3

. » .- S y :

-y L ' DOCUMENT RESUME | oo
ED 172050 | . C " .. ceo013us53
TITLE: _f~ Programming Community Resources; A Tralnlpg Pro /ém

-

. “For Alcohel Proqrdm Adm1n*strator§i<
INSTITOTION . National Center for Alcohol Educa+lon, Arllngton,

- Va. -
SPONS AGENCY = National Inst. on Alcohol Abuse and Alcoholism
) (DHE®W /PHS) ,. Rockv1lle, Md.; Univesrsity.Research  ,~

o Corp., Washingtoh, [.C.’ - - :
 FEPORT NO - - - DHEW-ADM- 78 717, - I

PUB DATE 78 ‘

cOdNTRACT ~ ADM-281-75-0013 -

NOTE - 135p.; Som2 small. prlnt may be marglnally 1eglblc
EDRS PRICE ‘- MFO1/PCO06 Plus Poatag-.

DESCKIPTCR3" % *Administritive Parsonnel; Agency Role; *Alcohkol

. Sducatiogb *Community Ag=aciss (Public); *Community
gesourcesy Counsalors; Group  Experiencs; Interagency
Coop=ration; Ne=2ds Assassment; Problem Solv1ng* o
*Program Planning; Skill Devzlopm= nf- Trainers;
*Training chhn*qu~ i "%

ABSTRACT
. . This quide is dasigned to upgrad= and/or. develop the4
assessment and nagotiation skills of manag=m~nt patsornel who ar:
involvad it developing ard coordlnatlng rL2sources among community
ag2ancies to provide comprohnn51Vﬁ'sarv1ces for individuals with
1lcoh'0ol problems. This training program addresses the following
zopics: (1) *community assessment; (2) target probl=am idesntification
ind analysis; (3) planniang and conducting int eragency negotiation;
mg () group problem- solv1ng tachniques. Resourcz materials,
assessment forms, and evaluation 1nstrum=nts are prov1dnd in the

‘appandicas. (Au‘hor/HLH)

P

e .
- .0 . .
-

-

t*******************%********************:**********t***m*************x

x Reproductions aupplldd by EDRS ar= the best thar-car .be made
* c from the origiral ilocumant.

*
=

odokok ok *#****************************************************************

’

O




?

National Institute on AIcohoILAbuSe'-:ld Alcohbliém.

’ . 4 - r ’ :
, - K , . . ‘l I PR
4 . - . - U.S. OEPARTMENTOF HEALTH,
. . EDUCATION & WELFARE
* NATIONAL INSTITUTE Ol

- EDUCATION

ra THIS oocu)AENT MAS BEEN REPRO-.
l ’ner anua . DUCED EXACTLY AS RECEIVED FROM
THE PERSON OR ORGANIZATION ORIGIN-

P 7 ATING IT POINTS OF VIEW OR OPINIONS

STATED DO NOT NECESSARILY REPRE-

- _0_ : SENT OFFICIAL NATIONAL INSTITUTE OF
5 4 EDUCATION POSITION OR £OLICY.

&

'E,ijl_zfz'o 50.

programmmg o
communit y
. resources

N\
L4

Alcohol, Drug Abuse, and Mental Health Administratloﬁ

u.s. Dopanm.nt of H.-Ith Educatic. * wetlfare + Public Health SeRic 0

& 0,

N




- v
1
[ v, .
PURPOSE: © e~wpamurg Con. 7un'it'y_':@"és'ogm © JACKAg: S intznaeg t :- ade and/or deve:op
i sessmer” ‘and‘;—a:gdtf;a't‘lor’f.@ﬁ{lgs ot wanagemen= person: # no are involved in
de.o. 4.2 ane coodRmating resources WomgoammuT & e provide compre-
e o - o v . c.
’ . e For agedie - with alcolapicomer—s. : . i
4 - W >
AUDIENCE: T T3 gaence Yo % trainigg prox xm shouid - nerson-:  ‘rom service deliver,
| TRyggnce o B winigeproe am g v
’ . 4 BT T s ‘5;".-- ° -
~ ’ — " . .
) weth tuthorit e e.:wetht,ipey RITIgrams watr oo ety
< el
: ‘ [iSban- is e ” i :’. K i ntas T oM e C ‘
. ~inistraive *&y_tha allow 1=~ mit 4eEmCy resources ang

il i . 4 - - r.“‘%f‘% -
AINER e Yo A o
S vew . zzoing ==oerjefit.  -.orable. T -aner 8 < xperience in small

. . REGUIREMENTS: . @ ., =
ST v hq;n:hmaues \2> oppmmed to'lc  *_rc zassroamw :pproach’ et wner.should also

l ' DI .- <Bme jackgxoﬁhd‘ir.,mﬂ?gran.mngc::nmunit‘ resaurce: A~ s2<iional trainer is
= 77 -aed when runreng fraing " more than 2 days. Lo
£ v

e

5 incluc - A triver manual and paruicipant workbo()ks.‘ Several
rreferenc : books should == ordered. {Ses bage 124.)

_SURSE - o
#ATERIALS: - g -ckage jnd
' - ona: 'esqurif&

®

-ONTENT: he trar- 3 coufse covers tnz fol ~wing “opics:

Cor wi/(,y/as'sessment .
¢ _~zvi rroblem identificaton ar ¢ amaysis
- e =~ _sandconductingir::iczes negoti: on .
- i . . ’ d .
& _~u.r ~-oblem-solving tec—riquae
. _ . R B % . -
‘ , -
! ‘
|
| . .
L)
" - [ N '
(continued on ba.. -~ 1e cover, ’ '
» N N - 1 ‘
R - w o
_ A
| J &
——— N

ERIC

Aruitoxt provided by Eic:

Yar



% .o00337¢@
Tair~Momug L |

programming
community
resources

\ |
A "2ining Program For a.icohol =
Program Administrators |

T—
3 - o ,
bl { {
[ -
° =
=
de~mpmpe. o - ' - ’ (
. Naworai . - e <onol Educatior o Ty
“ ' N : , e
# US.Dery -+ 7 ey, th, Eduzation, and Weifars X
Public beeai- = >y -2 : . _ .. 7
* Aleohc: D-ug :vse anc Mentz! Health Administration '
/.' ‘ .
3 7{ Nationa; 'tz - A :anol Aouse and Alcohoiism s
. . . .4 v o ,
. 5600 Fistvers _om: J-
~ " Réckville, Md - o R é :
. . !‘ ¢ v
A} N J !
e 1978 C ‘ X \
;\ N N : .
. . . A . -
L \Vi‘ * . ” (‘ -
N ¢ \
) . “ . 1 ~
A t q 4 BE2.)
- . b
- . ' a" 7 - ) T




A

-2
n

These materials wep( developed by the Natlonal Center for Alcohol Education. For further E;f?@tion‘, additional

matenals or asslstance in.the use of these materlals contact:, \

.National Center for Alcshol Educ‘atiori .
o s -1601 North Kent Street
I . Arlington, Virginia 22209 .

|  Telephone: (703527-5757 - .
This publication was prepared by the National Center for Alcohol Education under contréct number ADM 281-75-001 3

from the National Institute on Alcohol Abuse and Alcoholism. NCAE is administered for, NIAAA under this contract
by University Research Corporation. All statements herein do not nece rily reflect the opinions, =ficial policy, or

" position of the National Institute or: Alcohol Abuse and Alcoholisim, Alcohol, Drug Abuse, and Me=tal Health Admini-

stration, Public HeaIth Semce or the U S. Department of Health, Education, and Welfare .
& .

The National Institute on Alcohol Abuse and Alcohollsm has obtained permission from the copyrigr: holders to repro-

(duce material appearing on pages 120, 121 and 122. Further reproduction of these materials is pron:bited without

specrfc permission of the cQpyright holder All other material contained in this workbook is in the ubfic domain and I

- may be used and reprinted without special permission. Citation as to source, however, is appreciatec. N s

~
L

g .
,QJ v'
gRIE .
. o . '
-
3 % d
) ' ' r} i
) y > ' .,
DHEW Publlcatlon No, (ADM) 78- 717 4 . , . .
Printed 1978 - - e . . 5 \ - .
L . : oo ® ,
. . . . . N s



- - ]
- ‘ !
) ' »
" "
C g
- S
- . _ \- « 4?
SECTIONI: . What Programming 8pmmunity Resources Is All Abolit ) -
‘ A.  Overview of the Programming Corrt::::';ty Resources (PCR) Package :
' s B"ThePCRCurncqum...l...............I.., ........... X 2
C.  Evaluation Instruments. . . .. £ ) AT
) D.  Design Assumpt:ons About Trammg and Tramers g
, ' E. Howto Prepare toRunPCR.....%5. ... ... S PR .
SECTION Ii; How To Adapt PCR To Meet Particular Requirements . -
C . A. Comblnlng Se§§|ons Into Mlnlcourses .............. . R /
B. Usmg Indmdual S‘ess:ons e e ' 4
o o A
ssc*nojq m: Session Outlings - = . o )
! Phase 1: © Comniunity Assessment» ’ T - s ' ‘ ™~
/
Session 1. Overview of Community Assessment 1’ e 13 .
Session 2. Data Profile 2:° Community Characterist:=s... . . . 7} .. ; 19 ..
* ‘Session 3. Data Profile |} Community Characteriszics ... .7 . . 23
. ~ Sessiop 4. Targat Problem Identificationr &+ .°. ... ..... <~ 29
' Session's. Qoup Assessment Model , . .~ ... .. 4 L. N ~ 35
. " @ Session 6. Group Assessmept Abpl:cauon ceeeite - -4
Phase 11: Negotrauon Skills* q . J
3 R ..\I
Sessnon«\K\OVemew of :‘\,b. R L ) 47
R N
jon 2. Th’ODlagnosw _: g &S e I 57 K]
g “Session 3. The Initial Cdpta "'r‘ ¢
R Techmque Lo Y % , 63
4 ' > h
* . -
. " ‘-
» l:o “ -~



i ) : 1 - . . .
Session 4. The Jnitial Contac: Stage: A Strategy Suide .. ...... s 69+
/ Session 5. e G,roupf Problerr-Soivimg Stage: - o
. —_ ~.eExperience . ... ....... e T T,
Session 6." ~-1¢ Group Preblem- Solvimg Stage: ) o ’
TueProcess . ... ... .. ¢ 83
Session 7. The Group Pronlem- »oivegSzage: -~ ‘ '
© ., ATuchnigue . .. .. e e e 89
< . Session 8. The Group Problem-Somimg 3:age: ) , ' -
] o 4 Scrategy . ... .. . 95
Sesgion 9. Azcmication Task:. A wegc onon Mo e ow 101
N é«gion “0. Appliication Task: Tazmm: =~ Sup'St ey .. ... ... - 107
S TIo Handouts and Referemce Materials - - .. 13
s TEM appendixes ' - . . . . g '
Purchase Information.fu Resource Materiai: . . | e L3 . 124
rssessment Forms and Tarulation Sheets. . . . e 125
-7 Iflustrations of Various Me=ting Arrangemer1s e e ©135
Sample Presentation Cye Cards . . . . PR .. R R 136
E-saluation Instrufems. N /\\L_,/ et 137
k .y . ’ ‘ L
. v . ‘ ‘ "' ‘;‘ L
v - ' . »* @ & i
. A, R - &
v J’ . - . B
) ) 1Y 7 o
- | ) . . ?,;”
¥ A ) - . 4
. / - R ’ ¢
. 3\ ) 4
- ‘ [ 4 ¢
3. - o
¢ ’ - ¢ T
. N o
: ‘ 9
. ! / D - ! ’
‘ . ‘ . — ? -
- AY ’ L] i ) ' 6 ’ L} §
0 ¢ -
b} : ' - "
. 4
' < :I - ~ ‘ //
? 3 -~ > . o

