
. answer pointed, direct questions without
getting flustered.

7. Be adept?! ‘Make strong, direct points,

: ' : : . which illustrate, the need'for and value of
. . your program.
N '8. Do some homework: Try to find out where ‘

- the organization or council stands on the
’ particular issues related to your program.

' . ©
P - \ . i
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9. Have pr‘es°s étaterﬁents eady: Whenever
addressing public officigls, have a brief
press release ready to support your czt{se.

3 HOURS

LECTURE/DISCUSSION:
* ING FINANCIAL SUPPORT \

6.

.

Select from this lec‘:‘\h'l‘e/dlscussmn the
topics and funding sources most" appropri-
' ate to your training preference. - —

“ NOTE:

. Highlight the following:

. N - -~

. - .There are times when most prevention pro-
grams need between $50 and $5,000 in
funds or other support to develop new
activities or to expand current ones.
N v - Because Federal and State funding may not
. always be available, programs  should
investigate early the various funding and
support sdurces within “their commufities.
The following gujdelines can ald- this
understanding . N

Because local fund-rais-
ing takes time, a program should begin
considering possible . sources well before
the money is needed. As a first step, .the
present budget should ‘be analyzed: What
items are  mandatory for operation at the
present level? What would happen if fund-
.ing were cut by 10 percent, 25 percent,
'50 percent, or altogether? what items:in
the budget could be eliminated? What
items are necessary? For example,, one of
the biggest. itefns in a budget is usually
personnel. If the budget were cut, what
items could be eliminated to pay salaries?
Must staff positions be dropped?

Such an analysis takes time, but it must
- be done ta ensure . thorough understanding
. of a program's needs. Because prevention
programs differ greatly, budget arralysis
' \ methods will vary; any method that pro-

' ' duces 2 detailed examination -of essential
needs will suffice. “Once needs are deter-

- Budget Analysis.

mined, sleps can be taken to try to meet

tr\ose needs thff/u%{gcal func_z.-ralsmg.
- ,/< - h

182

GUIDELINES FOR SECUR-
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J Ve Research -Local Sources. A secon}j step is -
to~research various local sources of fund-
"'y ° -\ ing. Many different locdl sources of fund-
o ing exist; generally they can be categor-
> ized as: local government,. business and
industry, -unions, fraternal . and civic
° @ . organizations, and the community (genetal
) 'publlc) lt-JS |mportant to research each
) . gl-,i o possuble source to ledrn how to approach ‘
o / . .each source fg,r funding and what can be .

=t expected from  them in the way of support.

] - - Local Government. For example, when
o - e . considering funding from IScal government,
' ‘ .7 you should know, whenge the ‘hudget is
T ¢ . passed by. the cuty councH, ;chool board,
' I
’ /

ory board of supervisors; what kind of
3 . budget each uses (annual, biannual, semi--
. ’ / . annual), oY

. N : [ BN who is responsnble tfor drafting the human
. P T services part of the budget? What-forms
’ . must. be cctmpleted" What are the time
. frames for Bapplication? Myst -a ‘presenta-
¢ \ tiom be made? Know all procedures - and
. deadlines sg the the prévention program
~ cdn take the necessary steps at the appro-
priate otlme , W o ) o

. v
- Business and Jndugtry For business and
" industry,. ny. of . these same 'research
. / . ) questions ne®d te be addressed, along with

>

= some other considerations. When does a

cempany's fiscal year bégin? When, is the

/ . 'ai yearly budget approved? Are _charijtable

) _ - contribytion expenditures part of the totah

/ f . \ budget? How -can a program become con-

/ L 3 ' sidered for charitable contrnbutnons"
- BN Answers to these basic questions will gwde .

A fund-raising plans for the business sector.

h’/
/ . - L : -
Anothe; important question concerning
- _ buginess and industry: Is the local busi~
‘ ,,.u.eZs or industry part of a larger corpora-
tion? If so, *the ab:l:ty of the company to
comtribute money and the time it needs to  °°
° = reach a deciston may” be affected: This .
) unformatlon may *be. stated-in a company'sffm
advertising (',..is .a subsidiary of .. ) ’
if it is.not, be sure to find out. 7

»

.a - s - L)
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L3

‘Xso find out whether-the company has’a _
- foundation whoee stated interest js to give
‘money te wortHy organizations. Although
it malntams strong contacts with the par-
. ent company, the foundation’ is, run as a
separate entity with its own boards of
directors; business offices, and staff. It,
too, is a‘business, therefore, many of the
. same questions arlse, WhICh you will need
"to ,answer.
Although you may find it difficylt to obtain
financial or other support from business
and- industry, vyou should pursue this
~.source. When they do contribute, they
often give dofations worth far more than a - .
one-time gift of money. ' .

3

Another business or corporate resource is
the “loam executive program. Sevetal large
businesses will loan a company employee to -
,agqnallfylng agency for up to a vyear.
" While the agency quiteoften has screening
criteria, prevention programs may qualify.
Such .a connection will link your program
with the lndustry as well, since you will
enjoy -the serwqes of the executive.
¥Researching . : With regard to corporations, refer partici-
* Corporate Gifts" : - .. pants to the SelectedReadihg, .page 267 of
-° the Participant Manual. Participants,
should read this material at a later’ date.

-

Unions and Fraternal and eOlVIC"’Ot‘gan zd-

tions. Unions and frater and civic
orgamzatlons (the U.A.W.y *tions Club,
Downtown Merchants Association, etc.) are
other possible sources of funding and
other nonfinancial support. These organi-
zations have’ {ong histories of supporting
worthwhile  causes. Again, as with
government ,and business, research various
quest:ons y Where are -they located? Who
are their officers? What do they con-
tribute? To whom? What kjn presenta-
tioh should be made?  Re ber,-many
organizations mlght~prefer to corLtrxbute
tglunteers, materials, and* eguipnient,
ratl'xer than money . "+, Research "your
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approach carefully.. A list of local frater+
nal and civic organizations and their offi-
can ‘b€ obtained from the lbcal
Chambers of Commerce. Also,
mafly national fraternal ‘and civic organi-

zations have focused on drug abuse as a

priority, ' find _out which

express this interest.
‘ >

‘organizations
y

One very important aspect of fraternal and

becayse,

civic drganizations is their ,spin-off effect. «

Members of these ‘groups are community

_leaders. Many represent business and
industry, local merchants, and govern-
ment. By reaching one organization, you

may be able to-tap many otherr avenues of
funding. -

General Public.
funding sources

The final ‘category of
is the community, which

@,probably .is the most difficult to research.

If the program is located in a large urban
area, - the "communia/“ must be defined
(e.g., school district, political subdivi-
sion, judicial district, or other small geo-
graphical- division). If large populations
and large c'ities' or counties are your
focus,, you must -be.prepared to devote a
lot of time, energy, and money to devel-
oping and c¢arprying out the fund-raising
campaign.
The way to reach the generél public is
through a direct mail campaign--a grief
letter explaining the program (its audience
and how they are reached) that is mailed
to the local community. The letter should
specify the program'ssname, address, téle-
phone number, and e requdsted amount

of the :flonation (e.g., "If each -person
would ‘give just one dollar, then S,
Although, some y give more,. most ~

respondents will give the stipulated dona- '

. <
< .-
.
- i
°
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7
4 =
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o
B
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.
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o
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tion. If the program is lassified by IRS
as non-profit, be sure 'imention that all
donations are tax-dedultible. A unique

form of the direct-mail
department stores,

pharmacies,

. phpne company,

etc.,

is to ask
the tele-
to enclose the fund-

method

raising

185

letter

[

e

in their monthly mailingf'.
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T

Media also can be used effectively for gen-
eral public fund-raising drives. Prevention
programs_usyally are nonprofit programs
that pm?public service. As such,
they “may receive fyee publicity, called
"public  service , announcements." * For
information about how to obtain "air time"
through . public service announcements,
contact the program director or director of
pubiic affiars .at your local radio and tele-
vision stations. Ask for his or her help,
when .you~ develop the announcement. .
Radio stations often like the information
written as g, press release that is broken
down into 10, 30, ang. 60-second time-
frames. Press release must be submitted
by a certain deadline and.should contain a
release date and a '"pull" (end) date.”

L]

-One drug program. used the "telethon"
techniqgue; the program was fortunate to
have a local "television personality who was
able to’ secure air -time serving on its
board. Such efforts, however, may
reqlire months’ of work: you must pre-
pare the format and secure the talent.
The National Drug Abuse Prevention Week
provides another source for media cover-
age. . Design your fund-raising campaign,
around ‘ “this / event; use. the- prepared’
media spots with a tag .line giving the

<+ Pprogram's name,) address, and telephone - «
number. ‘!

4 .

. . AR
Alcoholics Anonyfmous.  Ask your local
Algoholics Anonymous chapter whether. you.
can make a presentation about your pro-
gram? ManY AA membgrs have expertise
2nd skills that could benefit your program.
As recavering alcoholics, they may have a
special interest in substance abuse prevef-
tion.

e \

Fund-raising Implementation. Once  you
complete your "research of local funding
sources, you can begin the process of
obtaininge’the funds. This_step involves
the preparation of any required- présenta-
tiofis, proposals, reportsy or forms, apd’
. - a .

* . .
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Y

. the ation of good rapport with the
vapious local sources of *funding.-

Rapport, is developed through personal
‘contact through good public relations. It
begins_ _by makmé an appointment to meet
W|th an apprbprlate person (e.g., a school
board member, an officer of a fraternal or
civic organization, etc.). At this time, ]
the “program representative can explain on
a one-to-one basis ‘the program, its goals,
accomplishnients, and needs. Also, this
meeting» may provide an opportunlty to
discuss’ the’ purpose. and accompllshments
of the program with other members of the®
organization. For instance, civic and
fraternal groups are always looking for a
‘speaker and toplc that will bring members
to a meetmg _J R

The following "don'ts" are adapted from:.
Pacific Institute for Research and Evalua-
tion (3975)- s

When approaching various sources for
funds, remember several "don'ts." First,
avoid tdking a miljtant approach when dis-
cussing the problem of drug abuse with
potential funding sources. Whether in the
school system, the community, a corpora-
tion, or a foundation, people who grant
funds and other support are riot likely to
have espec:ally radical views of contempo-
rary society. Avoiding a discusdion of
political ang social views need not he dis-
honest; it ‘can be considered a matter of °
respect for the views of. another. Those
who feel compelled to discuss these issues
sho®ld try to do so reasonably, in such a
way that their - audiénce * will not feel
threatened. This same admonitiog applies -
to discussion about partlcular methods of
drug abuse.