-
.




ol
|
.
'

‘What Programming
Commumty Rescurces

1s Al About

-

Crmeriew oOf the'Programmim- +mmunity
Reawvurces (PCR) Package —
“2j0r  =sof per§onnel who pl:  .ome part in the
~ LI assessment and resou: €t obilization €
zivites - alcoholism programs <= from agency tb
=enc . ~CAE’s Programing Cor=unity Resources
-rode: is = package desi for propre who are respon-
10te ;or 2ianning is| cy pfograms to fit
ocal neeas and fo eyhstlng oé«;rgamzatlonal assist-

ance to successfully address ¢ The package i
desdigned to nelp al
staff) improve their skills in pegotiating resotirces anc
services and in planning and administering their agency’s
ongoing assessment activities. Trainers in other fields,
'such as drug abuSe) will also fipd the matenals useful.
The entire course is 26 thg and consists of 10
sessions that last from 1 to 2 hours each. The program
takes 4 full training'days to complete. However, some
trainees will already have the skills addressed in particular
parts of this training program. Consequently, individual
sessions or'various combinations may be selected to suit
the needs, |’nterests or time requirements of the partici-
pants. The mode! has three somponents: i Trainer.
Manua/ a‘Part/c/pant Workbook and, Resource Materials.

4
.1. Trainer Manual , <!
_ThlS book contalns complete instructions and.
resource referenses for dehiveringsthe PCR pro-
gram. It provides the following information.

[ e , S
¥ R
\)‘ . <« . . ; : &
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hol program Jirectors (or delegated-

.

4 2. Participant Workbook . : L - .

Settion | gives detaiis - ~out course conzent a- d )
methodology, the targe: audleht&e, a,ssumptlc i ,

about training and crainers, and suggestions for
ways of preparing to condLTc‘{ the sessioTs.-

Sect/on 1/ describes how the materlals can
shortened and -adaotec to meetgart.cula.
needs. ., N <
Section /1] contajnis instructions and suggestio- . s
for conducting individual sessions and for using.

1

the matesals. This sectioh is ntended to he ',
used as a-study guide before delivery. - '
Section IV the appendixes, contains“sample

forms that can be used assessxng participant

needs and Rpreparmg, conductlng, and evalu-

‘ating the program.

’

The w rkbook gontains reférences and hand- -

-+ oltsu the préparamon and dehvery of the

training sessions. Each parthnpant should have
a copy of the workbaok or a copy of the appro-

priate handout.

5. Resource Materials .

Several books are directly related to the conten-
of this course and/are recommended for use b
, the trainer. A listing of sessions for which these

. books provide background, and information

about, purchasing them, Jehnc[uded in the
appendnxes : -
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The National Center for Alcohol Education (NCAE) ™
developed thistraining package to provide those responsi-

: ble for Yraining alcohol program managers with 4@

g opportunity 4o deepen their undérstanding of systematic
approachesito the ongoing task of assessing community,
alcohol-related needs and mobili;fing community su'ppo’}\/\
sprheetthem. This course was pilot-tested twice at NCAE

~ with representative pafticipants from across tie couh'try.
_Folkowing these trials, a revised versign was field-tested
nationally. The present edition of PCR reflects what 4
“NCAE Ieamejabout the program in‘both series of tests.
- We feel'confident that the model now can meet the needs
" of participants for whom the materials were prepared.
Flexibility has been built into the model to accommodate
the/ time constraints and other special,circumstances we
¢ "observed in the field. When only adapted portions of the
- course-are conducted, the segments selected should
correspond to the felt meeds expressed most strongly by:
participants on the assessment forms in section 1V.
Whether/conducted'either in it entirety or in segments, ,
the package can benefit people who: ’
'® are authorized to represent a program in$

e ﬁegotiating or trading off agency resourdgs and

~ . services; . - . :

. : ® conduct l§sessmer)ts of a community s alcgjiol-

) + related problems: .
® ate responsible

f.gé.the program’s planning
functions. . ' 4

" The recotimended number of participants is 16 to 20.
One trainer can manage a group this size for aday or
twogWe recommend usir g at least one additional trainer

for training that runs for more than 2 days. The recom- .

mended training group size divides into four small groups

of four or five partiEipants eachr for practice sessions. A

single large room is adequate for the traia’ing if it is large
enough for four or five groups to talk in conversational

tones without distracting each other, but twq or three
. - additional breakoff rooms are desirable.

. The course was designed fc - use by trainers who:
e °

Yoo

train employees delivering direct alcohol-related
services; ’ .

. N ¢

The target audience for the program is managers (or at

_* least:those with delegated‘managerial'-respo ibilities),
4 soitis desirable, althoygh nct absolutely ne essary, that

trainers have management experience. " ’
—~ B, T_he{(jR'Curnculum . . j

The PCR curriculum is divided into twd major units. Unit
| presents the basics of assessipg a community’s alcohol-

b s he basi
y »‘,2 ‘ //“ | | _
Qo . . / {M . B ’
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. train as part of the: overall job responsibilities; o
® train frequestly, bu : noéneéessarily full time; -
® train agers at le~ st ocasionally. )

1
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~=iated oroblems. Umit Il p-roviges instruction and prac-
e '~ Tne skills nesded t¢ meet these needs thraugh
-oorcxated efforts with ~ther community resources.

3

Phase .. Community

‘es:.on I: Overviewor Communfity Assessment (1-hour)
The basic assu~—:191s of the course arf pre-
sented, anc smz.  zroup discussian. time is
provided to .iiow sarticipants ample oppor-
tunity to share iheir viewpoints with each -
othet. This session identifies assumptions s
about “community,” the present state of
alcoholism serv.ces, and the science of public

* Wdmir: stration. R

Se: sior 2. Data >rofile I: Clients in Treatment (1%

hOUl'S) / -
- - Using data brought with them from their

agencies ort :lients in treatment, participants
begin to reev.amine assumptions about the .
characteristioaof the people they are serving -
and the neez: of the community at large: An

~. instrument .: provided to guide the partici--
paris in giec:’ng Qggther a new picture of
the clients - -ing treated by their programs.

Sec -m3. Data Profll- 'I: Community Characteristics
\\ (2 Hidurs) ' D
Participants assemble data about the com-
muni ey serve by drawing on factual
evid_;*tained from demographic surveys,
’ histdPR3 data, interviews, and abservations.

An indtrument is provided to assist partici-

pants'in constructing a compréhensive com-

munity profile. ) LT

. &

Sessior 4. ’q Target Problem Ldertificatiom{2% hotrs)
Aftdra comparison of the profile of the newly
reexamined,community -(session 3) with the
newly 'reexahlined client population (session
2) each participant selects a pgebleni in his/ -
her community not'previgusly'address'e’d by
existirfg servifes, Fhe problem determination -
should .inctude a newly identified_client
group and a resource group not previously .*
enlisted for service. b

, Session 5. (Community) Group Assessment Madel (1%

. hours)j‘ . K .

- Participants are intfoduced to a sociologheal
N moadel for analyZihg community groups by:
‘ - applying 12 community characteristics to

. Ppatterns of community life. They apply the
»model by analyzing the participant group.

~



Session 6. (Comrrmity) Group Assessment App//'cat/on
e

Pu; mzomr—s analyze their new problem group
(semsccs,- by, writing a desgription of it

ac..ardirT o the model presented in the pre-
ViGOL: -&ssiiian,

.

/ Phame 1" Negomtlon Skllls

\,

Although the fol:.owng 10 sessjons are lntendecft'o be

used as a sequential .nit;a number of sessions can be

grouped and sed maependendy aSindicatefin section ‘

/

Session 1. Owerview of Negqt/at/on (2 hours)®
Nesgotiation is identified a3 an essential ele-
3 " m=ntin community, planning ang mteragency
N\ =lavoratidh. Itisa learnable skill, sub;ect

to systematic planning and stage- by;stage
—piementation. The negotiation process is
==-‘ned in terms of diagnosis, initial contact,
-7a group problem solving.

Ses.s/én 2. "he Diagnosis Stage: A Technique (1% hours)

d he theory of force field analysis is presentﬂf‘/

as a diagnostic techmque for problem identi-
ficatjon. Experlence in the use of‘the tech-
nique is acquired through exercises and

" group discussion.

A

Technique f % hours)

Partjcipan' discuss th prmclples of goal
analvsis as preparation f
of negotiation. They apply
to a practical work problem.’

‘éss/onﬁf The Injtial Contact Staqe AS
'_ (T4 hours) .

~

Afteraninitial contactrdle pla
analyze their expenence, usifig a strategy

. guide that containscrucial points for conduct-

ing an iditial confrontation.

“SeSsion 5. The Group Problem-Solving Stage: The =
Experjence (1Y hours)

. Participants take part in a slmulated group

‘problem-solving situation, in ordét to experl--
ence what is involved when a group attempts’
. toreath a deqsmn and to examine factors in

the negotnanon process. .

Session 6. The Group Problem-Sol.v/ng Stage:
Process (1% hours) ' ‘
Participants apply a model to analyze events

-~ that occurred during the previous simulated

The

a . problem-solving experience. Consénsus on .

~

-

8|

- ..

V4
af

-~
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~.

mplementaﬂon accountablllty, and evalua-
* tion is identified as the critical aim of group
problem solving through negotiation.
Session.7. The Group Problem-Solving Stage: A Tech-
nique (1 hour) -~

L4

Participants identify two-way communica-
tion as a necessary component of successful
negotiation by participating in demonstra-
tions of one-way and two-way communica-
. tion.
Session 8 " The Group Prolbem-&/v/ng Stage: A ftm-
“tegy (1% hours)

?artlc1pants participate in a'competitive-

:\{\ collaborative simulatioh exercise and cite
S incidents that exemplify diQ:rer!t kinds of -
negotiation strategies.

t
% Session 9. Application Task: ’A Negotiation Model

(1% hours)

Participants build a model of the step-by-step
process of negotiation, to be retained as a

strategy guide in preparation for dealing with
agencies and organizations with which they

, must coIIaboratc‘

~ Session 10. Application Task: Target Group Strategy
(2 hours)

Participants apply the model developed in
the previous session to the new problem
|dent|f'ed in the Community Assessment
Umt session 4. -

»

i

LJ

C. Evaluation Instruments -

]

s /\Copi‘es of mqst of the evaluation instruments admmis-
red to participants during -course development are -

te
contained in segtion IV. To make additional copies o

the evaIuatlon instruments, detich the appropriate pages.

in section IV and duplicate them, or retype them from
the Manual and then duplicate. Each instrument is
discussed brleﬂy here.