Don't 0\}ersell the program. Funding
pSources ' have heard tdo many. unfulfrl!ed'
promises of miraculous changes.. Yodu
approach should be low-key and reatistic.
The prog%m initiator*- should present\
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strong rationale for
guaranteeing results.

prevention without

Various Y%do!s" also apply to the img]emen-
tati process. One ’is to be specific 'when
requesting funds. The research process
shouyld have indicated the amounts_of funds
and 6her support that can be expected
from®a partlcular source. Therefore, be
specific about’ the program's needs and
how each source can help meet. those
needs. For example, because fraternal

. and civic organizations usually dé not haye

. an abundance of capital,

ask for money_to
fund a particular item (i.e., for prlr&Ed
materrials, new paint and drapes in the
facility, etc.). )

Another "do" is to con{;ler other types of
needed support, such as-materials, equnp-
ment, manpower, and moral supnort
‘Merchants are often amenable.to contribut-
ing materials, such as paints, supplies,
etc. Companies may. donate, used equip-
ment--file cablnets, desks, or-typewriters.
Any such contributions should be properly
recorded to that the merchant or company
concerned can benefit fr a tax deduc-
tion, and so that the pYogram can claim
the gifts an in-kind contribution on grant
applications. Always send- a "thank you"

_letter for any contrlbu'tlon, no matter how

P’

w

_advocacy group.

small.

Although contributions < in money may be
limited, contgibutiops of manpower may not
be. Volunteer manpower obtained,_ from
civic and fraternal organizations
the general
launching funao-raising drives.

Moral support and - good will from varioys
sources are other important "contributions"
to the life and health of' @ prevention pro-
gram. .This support will have great value
if the program encounters any kmd of
opposijtion withih the school qr communlty--
the program will have its own grassroots"
Also, ' if the program has
. » .

-9 . ' »
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i

- involves, more than the

Ny

?

. contrlbutnans

OZJTUNE OF TRAINING ACT /V/TIES. :

an opportunity to expand and funds are
requested from a large foundatidh or a
Fedetal agency, local support will give the
program a degree of credlblllty and impres- .
snven;ss it would never ‘have otherwise.

Timing. No matter where you live--big
city or small town--the time you pick* to
have your fund- raising drive is cruual to
its suctess. Do not plan your “drive at
income-tax timg; people are not in the
mood to give. Do not have a fund-raising
drive during the Thanksgiving/ ChriStmas
season; too many organizgtions raise money
then, and people are tired of giving ’ -One
possibility for you to consider is tying
into the National Drug Abuse
Pravention Week., This time is good
betause the national public relations cam-
paign has been launched, which g‘mgs
drug abuse prevention to the attention of
the g®neral public. You can use this "ffee
advertising" as a .basis for your drive.

RespoMIngJo Contributions. The last
guideline ' in community fund—ransmg is to .
develop a follow-up procedure for all con-
tributors. Responding to contributions
requtred "thank
you" [letter. Publicly acknowledge con-’
tributions through press releases, the
program's newsletter, or any other means
of reaching the general public. Keep con-
tributors informed about how the program
is  using their money by putting them on a-.
mailing list for the program's newsletter,
annual report, or any othergeneral publi-
cations. Also, invite  _contributors to
attend the' program's public events--anni~
versaries, gradu_a.tions/'etc. .

One final caution: Do not put too  much
pressure oF make too frequent appeals for °
from a@hy one source. If
merchants feel especnally besieged or pres-
syred, they may’ become resentful. It is
important to use .good, judgment, lest the
program lose contributions for anriual fund
drives and capital campaigns. * ?

N -~
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Newsprint Draw the "Needs/Sources Chart" on newsprint.”

Magic- Markers Illustrate the uSe off the chart. (See Figure

Needs/Sources ‘Chart - VIIIF1 on page 239 of_the Participant Manual.)
4 Explain how to use it:

-

-

-+ This is a simplified form of analysis that:
some programs have found useful.
\
On the, leftaside of the chart under "Pro-
gram Needs," list the specific items needed
to operate your program. For example,
if you need various types of financial
contributions or personnel, etc., at various
times, be sure to list each as a separate
item .- ,

5 . .
. ACross the top, list every potential source
.of contributions that you can imagine.

For each item in. the Program _ Needs
column, check every source that, gould
possibly contribute that item.

If ¥ source- probably could ‘not contrfbute
specific needs .'but could facilitate your
program obtaining an item, put an "0" in
the appropriate column. -
‘ -
Give several examples of how to use the chart
Ask participants to give exampies of source for
each category of need.

1 -t

45 MINUTES =~ | . . g.ooe EXERCISE: FUND RAISING CLINIC
¢ ) NOTE: <«The purpose of this exercise is .to give ..
- ~ participahts an oppostunity to share ideas,
’ technlques, strategies, and program’ efforts
in fund -raising. . o

.Asb participants to forn}amall,groupé.

Explain, thét'p\art'if?‘pantg will' have about 30 #
‘minutes to provide -"teghnical assistance” to
*each other in. fund -raising. Encourage groups
‘to. share successes, failures, msughts, ideas on
fund - raising. “-List successes on newsprint.

Z

-Recgmpvene ‘large S group, and ask each small
group to shdre its newsprint list. :

£

190 L
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Open general discussion; ask for questions (and
answers grom other participants who may have
them). .

—

15 MINUTES

"Proposal Writing
. Outline*

* A

e

LECTURE:

BASIC COMPONENTS OF AN EFFECTIVE

GRANT PROPOSAL . ! . Co

-

- %

Introduce the presentatlon by noting that
alt,hough a proposal- carr :be organized iA ‘many
ways, several elements should be included.
4 Explaln that the proposal outllne discussed here
is used by Don Nelson and Grant Shumway and
was prep,ared prigarily from material provided
by the Grantsmaffship .Center in Los Angelbs,
California. Refer participants to Selectad
Reading VIII-5, page*279 of the Participant
.Manual, to get more detail on the elements of a

2
proposal

’, - .
N ’ .