1. Pr}-,and Postco_gn/ii_ve vTest '

-
[}

~ This instrument is designed to ‘measure the
cognitive ga/ns that occurgéd over the ntire
course. It is to be admini
before the training course and again as the last
actﬁ/lty of the course.-In order for this fo be as

red to all partlcnpants

- accurate agage of growth as possible, itisimpera-

tive that trainers cover, during instruction, all-
the ma;or(pomts I)sted in the session outltnes

2. Postsess:Jn Rating Form

}ﬁ ~ This form invites comment from participants
‘ on the utility, effectiveness, and clarity of the
\ : -_ - ‘. ‘- ‘}‘.
! .2

N FEAL

-~
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v - e " . :
o . materiab of a particular session. It asks them to : ‘® assessing funding sources ahd costs to parti-
- rate the relevance of the ma_xterial to their needs . cipants and assigning responsifity for
_ and to make suggestions for improvement. One ' " fininces . :
. itern réla.xtes to the effectsveness of the facilita- o - ® setting the timespan for training in light of
S tor.* It is suggested ﬂna;ﬁus fortfi be used only costs, participants’ needs and avallablllty,
- for sessions of particula¥ interest to the facilita- - and trainer capabnluty
) tor. The rating form may be alternated with de- 1 ‘
, S~ bneﬁng sessions to give the facilitator.oral feed- ’ . ® determnnlngathose strongly felt needsof par-
: back on the ﬁamclpams reactions to the course. v ticipants ;Hatcan realistically be met within
A few minutes as the end of the selected session— o - - _HMe limitations - st \,
- should be allowed for completion of the form. ® adapting the materials to focus on these .
3. Debriefing Guidelines : /a L. particular participant needs (Suggestions
‘ . g . about adapting the materials are given later
The questions on this form guide the facilita- . in section I1. L
- tor in conducting a short, informal meeting I e
with selected participants about the progress of - attending to the logistical needs of parLca- .
" the course. L pants (food, lodging, travel, and so on)
4. Final Evaluative Review ) . . ® arranging for adequate t.ral_nlng facilities
- This instrument provides for an assessment of * ¢ ® acquiring dnd testing required instructional
. / the participants’ perceptions of the relevance . equipment - v ’
. and utility of the entire training course or a 1 . ® engaging the.gr/oup facilitators and content -
part of it and their overall reaction to it. Itis ~ specialists needed to conduct the training
g - ?dm'"'“‘?’ed at ;he end of the entire course. ) ® coordinating the,management and delivery
’ X activities of everyone involved in ptanning
D. Design Assumptions About Trammg and - dumning the training program.’
Trainers M 4. Algood trainer prepares. !
NCAE developed these materials based ofi a number of 3. Aood trainer facilitates learning’by:
assumptions about “good training” and “'good trainers.” S " ® helping people feel comfortable '
i - 1. Good training accommodates _q%lts who are: © . ® créatingg heaIthy learning atmosphere
¢ “ @ .independent - /_._\ o ® being supportlve respectful not 1udgmenta| -
' - ® experienced . -, ) belng aware dof his/her own buases )
‘e problem-centered . Y \ - ® gwnng partlcupants some rein
- [ 4
® “now’-griented. ' . _
2. Good training, therefore, is: ° *
7 -® self-directed (the learner is involved in con- L provudlng practlce in applyunglearn‘in .
. ductlng the learning experlence) . ® keeping a ﬁnger on the pulse of the group ‘
/ ® expenence -based" (Iearmng activities are \ - and individuals within it BN
- planned a;ound the participant’s eXpenenceS) ’ N o dealing effectively with participants who dis-
. [ problem-centered (learning centers on learner ’ Ef‘ay behavnors that can |mpede group work _
i needs/}problen's not on “covering” subjects) orobstruct learning .
Ja @ immediate in application (Iearnmg daribe - ® surfacing and addressing the underlylng prob-
" put into action directly). ' “* lemsypf the entire group or of subgroups when
. *. T they ‘adversely affect program progress
3. A good trainer plans the event by: “. . y Y program prog
* . ’ . : g e belng a good tralnlng team member.
. ® -laying out overall training goal(s) . 3
i L . .
°
i ' . decndu.ng who will attend (recruitment and E. * How To Prepare To Run PCR
- f selection procedures) 7 "
» ) R oo . To prepare for the course a whole or in various session *
A U e ‘ combimations, the facilitator should:
- *The terms trainer and facilitador are used interchangeably in this ot .
manual. / sy ‘ - & review package contents
. v ' ’ - .
sl S " o
>
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® read section | carefully -

e ;pply suggestlons on assessment/adaptatxon and
T «select tramlng focus. :

_relationship of the ob;ectnves of the sessfbn to
the previous session and td the overall course.
bag . Rev:ew the sequence of activities, the discussian
pomts and the materials several times before
- the session tb become thoroughly familiar w1th

» the session and its content

. ® Make cue cards for use in the Sessions. The 1

matenals in section |11 were designed for prepara-
tion, not for delivery. Trainers are strongly

R i = encotiraged to put presentation materlals,;nto

: their own words and determine the amount of

detailed mstructnon theypersondlly need. The
trainer should use the Trainer Manual for quick
reference.during group work and breaks. (Jee
sample cue ca[d in the Appendixes.)

‘® Make sure that all the matérials, equipment,
3 . . v

and furniture listed on thg summary page are

prepared or obtalned

-

® Use ﬂlpeharts which may easily be made by ,
‘writing or drawnng with markers on Iarge-sme'
' paper. Ifa t;lpod is not avallable, flipcharts can

A

.
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; .
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-

.

be taped or tacked on the wall A chalkboard }

and chalk may be Used instead. -

'Make sure any audiovisual equipment will be,
available and operatlonal when néeded, |f the
facilitator is\to operate the equipment, ﬁe/she

and background ma
hér notes and key questt inal pr'eparaﬁlon
step is to enlist a .coworker, d, or family
member to act asp rtlcxpant-audle e and run
through ‘all the sessions as in anaggual work-
shop. An audience of gne or twdtis not the
same asa roomful f partj lpants but this exer-

- cise will give the facilitaror a feel for tht flow o’

of the activities, the pace and structure of the
session, and the use of the session cue cards. If
no’one’is available to serve as audience, the

" facilitator should go through the sessions step-

by‘~step by himself/herself.

cards (or make them up) the evening
ivering the session.

Review cu
“before d

Check the operation and plat:ement‘of equip-

ment, arrange matérials and furniture as neces-
sary, and reviéw cue card*s one more time before
the arrival of the participants.
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The séssidns in this course werg constructed to be used
- in sequénce over a 4-day period. However, they can ' also

- bd coggucted at spaced intervals. Units | and 1} each’ are -

_self-contained and can bé conducted separately. without:

) great difficulty. In addition, a number of sessions-can ‘be.

- puttogether and used as |ndependent units or minicourses

that run for 1 or2 days: And as we will segfurther on,’ '

,certam sessions within elther unltzﬂ alone,

.A. . Combining Sessions into Minicourses *

In circumstances wheré it is not feasible to present the
‘entire PCR model or to conduct either unit | or unit 1
in its entirety, the facilitator can present mlnlcourses

that consist of sessions assembled in various combinations

to address these broad tralnlng |ssues. ,

° How do we select high prlorrty target groups

* ‘for program focus? ~Whom should we be
serving?—Minicourse A: Selecting a Program
Focus .

@ How do we analyze the problems of a sélected

_ target group?—Minicourse B: Analyzing Target .

Group Alcohol Problems
® Howdo we systematically plan to collaborate

o with other community groups in addressing the .
: + 'problemsof a spe_ciﬁy’/targét group?—Minicourse .

(4] ‘ © .

ERIC S .

Aruitoxt provided by Eic:

tive approaches to selected problems’?-—M/h/-
course D: Work/ng W/th Other Agencles

O How do we build a model and a strategy for
deallng Wwith these agenciés and groups?—
- Minicourse E: Collaborative Models and
Strateg/es ’ .

The sessions that make up.each mjnicourse have been .
combined to permit the facilitator to lead the participants
Al;p aresolution of these issues in areliable and methodrcal

_-way. Included in the descrlptlon of each minicourse are _

suggestions for.adapting the materials specifically for
this kind of use by making alterations in the manner of
presentation of the individual sessions in the course.
These ddaptation recommendations refer to the actual
.sessiof outlines contained in section |11 of the Trainer
Manual. The recommendations are given here as part of
the treatment on adaptlng PCR to meet particular require-

o

ments. A cléar understanding of them will require that .

the facilitator first study section 111, Session Outlines.

1. Minicourse .A: Selecting a Prrogrdm_. Focus
Minicourse A is composed of:

~Session 1-Overview of Community Assessment
Session 2—Data Profile I: Clients in Treatment

"' teristics
Sesslon 4—Target Problem Identification.

It isa 1-day course that should be ideal for alcohol pro-
gram managers who are just initiating a program or are

¢

)

- - ~ . ' ) . -- -7

- Session 3—Data Profile |I: Commumty Charac- -

»

-

Y



reexamining agency goals and prioritids. Modifications-
are not required. Note the data participapts need for the
course. .

2 Minlcourse B: Analyzing %rget Group Alcohol
Problems F

Minicourse B is composed of:

Session S— (Communlty) Group Assessment
Model .

Session’ 6—(Commun|ty) Group Assessment
Application.

This is a half-day program that can help alcéhol program
managh who are satisfied they have identified their
progrdm priorities but feel the need to examine the
alcohol problems of selected groups more closely. If the
participants have not completed session 4, they should

. be instructed before coming to have in mind a target
group they wish to analyze more thoroughly.

3. Minicourse C: Plann/ng To Work With Other
Agencles .

Minicourse Cis composed of three sessions from
2 _ unit |1 on Negotiation:

Session 1—Overview of Negotiation

Sessior 2—The Diagnosis Stage: A’ Technlque

Session 3—The Initial Contact Stage ‘A Prepara-
tion Technique

'This course can be conducted in ahalf-day and is designed\&(

for progr'am managers who-have decided that their
.agency’s.goals can best be achieved with the. assistance
and cooperation of other agencies. It emphasizes the

- need for pIannlng colleborative efforts and explalns how
to do so constructlvely The sessions require no modifi-
'catlon for uge in the minicourse.

4. Minicourse D: Working With Other Agencies

. Minicourse D ls,composed of f’ ve sess|ons from
~  unitll,

Session 4—The Initial Contact Stage: A Strategy :

Session 5—The Group Problem-Solving Stage:
The Experience.

-

»

" Sessisp 6—The *doup Problem- Solvmg Stage:
v The Process .o
§asslon 7—The Group Problem -Solving’ Stage
A Technlque .
Sess|on 8—The Group Problem -Solving Stage
' A Strategy - U

»

»

This course can be ducted in_1 day. It is designed for
program managers who contemp\me joint actiyities with

. other-agencies to achieve program gbjectives. It pre-
!/

supposes that the agency has clearly |dent|\f’ed its pur-
poses and expectatlons resource requirements, available

and unavailable: resources, and alternative suppliers of .
the resources not on hand. This cpurse;f}yines that

partlupants -have gone through Minicourse C or already

‘have the skills taught in that course.

5. M/n/course E: Collaborat/ve Models and
Strateg/es

Minicourse E is composed of the last two ses-
sions of the Negotiation unit. *

-+ Session 9—Application Task: A Negotlatlon
Model
Session 10—Appl|cat|on Task: Target Group
Strategy

This course can be conducted in half a day. It is designed
to help participants apply the negotiation theory and
skills presented in the previous sessions of unit 1. Parti-
cipants are presumed to have attended these sessions or
to have the necessary ﬁ1eory and skills. Participants
should also have identified a community agency which
they intend to approach and work wuth tomeet'a specific
target group need.

B., Using Individual Sessions

Some individual sessions can stand alone. These are I|sted

in the table that follows, which gives thé number and

name of each session, what participants will gain from it,
brief adaptation recommendatlons and the tlme needed
to conduct each session.



E

.’A ’

. 4 T
Sesslon - = Ex)?@ﬂti Recominendatlons Time
wsion 4 co Qutcame . " for Adaptation 1/me
' Community Assessment Know how t¢ develop a Madify A, Opening Remarks 1% hours -
Data Profile 1, Clients in . . programmatically bseful ' .
Treatment = . profile of peop@e being ' -
’ 1. served from exnstlng agency ’
' ) data. . oad . s .
‘ » y . RN .
Community Assessment 3: Know how to construct " When either session 2 or 2 hours
- Data Profile 11, Community a c0mprehenswe commumty session 3 is run without the
~Characteristics profile. A . other, a brief explanation
< o N " of the relgtionships between
L %, o] ¥the two profiles should be
{ made. )
Community Assessment 5: Know how to.analyze the Though ideally run with 1%hours -
, Group Assessment Model characeteristics of a community §ess:on 6, this session does .
' as a context for interpreting equip one to conduct.the
. data about alcohol problems process. Participants shquld .
through application of be encouraged to apply it on
Connor's Sogial Compass. their own.

. Community Assessment 6: Practice applying the Social . If this session is not used in 1% hours
Group Assessment Compass to a specific conjunction with session 5, S -
Application problem in a community. it should be preceded by-a

N _ mlmlecture on.Connor’s

Social Compass. ' S
Negotiation Skills 2: Participants Jearn to dissect Stands alone quite well: ‘1% hours
The Diagnosis Stage: A aselected problem to expose ) '
Technique- avenues of possible collabora- ) h
tion when they cannot.solve ..
italone. ’ .
| > |
Negotiation Skills 3: Know how toclearly articulate 1% hours

The Initial Contact
Stage: A Preparation
Technique

one's own agency’s program
goals and collaborative expec-
tations when beginning work
with other agencies.

Use asis. .

O

RIC
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e
_ . Expected Recommendattons .
Session Qutcome for Adaptation. Time
- _ , s
Negotiation Skalls 4: - Know how to approach Useasis. - 1% hours
The Initial Contact . potential collaborating : R :
Stage: A Strategy -agency representatives. | B
) Guide ’
Negotiation Skills 7: Know how to foster two-way ~ Use as.is.. 1 _houf
The Group Problem- communication with represen- : '
Solving Stage: A tatives of other commumty . ’
- Technique groups.
. N 4 . “
Negotiation Skills 8: Know how to negqtiate Use as is. - 1% hours
The Group Problem- differences that emerge _ :
Solving Stage; ‘A dyring. collaboratﬁ\
Strategy endeavors S ]
i Y/

! \

The content and methodology of other sessions can be ,
used alone or in combination by the resourceful facilitatar
. in creative ways that serve hls/her own tralmng situation.

The assessment instruments and tabulation forms in
section IV can be used by the trainer to find out which
minicourse or session(s) his/her prospective trainees

would like to cover. . . . 4 <.

’

ERIC ' L | :
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Phase 1—Community Assessment (CA)
Phase |1—Negotiation Skills (N)

' Program Goals

Participants will understand and apply the baslc skills
needed to . >

(e L s'ystematically assess a community’s alcohol-
"related needs -
® negotiate the collaborative involvement of
community groups to solve alcohol-related
problems.

They wnll\demOnstrate their assessment competencne
reexamlnmg agency priorities and collaboratnve arrangs-

ERIC

Aruitoxt provided by Eic:

ments and by doinga comparatwe analysis of lnformatlon
on clients in treatment, "the community at large, and
national prevalence data. :

They will demonstrate their negotfation capabilities by

developing and practicing planning and implementation.
strategies that foster collaborative activities among ,

. community groups.

" REMINDER: Section 111 is intended for the trainer’s use

in preparing to deliver a session. Trainers should make
their own presentation cue cards as they prepare to deliver.
(Sée example in section 1V.) Participants need to bring
their current grant application or agency planning docu-
ment and supporting data for participation in sessions 2,
3,and 4. °

-




'
. ~ 0

'Sessmn CA1 | Overwew ot Co gwumty Assessmenr\ 7,

—id -

- . N ' ‘ L
GOALS/OB]ECTIVES Participants will understand the yalue of examlnlng the makel;p Bf their"communltles uslng a Co-
- systematic commumty assessment pyedqre
s o ' Partmpants will name the four basic asSuMptlons upon whlch the community assessment
series of exercnses is based and explain briefly why they are lmportant. . >,
. . , Ie . D) S »- 4 - .
TIME REQUIRED: - 1 hour . - S ) . v ' : ' R ’ .
EQUIPMENT: . Easel, newsprint, f?l’pens ’ L . . . ’
(WATERIALS { . Handout 1, Basic Assumptions : . / -
(Al handouts and ' .

references are found in-
Participant Workbook.)

PRIMARY METHODS: Small group discussion, audience reactiqn panel

MEETING -
ARRANGEMENTS: Drawing Ss-Theater setup (use for panel exercise)

h __ Drawing 4—Workshop setup (See “‘lllustrations of Various Meeting Arrangements” in section
IV, page 135, of this manual.)

13
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1 - - B o T . ' . -
- . . . .rﬁ .‘ s ._,. - . ‘_ . -

Cor

: C B L ) . . .
S ‘ N o . CA 1 . o . .‘ ‘ ) . % R -
. Session CA1 _ ‘ | .
.Time S\equence of Activities .+ . Matgrial
X -y — - : X
. 3 . .- Y ' - \) . k -
5min. ~ A., Openingremarks ‘- STV _ o -
- ., State purpose of this session. . R . T :
- . e ’
. . - . I . . . ’ Cme ?
. 10 min. B.  Outlin€the basic assumptigns o ' S | !
. _ o’ 1. Referring t6 prepared flipcharts, highlight * . .B1." Flipcharts—Basic
! , the four assumptions using the information S Assymptions (prepare
' \A/\\, S in handout 1 as lecture content. - " from handout 1) \
_ 2. - See opposite for the recommended manner , e .
. p of presenting material. - - | . A o
j\‘ e R | ' o . '
25 min..  C. Small group discussion RS S IR
. . . . .“
’ S i A . -
1. Distribute handout 1, Basic Assumptions. C1. Ha_ﬁdoi{t 1, Basic ;.
2. Divide participants into four groups and ' Assumptions
-~ have each group select one of the four areas L
for their discussion,” __* . : ‘
3. State that individuals are t9 share with each Ul
. other an experience or a coricrete example :
! _ : of the-assumption _for their group.
N 4. Have each group select a spokesman to
) ‘represent them in a panel discussion with
' the facilitator, to follow the small group
) discussions.
' l\S)ﬂn. D. Panel discussion -




kg . ?a ) (\\ 1“
. v d ~ Lo . - N
A g N Db ' '
- ’ . ? s ,_;{ o : « ~
r—/ T e Overwew ofCommunlty Assessment
Points for Discussion - - . R g -
. . . .. ~__"° » A - 4 . o . . -
N ) - . . ‘ . B o ) . ) s ‘
. A. - Opening remarks b . - - : _ ;? ~ . /
- - The urpose of tgls sessjon is to identify those basic assumptlons af whlch the series of sessions
or)/csrnmumty dssessmdnt i is based R

A

B. Outline the basic assumptlons '

l e - , s - /x . “%’.‘0 ’ .
. * }
. - . : ! .

2 Present the assumptlons in a stralghtforward mar\ner to avold prolonged debate Avond ‘
sounding accusatory of the participants. Do not offer. the assurhptions for approval oridis-
approval,Polnt out that the source of these assunlpgo“ns is a %’elld survey,_ conducted by the
authors, and together the assumptions form the rationale for the program Our purpose is to

prévide the trainees wnh an opportunlty to be aware of the assumptions and to discuss _
i them. S . I
. . . i ) ’ B . b v,
C. Small group discussion . b > .
The choice of a comfortable discussion t0p|c for each group is mportant@ut try to cove:
four areas.