Encourage dlscu55|on as the outline

. sented.

is pre-

- ¢ . .
£Y

Diseuss the following outline: i

, -
T~

l. General pointers:
- Number pages - g &
- - Label sections )
- Use positive, decisive lariguage .

* 1. Include a proposal sur\/gy--a concise sum- -~

mary of your proposed pro;ect

111, Introduce the, ordanlzatlon, providing a _
description of your capability to manage
the prdject. v )

IV. Include a problem statement/needs assess=,
* ment. - .

*

V. Clearly state program‘bbjectlves o

VI. Include a sectldn on methods/program
design, descrihing the activities you will
conduct to accomplish objectives;, how
these objectives will be, organized, arid who

-

.. ‘ .is needed to carry them 'oy}té\/—‘ .
. ', R , v
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v

\

[

- VI Describe the evaluation design you intend
to usé and how. and when you intend to
,use ,it. v )
') .
VIII. Describe the supportive services such as
equipment, consultation, facilities, . etc.

IX"™Include a standard Nne Jtem budget.

X. . Devote- a section to future funding--how
> you intend to support the project beyond
the period of the funding.
b .
Xl. Include an appendix.
contain the following:

This section should
w

1. Compliance forms

2. Tax-exempt status

3. Job descriptions, resources

4. ‘Letters of support -

5. Organizational policies/procedures
6. List of Board of Directors )
7. Evaluation, instruments. .

’,

A}

9.  WRAP-UP

® Suggest that participants look at possible net-
works for developing their programs', financial
resources. . .

° Summarize. the module's activities by asking
participants to describe what they learned and
what the liked most and least.

S A~
M T N < 3
END}OF MODULE VIII ', : N
¢
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WIN AS MUCH AS YOU CAN TALLY SHEET |

" . Y,

-

Instructions: For ten successive rounds you and your partner will choose either an .
X or a Y. ‘EacH. round's playoff depends on the pattern of choices made in your
cluster. . . :

Y

1y

PAYOFF SCHEDULE

I I

4 X's: Lose $1.QO each

3 X's: Win $1.00 each .
') : > 1Y:  Lose $3.00 each . -
{ =1
\ 2 X's: Win $2.00 each -,

2 Y's: Lose $2.00 each .

s’

1 X:  Win $3.00 each ' ‘ :
'3 ¥'s: Lose $1.00 each -

. 4 Y's: Win $1.00 each

s . . A

- &
4
TN\ N
. ' P » .
{ . 3
.
N .
- \
1 . \ L . Y ’
¢ t
/ P .
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- B .
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Worksheet VIII-1'Continued ,

1] ‘.

You are te confer with your partner in each round and make a joint decision. In

* rounds 5, 8§, and 10 you and your pastner may first confer wifh the other dyads in
your cluster before making your joint decision, as befotre. o
: » ! . @ 4 .
— \ SCORECARD | .
. -Pattern of
L Round Your.Choice Cluster's Payoff
1 X Y X Y :
o ) e ’ v
2 X Y © _ Xeo Y
a : * , .
3 X Y. _X _Y ’ 4
U U A ' S — —_—
4 X Y X _Y , .
Bonus lr S X Y _ X, _Y )
. Round: . ) .
o Playoff ' - .
~ %3 6 — X _ Y S 2 - ’
. 7 X Y X Y .
. L TR T
[+ a -7 0":.
Round + 8 X Y X _ '
Playoff ' ¢
X5 - . ’
. ) 9 X Y X _Y .
Bonus Jo - X Y- X =Y ) -
', . Round:
Payoff . - - Y
s x 10 . . < .
, — IS . Eo A )

Peproduced from A Handbook of Structured Experiences for Human Relatiogs Training,
volume II (Revised), J. William Pfeiffer and John E. Jones, Editors, La Jolla,
California, University Associdtes, publishers and Consultants, 1974. . .

o

ra . i 1§§' “lﬁqr) . : .
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NEEDS/SOURCES . CHART

o

ohs ’

o

mA
*Program Needs

ernal & Civic

Ag

‘iﬁ o
F;at

Or
4;%7,

3

ganizati

encies
Community PeoSle

Local Government
Foundations

Title XX

~"Public:’& pPrivate
EJSiness

Industry

+

a
<
.

Money | :
18 one~time only,
eriodically
annually .

_Facilities (type of
spade/where to locate)

g
4

\
(N

Equipment.:

Type: Desks .#
Chairs # .

¥

Typewriter
Etc.

Access to equip. -(to
|usé at no or reduced
cost) . . s
Puplicating i
Graphic Arts: t:}

Consumable Supplies
Paper #-
Pens #
Typ. Ribbons
Etc.

ganpower/Time Needed
Experts™ .-
Evaluators -
Counselors .
Media Sp. i
Etc. -
Clerical s
No Special”
Skills

gt

Professiopal Froducts.
Printed Brochures,
.- |Aztwork for Media

-

Etc. ° Lo

»
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[ To enable partucnpants to select, the program strategy most relevant for their pro-
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MODUlE

'.Ix.

ACTION PLANNING FOR PROGRAM ‘GROWTH -

TIME MEDIA,
AND MATERIALS

\.

| OUTLINE OF TRAINING ACTIVITIES

5 MINUTES . e

- ’

[3

~»

.

NOTE:

OVE.,RV'IEW OF MODULE 4X N L

"y
[ ]

N~ —————work-_environments.

\»

lntroduce the module by revnewmg ItS purpose

to give participants an opportunity to’ creaté a -

plan for improving a program's structur'e, pro-
cess(es), and function¢s), and.to. recewe feed-
back on\that plan before they r'etur'h to. the

- Review "Planning for C'hange“ (MODULE;

V).

| HOUR,

»* 45 MINUTES

“"Program Planriing"
Worksheet ’

SN

3

EXERCISE:

’

ACTION PLANNING

Introduce Wor'k‘sheet

IX-1 on .page 289 of the’
Participant Manual ) v

N -

Ask participants to develop a plan, that will
enable them to utilize one of the concepts intro-
.duced during the. training in or'der' .to improve
the effectiveness of their program

Ask partnc:pants to arrange their seats SO they

.

can work individually to’ complete their actjon °

plans. sl e -

-

. ’

Begip ‘the exercise.
action plan to use in their projects.
cifculate around the room. If appropriate, hélp
trainees wr‘lte specnflc steps ‘necessary to 1{nple-
ment the change.. . . \.

. Participants complete an

-

|
CaII tlme after an hour and 30 m\nutes have‘
elapsed

P
Ll a

SMALL-GROUP COLLABORATION:

Trainers™

~

.

30 MINUTES
. — o Z
; ’ e Participants form. triads; ,each person take 10
minutes to-present his/her -plan;¥other members$
* , " give feedback, assist in-adding detail to plans.
1.HOUR |4 LARGE-GROUP RISCUSSION: ACTION PLANS
- . Facilitate discussion of the *action plans; ask -
' _trainees to describe their plans. - '
; 3
T 201 ’
- 19: ‘
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MODULE  x: acTion PLANNING FOR PROGRAM GROWTH 3
TIME, MEDIA, : SO y
AND MATER/AI.S OUTL/NE OF TRAINING ACT/V/TIES
* ] Discuss the goals, reasons, and strategies for
- implementing action plans. Encour'age feedback
~ from all group membBers: oo
- e Summarlze major dlrections of partncupan¢ plan-
ning efforts. . \
- ! . : \
- ENDYOF MODULE 4X N
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PRQBLEM STATEMENT: State what the-problem is,’ to whom, and for what reason.
* Cite any evidence' or indicators which support your statement. >
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GOAL STATEMENT: State the long-term end-result desired. ~
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____PROGRAM ACTIVITY: Use one page for' every program- activity. Each activity
should contribute to the accomplishment of one or more objectives. Describe the

activity: . . R
N * . . . . - &
ERNE . - . Y
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This activity related to objective(s)‘ R m >
+ TASKS: In order to implemeht th,e_’activity, the follovv‘/in,g fa s must be completed.
:; ) : i E ) : _—/}
WHAT WILCL®BE DONE TO/WITH , - BY WITH WHAT BY --"-WHEN.
(in 'chronological sequénce). WHOM WHOM RESOURCES WHEN -~ DONE
. ! . . —— . .
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) WORKSHEET '1X-1 Continued ) . ;
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-.QBJEC'I‘IVES: List and number all the short-term and end-resuilts or outcomes
Eachc. objective should logically contribute.to the &ccomplishment of your

desired.
GOAL. Objectives should be: (1) concrete 'an_'d¢pecific; (2) realistic and attainable;
(3) time-limited; and (4)_ measurable. (How will.'you know the objective is achieved?)
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MODULE _ .

4

) . ¢
PREVENTING BURNOUT'

TIME

+ 3 HOURS

15 MINUTES

GOALS

&

o To engourage paltcnpants to develop, extend, and solidify personal strategles for
. personal support ahd growth in the ml-dst of organlzatlonal change ‘and growth

® To review possible apphcatnons of the knowledge anp‘, skills transmltted |th,r'ough

the training.

’,

i)

[

\

.

.2

OBJECTIVES = *

s b
L A_’E__tb_e_gld of this Module, participants will be able to:
® Identify &t least three coping strategles *which -they can use for personal and* -
organizational r‘eplemshment ~ ¥
[ Identify the common symptoms of "burnout" at mdnwdu'al and ))r‘gamzatlonal
-levels ’ * '
~ .
° Identify one piece of knowledge or one skill whlch trxey intend to use as a result
of the training - o .
N . . ) .
] List the major Knowledge and ‘skill areas covered during the trainm.g.\ ‘ .

.
ta

. .

MATERIALS

Newsprint

Magic Markers
Participant Manual
Post-test
Selected Readings

[ I Y )




* - ' ' N ) -+ hd
. o ' e
- MODULE x - : : OVERV/EW
EXERCISE- | TIME- |- MEIHODOLOGY .
- ’ . . ' ' » R 4 . ,
) 1. INTRODUCTION 5 MINUTES LARGE-GROUP LECTURE '
. . z - . - ’ )
tl.- 2. lDéNTIFYING 120 MINUTES LARGE-GROUP EXERCISE
“i SYMPTQOMS AND N " - .
" CAUSES OF - ) . o
/ BURNOUT N ’ . ‘ . : .
3. '¢opinG ~ |20 MINUTES " |LARGE-GROUP EXEREISE
ak STRATEGIES ‘ , . . ] \\“
"4. ' 'BURNOUT As 30*MINUTES" |LARGE-GROUP lr‘ECTURE/DISCUSSION, oo
. . SYMPTOMATIC : ] T C T
. | — ~ OF ECOLOGICAL R - o
DYSFUNCTION ) \ L . , '
) ‘ . “ '~ @"
: 5. BUILDING IN . 45 MINUTES LARGE-GROUP EXERCISE
. . BURNOUT ' ) o
PREVENTION . - .
. » - > \
6. WRAP-UP/ 4}5 MINUTES INDIVIDUAL AND LARGE- GROUP )
REFRESHER. - ‘ DISCUSSION
7. POST-TEST - {30°MINUTES  |INDIVIDUAL . - " e
. 4 . ' 14
:"‘_I
- - \ ' .
(‘ - .
~J] . .
[ I * N
N - 5 v .
i « Y ¢ “'; -
M —_ - .
" - .\9
- . rs .
- ‘ . _ q '
‘ B \\ .
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\MQDULE X:” PREVENTING BURNOUT

TIME, MEDIA, .

n T

.