A4
Itis |mportant that this session have a l{lsk pace and purposeful set to establlsh acceptanca of
the foundatlons of th‘e/course

D. Panel discussion ' . : . .
Allow for free discussion. Encourage debate d disagreement. Some stimuius questions Tz
used: i
e What experiences were described? ‘ (’7

o Did anyone disagree with an assumption?
e Did anyone feel, “It’s about time someone addressed this |ssue'"7

|}
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. Time . Sequence of Activities . e * .
- - o I S

_ . . d [ ; x . -q
= o D. (Contind : .
- - ,(\"("onndcd) P : ~

S 1/ * Five members composed of the facilita-
- .7 . tor and ;Xe}spokesman fronh eachof the )
P ' folir groups discuss the question, “What - ‘

' - ... #&idyou hear ip your gr:t:p?:' U R e

, o 2. Terest of the participants, the audie : T .
¢ : . listen and ask questions a5 appropriate. : PR .
10min.  E. Sequence of activities for community assessment
‘ ' sessions , .
1. - Review the major content points to be ,
covered listed opposite. ., '
et .
. <L
° 2. Rgview the sequence of topics.
o
’ 2
d . . .
: - k —
" g .
Y
/“\. ?
(.- <

16 Y c o 21’ ‘r
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o~ 1 e - "t X ’ .
T , i . 444- . . . ”.f B " . <, 1
Y & ° N . ’ ¥ - ) . .« )‘ f W . P
) . - . A . ot : . . p
) T Overview of Community Assessment -
f— ’ - > ) " l\ M - !
! N o _ N -
, Points for Discyssion . * ¢ _ Ny T
. -~ i (. . G . ‘ ' 3
E ; A LA R
# D. ' (Continugl) - «r. .- —— : : v / '
¢ : JL}‘R‘ ) , ' P % ; I
- . /\‘ - - ' -
. ~ v
PO} s J ° =
. ’
, N ' .9 . ~ e 7
N « i 3 ; ‘ ~x N
, ) ) N ‘ &
’ ) S » ' . .
. - . ) i
E. Sequence of activities for community assessment sessions
- . \ -
. ‘ ’ . @ - “
1. Content :
———— -
. . ’( - ’ .
a. An analytical reexamination of the population of one’s own ;:ommunity,and the treat- .~ _

ment programs which serve it :
" b. A comparison of these i » identify pos;ible new neg&s,, .
| c. An analysis of a newly identified target group and -=sources to serve -
2. Schedule . | |
a. Overview (this session) : L
b. Data Profile 1: Clients i Tﬂggtmen’t ‘ ] . ’
:. Data Profile 2: Commu ~ity Characteristics : | '

:'.'Comparison of both pr. jiles to identify groups needing treatment but prasently not beinz
served : o s , &

. Selection of tarzet grov >
f. Analysis of target group

1]
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Session C'A2': LT Data Prbflle 1: ullents in Treatment" a

\

\ Pa— p
[ . , 4-, - -
GOALS/OB]ECTIVES {Jsmg o\[y the d?they can prov:de about thel clients-in treatment, parthlpants ml{draw _ ’

programmatlcalfy relevant conclusions about on¢ ‘population they aré serving. ' o

V \ y & . Yo y / - : " ' - *e . . )

TIME REQUIRED: 1 hous, 35 minutes , *. - : - - a
'EQUIPMENT: ) ' .

. . ‘ ) ) \ P ~ .

MATERIALS * Handout 1, Data Proﬁ?: Cliénts in Treatment o

(All handouts and I = ; L

references are found Handout'2, Ariysis of Treatment Population Chara -teristics -

in Part/c/pant N L -

WorkBook. Agency Participant ag. cy data grant application or current agency plan)- v
data are to.be brought . ) ’ , L

by participant.) ) - £

, PRIMARY METHOBS: ndividual tas:. aissignments, large group feedbéck

'MEETING, -~ '
ARB@GEMENTS: Drawmi2 Clas*om setup.‘
’ \?-_ o | (See “Illustrauons >f Varnous Mezting Arrangements r ction IV,) . )
' -~ [}
y .
. . ) .*'
* LY
A
¢
R -
# y
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, SessronC‘AZ S . A - .
N N - ! " . -
. ‘ ? B . ot
7 TmS& Seéuence of; Aotlwtles , o - Materials =~ |
s . RN
é v LT '-/‘ Yy . =y -
S mi_n.< LA‘ Openmg renfarks R N A Do .
. , ) A P(uposé of the sessnon\ L ’ T /o
x ~ - - ) . ,-- > J“\ .
./\\ ’ ~ . . d 3 o \ \ -
- A o
30 min. B. Clients in treatment data profile R a
o 1. Distribute handout 1 and revnew B1. Handout.1, Data Pro-
. introduction. file 1: Clients in
e T I Treatment
2. Make certain everyone understands the
" exercise and answer questions. =
. , 3. State that 20 minutes will be allowed for ;
' individuals to complete the profiles. ,
35 min. C. . Analysis of treatment population characteristics ¢ ) MR {
1. Distribute handout 2 and ré‘hew C1. Handout 2, Analysis of
introduction. Treatment Population
e . _ _ Characteristics
2. Go over the examples for cultural and P
economic population, and so on.
3.  Allow 20 minutes for the partnctpants to .
A fill in the conclusion section ofhandout ’ T
. . 2. — ) ’ 1
« 4.+ 'Allow 5 minutes for a composite of the .
_ - treatment population to be written. ,
IS M
25 min. D. Summary '
1. Ask two or three pamcnpants to review i
their conclusions’and composites. ,
2. . Facilitate group consideration and
discussion.
hY ! ‘_—‘J
. -
! L
g |
20 )
E ¢4
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\N 4 - = 'L “'. \ L. [ a T . ’- N
. . LN - * R ey . N L R
7 & 20 - Data Profile.1: Clientsin Treatthent .-
L" . ‘ G - ' Tt ' ey Al
. . + .g.' . . Ql 1 " ” " ";' 01' o e : B /—\/ = I .'
Points. for Discussidn ‘ T -=< : Y‘ -
/ R A ) < v o ..h . o _ Lo R -
/4K R - . o R P PR I~ - K
A. Openingremarks A T, T e - TN s :

the communities their programs-serve, by gétting a picture of the clienits inclied ih their pro-+ . =
grams. From this picture one can begin to draw tentative conclusions about the-community-at- ~ -

large. The qugstfons to be answered in subsequent sessions on ‘(;omr_nuﬁity Assessment deal with \/
“identifying area$ of the community that require new or additiohal alcohol program services. But , . >

" This session is designed as the first step\inguiding the partic;ipa;its in exami%{lrgithé»-makéupcgf T TN

for the purposes of this session, information is needed only about clients presently in treatment. .
B. Cliepts in treatment data’profile - o . ; PR : ‘
See introduction on andout1. - . ’ .
. N
' 3 | ‘ - f\ / ‘ ' LY
/ . . . ; [ . . .
. & | <o > / . i
' . ;
\

nalysis.of treatment population characteristics N ‘ ' o

From the answers on Data Profile 1, the participants are to attempt to draw conclusions about
/ the people they are serving: Mentlgn that while participants may not bé\able to draw totajly .

»

) raccurate conclusions every time frow the iffformation on the data profile, the objective is to- ' :
begin to have a clearer picture of the people they are serving.- oy
Later sessions\»‘vjll help to identify possible fieglected areas of alcohol abuge. .
; e
\ o ) ) . ° &
., ! : ‘ \ . / ke .
D. Summary ' k—& : . .

Have participants,'gigcuss usefulness and accuracy of the analysis procedure. g

1

- . .
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' w " e ‘ Data=Prof//e 2 B
e Y
Sess;.on CA3 SR Commun/ty Chara cterzs?/cs -
.r. e 4 . IR -
. ‘-V .,..-" “ - ‘V«,. - .'-',--'*"'\ ' — -

. GOKLS/OB]ECTIVES Pamcmams\wlr‘be able t6s LF (Z‘ w LN T T et

. “ 1 1 desc'rrbe thewtommun‘tles,m termso-fex:stmg’commu.mtyassessment«da‘;a s, demo- L
N . ;‘_\ T graphlc historic, and so fc'f'fth)° Ll \‘4 oW )
* , o ‘ VA 2 identnffpossw'k at:eaSneedmg.‘”eatm}Qt ser}vuces, byanalyaljlg commumty ch racteristics.” . h

-:‘ . . ‘, e . ’# < -y . - ~‘. _ ., 2' -

% TIME REQUIRED: /32 hqurs 5 ‘minutes A A /- . .
EQUIPMENT: \ ' oy o ’/, . % ‘ , . -
MATERIALS: ,Handout1 Data Profile 2 Commumty Characterlstlcs m |
(All handouts-and 7. ‘

. references are foun%
in the Participant
Workbook. Agency

Handout 2, Target Problem Inventory

”
-Participant a}hncy data (g\\ant application or current age’rpy plan) ana commumty demo-,,.

data are to be brought . graphic and other data . ' . . .
by- pamcnpants ) - / - Lo ~—— A
!’RIMARY METHODS: Individual task as;ignments within groups

l’ - ° ) ’

MEETING. - R
’ ARRANGEMENTS:

“

Drawing 4, Works‘hop setup i . (

— N

(See “IMlustrations of Various Meeting Arrangements” in section IV;),

~ . > - LD
! - i H 1 .

P T - . -
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Sessmn CA3 -
-T/-me E Sequence of Act/vmes P . Materials
_10min.. A Opemn’g remarks - . _ _
= 1. State the purpose of this sessnon . » o
° 28 v ’ ? Lo o . C T
2. Def’ne community prof'le
3° Llnk with previous session and foIIowmg ‘ 4 .
_ ~ session. s _ o B e
50 ;'nin. B. . Cot_nmuhity characteristiqs data prdﬁle . B L ’
, V . e .v'l.‘ - l e ‘i{;;_'“.;
- S
4 . .1, Distribute handout 1'and giVe;participants . B Handout 1, Data Pro-
i ’ o : time to read it over first without f’lhng in . - - file2: Community
the answers. . : _Characteristics
2. Cover Zomts opposite. . C. LT
3. Answer questions about form> ‘ ' y
’ -4,  Break group into small work clusters (3 or )
C - 4 each) so that those who do not have - . ‘
... backup data-can sample the kind of data =~ : . .
o available. ~ o T
5., Have participants fi f’II out Data Pro‘Fle 2t
10-min. 4 Break: h :
30min.”" C. Group discussion :
: : - -
{




(3

e

. ‘J:- ‘. . . ' B J

C o~

L. "~ DataProfile 2: Co’mm__u_njty Chafabteiistiés_-

Points fdr-Dispussibn /

-a
+

A. Opening remarks ' ( : ! :
1.7 The purpose of this session is to assist participants in drawing a better description of the
total community. -7 : . .
. -~ amman N . ’
2. Sucha community profile is one based on factual evidence obtained from demographic -
) surveys, historic data, interviews, and observation. '

A profile is accurate to the degree it is based on reliable data, free of bias and misconceptions.
. N . N a
. 3. This session guides participants in developing a profile of a community at large and in
- isolating neglected problem areas. ’ .

¢ Following this session, both profiles will be compared to evaluate how well present_treat-
ment programs serve the total community’s alcohol program needs.

B. . Community characteristics data profile

Tell the participants to use the tommunity profile data which they brought with them as backup
data for their answers. They may guess if they do hot have data, but should indicate what the :
hunch is based on; Members of each small group may-use each other as data resources if desired.
Participants should complete a profile for their own communities. Stress the importance of the
reliability of resource data: For each question, both the answer and the data source are major
‘factors. ; ~ : B S : . -

o [ 3
* )
t
Group discussion _ .
Answer questions and conduct group discussion as appropriate and desired by the group. ,
- ’ _ ]
s ' 5 N
j _
e - o N

25 | _ e
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SessionCA3 .
Time ‘ Sequence of Activities o " Materials
" > 20min. D Target problem inventory ) : : ‘
1. Distribute handout 2 and revuew : - DV H‘aindotit 2, Tﬁ@:ty
- introduction. ‘ ] ~ Problem Invento

, 2. State the purpose of this activity.