AND MATERIALS. -

5 MINUTES .

we

OUTLINE OF TRAINING ACTIVITIES

1. INTRODUCTION : ‘

- K @

is rbecoming a -major

e - Explain that "Burnout"
‘éroblem throughout the human services, in

* view of attrition rates, stress and anxiety
" problems, and the frustration levels~of people
actively_engaged in helping other human beings
with personal, emotional, or psychic distress.

.
= —

20 MINUTES

: Newspr:int
Magic Markers

.

~

4

~t —r—

A : - ‘
‘|2, EXERCISE:" IDENTIFYING SYMPTOMS AND CAUSES
OF BURNQUY - . '

A}
' . ' .

® . Ask participants to discuss symptoms of burh-
‘out:
I6ok” like?  How do they behave?

‘o \I As the exercise »rogresses, 'hé or -she should

« hewsprint.

What does someone who's "burned-gut"

encourage discussion., List these symptoms on .

_Magic Markers

-,

‘. ‘ ‘V . -——
( ] Next, ask partitipants to develop a similar list
s of causes: What tcauses people to' burn-out? -
What “are the sources of stress?
20 MiNUTES 3. DlicussmN: COPING_STRATEGIES | ]
Newsprint 1 - e Ask participants to .generate possible’ sources

of relief from these symptoms or ways to pre-

vent  burnout from  occurring . (COPING
STRATEGIESY).

° Draw a third column-on the newsprint. «Label it
"Coping Strategies."
A -~ L) N

! " . LT T ?
L . ., , v

- / [l °

.o

.r
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MODULE

X~

PREVENTING BURNGUT. .

TIME, MEDIA.
AND MATERIALS -

OUTLINE OF TRAINING ACTIVITIES

30 MINUTES
: 4
"Staff Burnout as a

Form of Ecological’
Dysfunction"

e N\

4.

\

N treatment,

. LECTURE/DISCUSSION:

"BURNOUT AS SYMPTO-

MATIC OF ECOLOGICAL DYSFUNCTION" (based on
Jerome Carroll's theories) ) '

° Discuss the theory presented in Selécted Read-

ings X-1,

.Accordlng

to' Cartoll,

Page 291 of the Participant Manual

..t ®

burnout emanates

from problems of interaction between tHe

individual

break down
cussed by p

"organizational"

and his or her envn‘onment

. Return to the newsprint sheets,’(attempt to

the symptoms and causes dis-
artucupants as "individual" and
symptoms, caudes, and

coping 'strategies. ) T

A :
. @ Review Carroil's

. o
-

suggestions for treatment and

prevention of burnout: .

T - TREATMENT" N
‘Individual: Time off; -rest and recupera-
- tion, reassignment, counseling, supportive .

ing;

-’ ‘Work Envihonment:

B

additjonal eduqation, job train-

A I

. pqucues,
ndrture of

roles and levels of responsiblity; ‘increased’
salaries or decreased workload.

on-the~job

training,

staff," clearly- delineated job

-

»

: Allow partucupants to continue to add other
) possiple’ coping strategies to the newysprint
lists generated earlier..
. < S
- PREVENTION_ ‘ . .
>~ ,
. Individual: Physncal exercise, relaxati[:n;
replenishment, , ‘realistic goals and expecta-~

. tions;

-

o~

Changes in structure,.
‘adequate

(S
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MODULE ' x: PREVENTING'BURNOU.T ' o i

| TIME_ MEDIA, Yd
AND MATERIALS' OUTUNE OF TRAINING ACTIVITIES

G

X’ : Work Environment:< Limits on workload,
‘ .

. + 7 periodic rotation .of staff; more part-time
. ) posntlons, changed functions of staff meet-
coy . lngs . ’ ‘ .
.o . . . ' N
. » NOTE: ° Agam, “allow partnc‘ﬁants to continye to

. . expand the list of coping strategles gen-
¢ - ' ' . erated earlier. Remind participants of
ya ~ ' ) material presented earlier in the course
' g - . (e.g., the sherwood model of -planned
. . .ot renegotiation) which, might also be used as
¢ . a buyrnoyt-preventien,strategy.
. . . T . LN v

T . < ~

- L % N

45 MINUTES "~ |5." EXERCISE: ' “BUILDING  INK BURNOUT* PREVENTION -

. = I SN ~ T .
Newsprlht : 8 e - Askindividuals toreview the action plans' which’
" Magic. Markers ®they developed during the previous modyle.
. i Suggest that they consuder the fotlowmg ques-
. - % . . . tlons . .. b\ .
. @ - . . v
' . .- On a'scale of 1 - 5(5 belng highest. poten--
. “_) tial for burnout), how would you rate the
A o "burnout potential" of the actioh™ plan
o > ‘ you're developing? [n. other words, are-
4 ’ you going to Kill yourselves, and the peo- .
B B ‘ Y I NN ple* ‘around fyou, in 'order to fake your -

. - action plans real?
. . p "o /

. . . . T f parﬁcnpants believa their action plan to,
R - . be burnout-proof,‘tell them to list their
¢ < reasons foa feeling that the people who

o have developed the plan will be able to ’
.sustain their energy a?'ud productivity.

< ‘ ) - If participants suspect that some aspect gf
L% <o their plans will produce individual and/or
. " organizational burnout, -&iscuss what  can

P . a , they da, as théy begin to plan and to put

- T ) " that plan into  effect, to prevent this
. \ A . occurrence. .Ask participants to st 3-5.

. : : actiori. steps they might include in their
- ‘ o program -plans’ to re(}uce the likelihood of

ot . burnout. ° A
i
" -

~

. 7 213 - . M
- ,)‘ . v .




' ' ‘ . . . o~
MQDULE - X: PREVENTING BURNOUT o _ - . ' )
- 1 -
v . . ‘e * Divide participants jsito smaII groups_ _and ask
i thel to discuss their suggested strategies fer
4 & - preventing burnout. Have one individual
: ) ¥, record these options on newsprint.
.o . ,
] Have each smal group report their individual
suggestions to thetlarge group. ~
. ) Process the exeFcise adding additional possible
. ) material from the coukse itself. .
NQOTE: Tralner" should mentlon possibilities for )
. . "networking" with various individuals and
\within various group$. Also mention new
. ' : . NDAC course, "Staff Burnout.' ™
- : . R
45 MINUTES 6. DISCUSSION: WRAP-UP/REFRESHER *
. Newsprint . . Ask individuals to list tnree things they 4
Magic Markers . learned during the training which they intend - -
. to use in their own, communities. . .
' . ° , ] Ask each individual to share: one thing theyﬂ
- intend to try with thé large group
,. o ' . ° Review the content and skKills of the tralnlng
N , experience; focus on practical materiadl, and the -
N skills deyveloped a,nd/or practiced durlng the
training period. .
‘ ! i
30 MINUTES . . 7. ?POST-TEST ot A .
. ~ \ ,
\__Post-test " Administer' the post-test. The post-test is 1.
4 N located on page’ 311 of the Participant Manual .
v ] ! and oh page ‘215 in thls manual . -
’ > i ) ¥ , . ’
! /f_ . a . X *
wh o o . ] 'After collecting the post-test, aIIow/an/oppor-
. L \ tunity for any d:scussnon or reaction to the
' tests or the training” °
» « . 1] - o N
’ . - Od . V' ,
END OF MODULE X . N
: ? ' ' @ e~
. 1 ¢ [y ‘ i
J [l
4 , * N
: 214 .
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K PREVENTION PROGRAM MANAGEMENT e .
‘ POST-TEST - Co '
: : /‘

General Instructions i C L
, ~ ] . . ’
Consider the following questions ‘a quick - review of the
training -you® have just completed. The terms' and ' don-
cepts will now seem™ more familiar to you. DO NOT
linger “over-- any- single item; answer gquickly and move
on. Mark your answers on the answer shest provided.

-
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’ D..

"MATCHING

Match the appropriate item to the statement provided. °More than one.

selection may be necessary to adequately respond to the question.

Choose the definition that best identifies the model described below:
a. Sherwood Model : ! ¥
b. Situatiohal Lea ership Approach Model -
c. _ Program Devel)gpment Logic- Model
ik
This strategy encourages individuals and organizations to develop

N

mechanisms ~for accommodating /nd utilizing changes in programs,_

_staff, and funding.

‘Matches managerial style to group readiness léevels through the use of
a four-quadrant matrix. » ‘ . .

O
\

] > o
“Match the appropriate definition to the following behavior identified below:

. . '
a. "Structuring Behavior"
b. "Climate-Setting Behavior"
c. "Transferring Behavior"
Builds trust among gréup members and between the group and him or
. herself. * :
’
Provides opportunities for grd members to deyelop and use thei
abilities. . LR " :

! ") . N ' 4
Establishes. patterns and channels of communication among group.mem= -

bers g .

©

I3
Match the correct item to the sntuatlon provuded below.
i ' L
a. Objectlves o
. b. Criteria
c. Measures

. Sales of sedative-hypnotic drugs at' pharmacies serving a retirement
community will diminish .within 6 months. . ;"

7. W‘A 20 percent dQcHKgse in-the use of sedatjves and alcohol’ *

8. " Use'of psychoactive prescrlptlon drugs and alcohol.

Match the coé"f'eqt items tQ the situation provided below.

a. Facts
b. Opinjons
. €. “Assumptions

-

LS

9. Prevention efforts, shqtlld be targeted toward the
since they are generally the heroin addicts.




e 10. PreventTorr efforts have' been, inefféctive. .

) #. 11. . High school students aré more inclined to try maruuana singe it is so
readily avaulable . -

a

E. The deflmtlons to the following types of evaluation, are Iusted below.
y - Match the correct definition to. the evaluation.
>a. “Impact '
. b. Processg S S
. c. Outcome L : :
' . 12. Attempts to capture in "still frame" the characterlstucs of an opera-
. tional, ongomg preventlon program.
... 9 s <
\ 13. Attémpts to answer program concerns in accompllshmg its own objec-
' ’ tives. T o v
14. Attempts to gauge additive ®ffects of numerous drug abuse prevention
programs within a geograph:c ‘boundary.
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MULTIPLE-CHOICE N : ’

CHoose the correct answer(s) to the following questlons and cirecle the
appropriate letter(s) on- the answer sheet,, .

16.

17.

4

Effective collaboration between individuals in different agencies ’is

based on: ¥

- | . i
a Friendly but fair competition for clients or funding oo 7
b Establishing a satisfying, reciprocal relatlonshlp )
c! Awareness of the value of collaboration o
d.. All of the «ahove :

4

The items Ilsted below are, all approaches for ﬁvaluatlng referral serv-
ices in a preventlon program, EXCEPT .