" 3. Have participants fill out Target Problem . -
Inventory. : .
5min. - E_J.A . Concludingyemarks A '

v




<
~

, “ - Data Profile 2: Community Characteristics

Points for Discussion . o _ °

~ .

D. Target problem inventory
- ‘ ' 3

3. This handout can be completed only after tke broad corl:lmunity profile (handout 1) has
: been finished. The second handout builds on the first. In the previous exercise, the total

community was surveyed. In this exercise, the goal is to identify problem areas and areas of -
need. : : '

E. Concludinhg rémarks : )
Review what has been produced thus far:
o Profile of treatment community
® Profile of larger community A
o List of problem areas or groups

Tell participants to keep the two profiles and the inventory and bring them for use in the next
session. - o : - _

-

A}
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Session CA4 -+ - Target P%blem Identification

[\_—)

- GOALS/OBJECTIVES:

TIME REQUIRED:
EQUIPMENT:

MATERIALS:

.(All handouts and
references are found
in Porticipant
‘Workbook, except
handout: 3 (See.

section IV Trainer
Manugl)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

< -

Each participant will e L o < _
1 select for study a target problem group not prewously addressed by existing services
- 2. identify a resource group not prewously enlisted for service. -

2 hours, 35 minutes

b\

Handout 1, Target Problem Inventory (blank forms) * N

Handout 2, Target Problem Selection Form . :
Reference 1, Completed Data Profile 1 (filled out in session 2)

Reference 2, Compieted Data Profile 2 (filled out in session 3)

" Reference 3, Completed Target Problem Inventory (filled out in session 3)
Handout 3, Collaboration Checklists

Pamcnpant Agency Data-current grant applicatlon or basic agency plan

Individual tasks small and large group dlscusswn

4 -

Room 1, Draw:ng 4 Workshop setup (ubles for two persons) v
Room 2, DrawnngG lnformal Dlscus.'non semp '
(See “lllustrauons of Vanous Meeting Amngements" in sectlon v.)

29



Session CA4

Time  Sequence-of Activities A Materials
5 min. A. Opening remarks . >
1. State purpose of session.
« ‘r b4
(o '
2.  Describe sequence of activities. : @
S g .
-
B. Target problem identification » ,
1. Distribute blank copies of handout 1, , ~ B1. Handout 1, Target
_Target Problem Inventory, to each Problem Inventory
8 ‘ _ - person. ’ ' :
5 min. - 2. Divide all partlclpahts into pairs. In an
v uneven numbered group, e.g., 15,17, 19,
: one three-person group will be necessary. _
20 min., . 3. Each person exchanges hisfher completed B3. Reference 1, Data -
T Data Profiles 1 and 2 with his partner, who" Profiles (completed in
: uses them to complete a Target Problem v session 2) _
Inventory, based on the information provuded Reference 2, Data Pro-
‘ v on the two Profiles. e files (completed in
’ ‘ . ; ., . session3)
‘ : ' . Reference 3, Target
>~ Problem Inventorles
. o : (completed in session
_ ' X "3)
10 min. 4.  After each person completes a new inven-
tory, he returns the profiles and exchanges
- the ngw inventories. Each person carefully
compares his own inventory wuth his partner’s N
version. -
30 min. 5. Partners discuss any discrepancies in the two
versions of the inventories and give reasons . ,
for the discrepancies. _ y

15 min.. Break




) / i : .
| Ta;get'Prob/e'm Identification

,Pvt)intJ\IOr Discussion ) ’ S - | - - B

A. Opening remarks A o /
1. The purpose of this session Is (1) to reexamine the many a;;sumptions inadvertently miade -
about treatment services, and (2) toidentify.a target group to be the focus of the final session

on community assessment and the following sessions on negotiation.

of special'value will be the selection of a target problem not previously considered by your
organization. Perhaps this target problem will be uncovered by your own analysis, to be p
shared with you by your partner in this exercise. :

2.  The exercise will proceed as fqllowé._ Participants will:
a. Analyze a selected colleague’s two data profiles;

b. Complete a Target Problerq Inventory for that colleague’s community using only the
data supplied by the colleague’s two dat}/ profiles; o

. A¥)
c. Discuss and compare with the partne‘r 4he two versions of the Target Problem Inventory -
. (the colleague’s version and the person’s own, as completed in session 3).
B. Target problem identification . - v ‘

>

T

R
| ™

4. - This comparison is a major learning phase of the exercise. Participants need time to read
their partners’ vetsions of their problem areas and to compare them with their own versions |
- before discussing/any discrepancies. - : -
e '

, . ' - _ o
5. The purpose of tm&giscussion‘ is to identify possible target problem areas previously un-
recognized or neglected. Trainers should circulate to encourage discussion. :

’

J
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Session CA4

Materials

Time  Sequence of Activities
30 min. C Large group discussion
9 .
1. Have participants sit in a large circle. .
.. 2. Goaround the circle and give each person 2 ) ]
’ . .  minutes to answer the question, “What - .
target problgms did your analysis and your
partner’s uncover?” :
10 min.. 3. Encourage comments on any individual® s
: - target problems. _ .
15'min. D. Conclusion o . R
1. Di trlbute Target Problem Selection Forms D1. Bandout 2, Target
and explain them. roblem Selectlon ‘\
Form . , -
&
2. Allow timg: for completion. . "
15 min 3. Have each participant announce his choice

-

7 . and discuss as appropriate. .
" 4. Ask participants to take these checklists
with them, to review them later, and to
‘augment- and modlfy them to suit the-
cnrcums}ances in their comunities.
\

& AINTSTIDEI
; -

laod ’

D4. Handout 3, Collabora-

tion Checklists_



Cow

Target Problem Identification

Points for)Discussion‘ ‘ "y |

w

Trainer keeps this moving';; it can be completed in about one-half hour. This actiVity is import-
,ant, for it provides an opportupity for brp_;der consideration of each person’s conclusions.

LN
\ -2 . o
i . v

b

~
» ‘!2'.‘

D. Conclusion E ) .

1. .Each participant is to select a target group to aﬁalyze further and to list a possible resource
group to help solve the target group problem. Preferably the target group.and the resource
group should be those not worked with previously. - o ' .

The target problem will be used in the next exercises qn community group assessment and

in the later negotiation exercises. _ ‘ L e
. ) . N . A
- . , . . ’ / .
q‘ - ’-
SN \_.}
- e <
' ) A = 07 :
s

£n
w
w

4
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Session CA3 ~ Group Assessment Model
GOALS/OB]ECTIVES Participants will analyze and describe themselves asa group, u?fﬂg the\2 elements of thd
Connor assessment procedure _ s
TIME lu-:oumsb: 1 hour, 45 minutes . = ¥
EQUIPMENT: Flipchart 1, Social Compass (prepare ahead of tim‘e—use‘referenée 1) ]
< i:lipchart 2, 12 Elements of the Social Compéss (prepare ahead of time—use reference 2)
MATERIALS: Handout 1, Group Assessment Trial Worksheet _
. {(An handoutsand Resource Material, Understandlng Your Commumty -
references are found .
'in Participant Reference 1, Social Com,gass e ) )
Workbook.} e2, 12 Elements of the Social Compass - '
o efarence 3, Definitions of Elements v | ‘ T ——
PRIMARY METHODS: ecture, small group work \ : ' ) .
MEETING - o . ‘ .
" ARRANGEMENTS: 1 Rpom, Open horseshoe setup -
/ 1 Rogm, Drawing 4, Workshop setup 8
1 Room, Drawing 5, Theater setup
(See “Illustrations of Various Meeting Arrangements” in section I1V.) — .
MY ( * - 4 ’\ y ‘ °
4 . >
; : Vo
’ e
L
<

" , ' ~ o ' 35



SessionCA5 -~ - .t o

Time  Sequence of Activities . Materials

N

5 mir’m."_j A. Opening remarks
Explain the purpose and method of the session:

t

4 ’f\/‘\‘

1. To presenta method of assessing or . s
analyzing the community for the - : N v
. collection of relevant information. ) . - : a
11 2 To-p?actice the application of the model ' e .
' by assessing the present participant =
S group. .
'30min.  +B. Twelve elements or characteristics of the P
commumty ' : g ;l
1. Brleﬂy describe the socnal compass, using B1. Flipchart 1, Social’
flipchart 1. . , o Compass (See refere‘nce
- - ' . 1 to prepare.) L
, ~ ) . )
. 2 “wReview the 12-elements and their defini- 6. B2. Fllpchart 2 Twelve
L o A ~ tions, using ﬂnpchart 2. (Reference’ 3,may o " elements of the com-.
. be used to assist in the presentation.) -“munity matrix (See
B ‘ . reference 2to prepare.)
- - , ¢ . Reference 3, Defini-
, S o : _)f’/ ' ’)_fIO['IS of elements
_ ‘ 3. Encourage group participation. '
1 hour C.  Exercise for group self-assessment . :
3 1. Explain the purpose of the exercise.
- - .
2. Deséribe task. (See opposite page.)
3. Distribute handout 1, Group ’ C3. Handout 1, Group
Assessment Trial Worksheet . Assessment Trial

/ . _ Worksheet

Lo
~7
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Group Assessment Mode/

K4

rd

Points for Discussion’

A.

_ The purpose aof this session isAd-become familiar wntl\a specufic group anaIysns m

P4

()pening remarks R

Now that participants have identified a problgx target xoup, they will analyze itina Ta:ner .

similar to the program and community analy . _
ﬁ, one

selected from several that may be used. This particular model was developed by Des d Connor

and looks at a-group or community from a broad sociological perspective.

Confior’s approach is to examine various social patterns of a community (education, government)
from 12 difféerent views. This makes it possible to develop a useful profile matrix, applicable to
any size group. :

///'\ . .
Twelve elements or characteristics of the community -

1. On-the chartare listed the 12 elements used for community assessment. The cjrcle empha-
sizes they are inte‘i’TeLated: One element affects the others. For example, the history of a
community could be linked to its knowledge and beliefs, and these in turn affect values and
sentiments. Some or all of these elements or characterlstlcs may be used to analyze dlfferent

patterns of commumty life..

" 2., Define thé-elements of the'social compass Use examples for each element drawn frama- R

local community. For instance, to illustrate recorded and informal hlstory, the trainer might
say, ‘‘Recorded history tells us our population has tripled in the last 50 years. However,
when | talk informally to an elderly resident who tells me his house in town was a country
farm when it was built 50 years ago and had no water, lights, sewer, or road, the facts have
new meaning and implications.”

Al
) ]

Exercise for group self assessment

1. The group%ractlces applylng the Connor model to see what they can learn about thelr own
training group. '

2.  On the prepared Group Assessment Guide, each small group is to complete a profile descrip- i ‘.
tion of the training group, trainers included. Later groups will reconvene to compare assess- .z
ment profiles. y

Each group is to select a leader to elicit participation from each member. Each group is to
select a recorder to take notes anwter report to the large group.

3. The elements listed in the Group Assessment Guide correspond to the 12 elements on the
flipchart, which have just been defined. ,
£

|
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>'S“essior7C_A‘5 T . Y 4

{* ‘-
Time Sequenbe of Activities L Materials

~

C. (Continued) | /

4. Divlde partic.iEants into groups of three.
5. Give groups 30 minutes to complet;

guid v .
6. ,Rzoﬁ:;e groups and give each recorder

10 minutes to report findings to the
total group. /
. e 4

~

[ 2]

-

4 min. D. Summary «
¥  Review purpose and highlights of session.

-




-Group Assessment Model

IS A
. , -
M i r
. .
.

Points for Discussion . -

= . 3

C. (Continu?)

| - e -
6. Small groups'’ reports should be com'pared. Note similarities and d‘i:ferences.

." ’ . . . - ‘:Q..‘»
{ ‘ ) E N s v,

D. Summary ( L , . .
The process the group has just gone through is largely one of looking at a familiar gbject or situa-
tion again and again, from a variety of approaches, with the objective of finding new data upon

which to base new perspectives and insights.. ’ o
In the next session, this process will be applied to the target group eadh participant has selected

for analysis. ' : ~
- . e ', -/" '




Sess:oq\CAG . o / GmupA sSessment_A'pplioation' | "

[N

GOALS/OB] ECT IVES Parnapants will analyze a selected problem target group by writing a descrlptlon of it based
on the Connor. mode| of community assessment. The description must include:

™a statement of the special nature of the alcohol abuse problem of the descrlbed grpup,
2 a notat;on of any information gaps encounte;ed in assessing the group; and ° '

P 3.a Ilstlng of resources (organlzatlons, etc. ) within the communlty which can assnst m treatlng
' the alcohol abuse problem. - ,

o

&

TIME REQLflRED: . 1 hour, 30 minutes

EQUIPMENT: | Easel,flipchat - . ‘ )
MgATERIALS: ' Handout 1 Group ASSessment Gulde

(Al handoutsand - Reference 1 , Target Problem Inventory (f'IIed out in session 3 and brought to this session)
referencesarefound = N ’ .

in Participant ~ . 7 )
Workbook.) T _ . o S o

PRIMARY METHODS: Lecture,individual tasks .~ - e
MEETING b T

.ARRANGEMENTS:' Room 1, Open horseshoe setup ’ ¥ . ~

. : &
Room 2, Drawing 4; Workshop setup
7. (See “lllustrations of Various Meeting Arrangements’ in section Iv.)



»

':IQ_min. D. Summary

2. The sequence'df activities will be first a
review of the assessment procedure and -
then for each participant to use the pro-

- cedure to assess his selected target
préblem group. - S

10min. "B, Review of group assessment guide

P

‘ 1. ~ Distribute Handoutl 'Group Assessment
0 Guide. o .

“a, - 2. Allow participants to read through the
I L}) guide quickly.

3. Answerany questions group membe ay
‘have about the gmde and its appllcatlom\ :

1 hour - C. Work on task assignment -
B ° Each participant spends 1 hour filling in the
assessment guide, page by page. (Target
problem inventories filled out m session 3
may be helpful.)

1. Ask for comments and lead discussion
about difficulties and value of the task
. 2., Ask for volunteers to share their o
desc_rlptlons and photocopy them for
- distribution to the group. _
™~ 3. Explain that each person will use his/her
« " target group assessments Jater in the
program. : ) - .

~

-:_ ) ’ ."_’.': 42

.B1.

C.

~ L ' :
SessionCA6 C
Time - Sequence of Activities Materials
" 10 min. A, Openlng remarks - ' S
. "Review the purpose and sequence of the session.
. 1. The purpose is to closely examine the 2
characteristics, needs, and resources of one -
group of people"mthln a community. ‘
’ . . i . J
P _ o @ .

Handout 1 , Group

.A_ssesSment Guide

-t

Referencel Target
Problem lnventory

." \

L5)
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Points for Discussion

A. Opening remarks } : ' o . -

1." Now that partucupants have reexamlned their communltles and the alcohol program response

' to community needs-and characteristics and have identified a target problem group in that
community, they are ready to look closely at the selected target group. An important out-
come of this process is the identification of previously unrecogmzed resources to assust in

provudmg services to that group..

s

P 4 , " . ~

B. ﬁeview of group assessment guide
[ This guide presents a structured format for applying Connor’s 12 elements of communlty assess-
. ent to the problem group selected. - N

i . +

C. Work on task assignment B S -
PaTticlpants may work mdlwdually or in groups. The more detail that is lncluded the better

D. Summary . . 3
The assessmentswull be used during the. Negotlatlon sessions of the course. If any participants
were unab[e to complete th/package in the time allotted, they may wish to do so on their ewn’

time. ‘
. 4

.




Session CA6 -~ .

Time  Sequence ofﬁctivitie_s - | Matgfi_éls

E. Community assessment wrap;up

Review the major purpose and ou e of
each community assessment session as it fits
into the framework of this part of the course.

_Elicit information opposite from participants
"and write it on a blank flipchart.

&




[ - - GrodpAsseSsment'Ap;;//ica-fion.

Points for Discussion

E. Co?nmunlty assessment wrap-up
1. Data Profile 1: Clients in treatment : ‘
Purpose: To get a picture of present treatment programs and clients being served.*
2. Data Profile 2: Community characteristics . »
- Purpose: To get a better picture of total communlty needs.
3. Comparison of profiles 1 and 2
Purpose: To uncover possuble gaps in treatment services. _ ' , _
4. Selection of target group EERN '
' Purpose: To isolate a significant problem group for further assessment '
5. Analysis of target group , 4
Purpose: To apply a systematrc&rocedure to the analysls of the needs and resources rele-

- vant to a specific tar et roup in theZcommu ity )

e




Session N1 | 7@2 " Overview of Negotiation

"

GOALS/OB] ECTIVES 'Participants will demonstrate their awareness that a negotlatlo?/ has a greater chance of bring-

" ing about collaboration and resolvmg conflictif prepared for s tematlcally
{

Participants WI" be able to _ .
- 1. §lescripe a three-stage prOCeSS of negotiation: diagnosis, |n|t|al contact and group problem-
solving.

\

T . 2. compare negotiation and the use of power as alternative strategies for a confrontation type
"~ of conflict resolutlon i

TIME REQUIRED: 1 hour, 45 minutes

?

EQUI‘PMENT: " Easels, newsprint, and felt pens for trainer and for four groups s

(Al har and
referencé®are found
‘in Participant
Workbook )

MATEI:?: ‘ Flipchart 1, The Negotiation Process (Prepare in advance; see D, under Points for Discussion.)

’ PRIMARY METHODS: Lecture with flowchart, 'Iarg group discussion, small group tasks and di'scgs_sioh

MEETING - |
"ARRANGEMENTS: ~ Drawing6, Informal Discussion setup
: Drawing ‘i, Workshop setup _ . ‘
) (See “Illustrations of Various Meeting Arrangements” in section IV.)

?

\N-——-’
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Sesston N1 | o o O
Time  Sequence of Activities Materials
@ . ) * Ld ’ B
10 min. A. Opening,remarks
- 4 . 1. State purpose and goals of the serjes of
. , sessions on negotiation.
o
2. Review sequence of exercises for negotia-
tion sessions, as follows: - ' '
v
Na. Overview of Negotiation (this session)
b. The Diagnosis Stage: A Technique oy -
c. The Initial Contact Stage: A Prepara- ™
tion Technique .
d. The Initial Contact Stage: A Strategy
Guide
- e. The Group Problem-Solvmg Stage: .
The Experience *
f. The Group Problem- Solvmg Stage L
The Process- ' .
g. The Group Problem- Solvmg Stage: A _
: Technique ‘
k h. The Group Problem-Solving Stage A
Strategy -
. Application Task: A Negotlatlo,n Model
.- Application Task: Target Group Strategy
5 min. -B. Goals of the overview exercise
¢
. e
/
C
. Ny



Overview of Negotiation

T

Points for Discussion

s

A. Opening remarks

2. Over the next 2 days, several managementplanning tools \iseful in preparing a negotiation

e . . . . ‘ A
. . ) . 3 ‘

1. The purpose of the se€ond half of the training program is to study how collaborating groups
relate to each other. For example, how does ‘Group A" start a working relationship with
“Group B."” Central to this:pracess is the skill of negotiation. We will examine negotiation
from the pdint-of view of the program manager who finds that he must often collaborate

and coordinate with a variety. of individuals and groups on behalf of his program.

The goal is to demonstrate that negotiation is a leafnable skill, and that thorough prepara-
tion for it is th?b_es\bgnarantqg of achieving desired objectives. s

strategy will be identified. Participants w'ill practice their gse and develop some personal.
step-by-step guidelines, to use when they return to their jobs. T ’
Finllly, each person will have an opportunity to plan a strategy for confronting the problem
group he analyzed in the first half of this program. Partif,ipants will evaluate each other’d
strategies! ’ ' v

4

o7

“

Goals of the overview exercise '
One purpose of this opening exercisé is to place negotiation within the lirger context of conflict-

‘resolution strategies. From this perspective, negotiation emerges as one alternative method for

dealing with conflict. ,
One of operating assumptions is that conflict is a daily reality for progﬁm managers in the
field of alcoholism. Resolution of conflict is the key to successful cooperation between any
“Organization A” and "Organization B.” A . ’

. A second purpose of this opening exercise is to examine negotiation as a stage-by-stage process

and to identify what those various stages are. Our assessment of the skills required to engage in a

~ successful negotiation has led to a three-stage,grouping of activities :w}figla:f{giil be examined later.

» ] - LN
‘ . 49
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oo . A\ \ o _ _
' ;gess,ion' N1 B
“Time  Sequence of Activities S  Materials -
45 rain. C. Conflict fantasy exefcisq
O " 1. Explain that the conflict fantasy exercise
e *, is used to develop an understanding of some - -
- ~ of the elements of negotiation. '
‘ .
- g \.‘\\
N ._‘ . 1 hd h
A T : : . :\b
2. - Cgnduct exercise as described opposite. \
LY
- ~ ' °
(- yr
A ' .
= >
I.
? . ’ -
-
3
.. q9 - )
) \ ? |
-2 '
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) A | ~ Overview of Negotiation

Points for Discussion

\

- . \
C. Conflict Yantasy exercise ‘
1. . Goals : IR ' /

/

a. The main purpose of this exercise is to heighten awareness that there are several types of
strategies for dealing with conflict situations. :

b. A secondary purpose is to provide the trainer with some here-and-now examples of
negotiation as an alternative strategy to the use of power. :

If, and only if, the question is raised by trainees, two points which will be formally pre-
sented in session 8 can be made here. The course concentrates on a Négotiation rather than
| I o

Power strategy for two reasons: ‘.
loses; i.e., power produces a price as well as

® When groups compete, one or more always
a payoff. o
“e Negotiation can result in both sides winnin°g. o ‘ .
2.  Step-by-step procedure for exercise ' '
. Step 1 .
Arrange participants in a large circle. Distribute paper and pencil'to each. Do not state th,e/
' goal of this exercise. !
Step I/ , - N .
Participants are told that they will join the trainer infplaying outa fanta.éy designed to help

them examine their individual conflict-resolution strategies. For about 10 minutes. the
trainer guides)the group through the following (or a similar) fantasy.