[N

a Imprdvement of client's ‘self-concept

b. Enrollment in support groups for families of alcoholics

c. Decrease in the client's group’ scores on drug abuse interest
surveys

d. Number of clients who list referral services as a source of infor-

mation on enrolling in other prevention services

When planning.a program evaluation:

a. Program staff- should help to .develop objectives and criteria.

b. Program staff participation in evaluation planning violates the ob-
jectivity of the evaluation.

c. Evaluation® data should-be cgllected using special procedures and

personnel separate from routine program procedures.
d. Measurements of effect should aIwayg,be made at the end of the
' program service.
3 o~

)

When preparing td address or actually’ aidressing a local funding
gt } - ~

" source, one sholld:’ .

- 4

-~ a. _'Use your staff to help you gain sub'port for your programs or to

prepare for your presentation..
b. Read magazine articles and attend publlc meetings to learn appro-
. priate procedures ahd protocol :
c. Make your program "saleable" and "understandable" to the
; publlc : e . -
d. All of the above. : -




IIl. TRUE or FALSE A - h
< - . 1° \'. . ' ¢ .
The following statements are °‘related to aspects of prevention program
management. Please circle either "True" or "False" on the answer sheet.
19. A good pr,pposal for funding would concentrate .on a problem statement
anﬁl a strategy desugn fqr,, examining the problem
N .
20. A staff with a I,ow readuness level needs structufe from the manager.
21. In following actuon plannung procedures, one would use the Shérwood
Model. .
’ - ) - , ’
22. Staff burnout ‘emanates from problems of interaction between the-indi-
vidual and his or hér environment.
. i ’ .
. i 23. When planning a-program evaluation, the evaluatuon,data should ideal-
. ly” be collected using special procedures.
4 24. Netwarks are mtended to be task-oriented, competitive, and decen-
tralized Iearnmg systj'n _—
25. Primary prevention is a constructuve process des‘gned to intervene in
‘ . patterns of drug use and.experimentation.
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a-j, ' - 5 ‘: 1Y . \\.'
£ 1. MATCHING - |
- 1. a b
) 2.+ a ‘b
3. T a ) b*
4, a . b
e 5. a b
: . , -
6 a b:
. 7. a b
-]
8.  a b
. 5. a b
10.-- a b
1. a’ %
12, a b
1?. a b q
o 14. a b
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POST-TEST

Answer Sheet ‘

\
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Circle-the correct r'esponse(g\\)

' lIl. TRUE or FALSE-
- .
Y 19. True False
20. . True False
" 21, True -False - i
' s * .
v 22. True False
- i .  J
23. True False
24. True False .
. . . I N -
, 25. True False _
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' - POST-TEST ' ..:
~ Answer ‘Key .

.. . . | Prevention Program Managemerit .
: ‘ ‘ \

td
T - s - A

. 1. ¢ : . .
~ - ‘ o~
[ ) / .
8. b 7 ~ ,
. M -
- 9. C 7 + . ’
. N, - !
10. a . *
\. ‘ *

,2-0~“ ) T’rue ; ' Qﬁ‘.) N .

N
-
il
L.
o
o
pes
-

e g
24. False g ~ -
- oA w < . ~
25. ' False - .

X

’




-~ - [
_ TRAIN|NG STAFF QUALIFICATIONS S Coe
o . . o . o : . -
e . This course is designed to be delivered by at least.t%o (p,refer_a»&?three) .
. trainers regardless of the size of the participant aogrou'g. e .
' ' ‘» .. Syt .
. e\ gThe training team that delivers the course should in lude an experienced
. prevention program manager and at least one other trainer who is a drug
L * ~ abuse prevention pr#fessional.s; Training team rmembers should have demon-
* ©  strated training and experience in training. adult ledtrners. * .
@ ] v . I3 ]
. . YR . .
. ® Tke major consideration it determinidg a-training teamsfor delivery -of this

course is that the combeteney of the §ta1’f, as a »U%)ole, include: compe-
. tence and experience in management and planning, ability to plan ‘and work

E - together, an an understanding of how individuals learn. .
DESIRABLE PREREQUISITE TRAINING COURSES L ‘
) A : LE . ?" ~. 0 ‘e )
* 2 Community-Based Prevention Specialist | . ¢~ - .
° Basic Management Skills . . e T } .
® ~ Tramning of Trainers . . N ( -
. . 4 ‘t’ . ’ . ,
3 , . . ' 4 . -~ N i ‘ . . .
SPACE AND EQUIPMENT REQUIREMENT ‘ e S A
: ‘ - ’f; & ’ 1 h
e  This course requires at least one large work' room equipped-with chairs
. and.tables or chairs and a suitable writing stirface. -The room should be .
sufficiently. large so that participants are uncrowded andzcomTortable. The
program also requirgs.at least two small work rooms or a nymber of small
rooms sufficient to Izc\gmmodate‘ small work groups. .
o  Other materials requited ale: ' f s
-« iy * e
- . s I3 . ) -
: : -, Trainer Manuals *. " ’ o R ;
, - Participant Manuals %, = 4 ‘ ol N »
- Newsprint L o, TS e v
- Magic Markers ] . . _ U A \
-»  Masking Tape ' ; ..
. 7 , :
. - Pencils . . . =
< - - A \‘.-g :‘.. "ﬁ-
.. EVALUATION . ) ) L. . § .
A © I S -

Two standards are used toq’ determine each participant's performance in this
course: (1) attendance and (2) score on the post-te¥t. Participants who are
certified as having successfully completed the tourse shoyld have been present
a minimufn of 90 percent of the time allotted for the course s#ssions and achieve

*a minimum score of 7% percent on the post-test. P ’
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