Step 111 ' S - - , ;

_ The trainer §sks participants to get comfortable, close their eyes, get in touch with them-
selves at thelpresent moment (the sounds around them, the feel of their bodies, etc.), and
relax.- ’ .

ep 1V
%e trainer says, ““You are walking down a stréet (or a hallway or a trail) and begin to see a
familiar person in the distance. Suddenly, you recognize that it is'the person you are most in
conflict with presently. You realize that you must decide quickly how to deal with this
person. As he or she comes closer, a number of alternatives flash through your mind . . . De-
cide right now what you will do and then imagine what will happen.”

" The trainer paus?'fo let the fantasies develop.

_“It’s over now. The person is gone. How do you feel? What is your level of satisfactio'n‘wit'h,,,.ﬁ}
‘the way things went?"
Step V

The trainer asks participants to begin to return to the present, gradually to become aware of
the pressures on their bodies, of the chair;dof the floor, then to attend to the sounds in the
room, and finally to open their eyes when they feel ready. .

2 ' . ’
. ) \

_——
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. Session N1

. v P ) . ! . I’ . v N
Time  Sequence of Activities . * Materials
.. ] | . ) ] .
C2. (continued) ;
- . ¢ >,
) ’ | :
' o
N
Lo SN
\ »~
\ ,
r. ! “ =
. /C ¢ ’ g
~ 15 min. D. Lecture on the negotiation process Distribu'te D. Flipchart 1, The Nego-
Participant Workbook. This lecture emphasizes - . tiation Process (Prepare
‘the skills necessary for a successful negotiation. ., in advance; see D,
Additional material may be obtained from .\ under Points for Dis-
reference 1 )ocated in Participant Workbook. [ cussion.) -
.ow ' v Reference 1, Conflict-
> . Resolution Strategies

g
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” ~ Overview of Negotiation

)
" Points for Discussion B
c2 ti ' | .
. (continued) .. | N , | _ N
Step VI O 2

After participants emerge from the fantasy, the facilitator asks them to spend 5 minutes
writing down: (1) the alternative ways of acting they had considered; (2) the one they
chose to act upon; '?nd (3) the level of satisfaction they felt as to the fantasized outcome.

. Step VIl

A

Dyad discyssion -
Direct participants to turn to. the person on the right'and discuss what they have written
during step VI. )
Step Vil .
Brainstorm with the group and list on a flipchart as many alternative strategies as possible,
without stopping to evaluate practicality.
Step IX o ,
a. List on flipchart three categories of responses to conﬂict‘sitya’tions. ul

(1) Avoidance ' P

(2) Defusion T
(3) Confrontation

F  b. Emphasize that all responses exist on a continuum.” - .
Step X o \ | ! _ S
\/‘\1}‘” go back and mark each brainstJormed alternative as an example of avoidance, defusion,
or confrontation. _ o )
Lecture on the negotiation process S -
Lecture should cover the following major points and should be illustrated on newsprint, e‘ither as

the facilitator speaks or with charts prepared in advance:

“Diagnosis

Analysis of the nature of a problem, including its complexity, its principal power sources, its
“cast of characters,"” its possible solutions, the values involved, opponents’ reactions, etc.

Initial Contact

Setting the stage for addressing t'he':problem to encourage collaboration and cooperation.
v, 4

- | . -~

N



‘.

Session N1
/- "

S

Time  Sequence of Activities : . Materials

. D. ontinued)

¢ . o B

30min. . E. Small group discussion -

~

1. Divide participants into groups>of four; .
‘two of the groups will work orf task 1,
the other wo will work orf task 2.

2.  Announce rules:

a. five minutes, maximum, for each
group to work on task.

b. Group is to select a reporter.
3. Annourice tasks v

" a. On newsprint, the two designated groups
are to diagram the relationship between
Group Problem Solving, Negotiation,
Conflict Resolution. o >

_b. Each group member is to recount to ‘
the small group a recent job experience
where negotiation was chosen as a method |
of conflict resolution. Particularly relevant. -
would be a situation in which one of the
alternative strategiey, such as power, might

- ' " have failed. .

4. Small groups report outcomes to whole group.
5 min. . F. ‘Conclusion / N .
L4 . 'R .
o ?3’ - - ) y B
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h
< | Overview of Negotiation
Points for Discussion J (/ -

D. (continued)

Group Problem-Solving v
A step-by-step procedure for arriving at a consensus decision. . ,
~ 1. Define the problem in tjms of its impact on each of the negotiating parties. - _
2! Define the conflict in térms of tlgé negotiating parties’ organizational objectives being
. different, but not'iq opposition. | o r o
3. Generate posible solQtigns creatively, s if each negotiating party placed its highest priority °
on solving the problem. e ) . g S, .
4.  Evaluate solutions on the basis ofﬁreatest impact on the problem. © e
5. Decide onasolution which includes consensus o_rl&meth ods of implementation, accountability,
and evaluation. ’ '
E. Small group discussion

. ‘ o ; ‘ ? i
The purpose of this small group task is to reinforce the teaching points of the lecture. The facili- ]
~ tator should be prepared to emphasize that power and negotiation are two different strategies -
which require different skills. If challenged about the relevancy of negotiation to “‘the real L
i world,” he or she should pgint out that th/s training program is treating only negotiation skills.
See C under Points for Discussion for explanation of why the training program chose to treat
) negotiation, rather than power. - N 4 .
<

]

.

-

. . ,
. .
;s .
I3 R .
© .
. -
. 4 . B » '

s . . A ‘ N ) /v . )
* / .
F. Conclusion i / \b : !
. ". . v N . . - .
- Restate major points of the exercisg| (See B under Points for Dnscussmni) ’
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Session N2_

-

The DlagnOSIS Stage A Technlque

TIME REQUIRED: ~. 1 hour, 15 minutes = .
EQUIPMENT Easel, newsprint, felt pens masking tape, or tacks ‘ ;
'MATERIALS . 'Resource Material: A. Problem-SoIvmg Program: PIanmng for Change :
(A" handouts and Referepce 1 for flipchagt 1, Stdge 1— —Diagnosis—I nvestrgatnon (Prepare ahead of time. )
references are found
in Participant Reference 2 for flipchart 2, Drlving and Restrammg Forces (Prepare ahead of time. )
Workbook.) Reference 3, Force Field Analysrs o LR .
PRIMARY METHODS: Lecture, seIf—instruction, small-gr'oup discussion = T e _ '
MEETING . ~ , - _ S .
ARRANGEMENTS: Drawing 6 Informal Dlscusslon setup 5 : oo ' .
L= . % : o2
‘ - ) ’ Drawing 4, Workshop setup with ﬂlpcharts B S
9. e N
: (See “lIlustratnons of Varlous Meetlng Arrangements” in sectnon | V ) .
' k facC 3 . - s . : ‘_
nd xaj ca ' ! o ’ S ’ « -"‘I".’-"’
' SR - v. -J; S - . “ 4 S . e . ;-'e,-‘;;‘_‘t:.
. . - . - _-‘_‘n:' 5
& -
‘ 3 f o \
:1,-!’_ o © . v ) .
AR . ] . 5 , . 5
! s . A\ « .
} i : oy . FE
: e : ) ‘ o o
LB e “ N ' . (L T . 57 -
Ty . ’ : SR ) - . . )

*

GOK'ES/OB] ECT IVES

" T e

©2

Partncnpants will be abIe to ’ .
1. describe the main elements of fdrce field analysis ,
2. diagram a past job-related problem, using force f'eld analysls

-
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Session N2 oA BRI
L - .
Time . . Sequence ofActivities ) ~ Materials
20min.  A. Opening remarks
T Describe purpose of the session.
B. Lectufe on diagnosis o
Deliver lecture, using flipchart 1. .~ B. Flipchart 1, Stage 1—
s : _ 'Diagnosis-Investigation
’ . (Pigpare from refer-
. ‘ _ 7. ence.) :
S £ ~ - The resource materials,
’ L . , A Problem Solving
: ‘ ' Program and Planning
. e . . - - . for Change, give back-
i L , ., ground information
’ ‘ o S for presenting this
! . . : session. .
10min. - C. Lecture on the theory of force field analysis
1. Deliver lecture, referring to flipchart 2. ‘ ‘ C1. Flpchart 2, Driving’
' Lo : and)Restraining Forces
R ' _ . L L | repare from reference
‘ e ’ » ’ . L ~ . / ’ . 2-) ( ‘ . . ';
2. -Use information in reference 3 for addi- C2. Reference 3, Force
A . . . . K . .
tional information. Field Analysis
> - B
ai , i ! t .
. . \{ L/ T
. ot o . ' ‘ T .
' 3. E_ncou.r‘age discussion following lecture. ¢ .
10min. _ D. Sample problem ' ,
- . / H . ’ - .
‘ 1. Ask group to brainstorm a list of problems
T - - which are common to the group. - -
’ - 2. List sample.problems on a flipchart as D2. Newsprint, easel, felt |
. " group members think of them. - pen . .
\ T .
58 o - o6 B
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The D_iaghosjs Stgge,-‘ A Tephnique :

-

Points for Discussion ~ A ﬁ%

.-

A. Opening remarks , ,
' - The purpose of the session is to study one'technique of diagnosing a problem, i.eﬁ.}, force field
. aﬂalysis. Di;gnctsis is the first step in any systematic preparation for negotiation.”
B.  Lecture on diagnosis o N o
" Diagnosis is defined as an ihvestigLation of the cause or nature of a condition, situation, or prob-

- lem: Simply stated, the process of diagnosing any situation should include these checkpoints.
. (Refer to flipchart 1.) : . ' : s
1. . Know what you want—be certain that your goals are t_:iear. '
-2 Kmle what Is.needed to get what you want—determine what is required tp achieve your
goals, . ' - .
3. Kno-_\i/ what you hayé—review the soilrces you have 5lréady on hand.
4.  Know what you do not have—decide what resources are lacking. -

5. Know where to get what you:need—identify who or what other group(s) can supply the
reSburces you need. : S, . . .

Lecture on _tﬁeory of force f?eld"a.rialy_sis

2

Vo

~ «
. <

: U :
2. Cover the points in reference 3, deﬁnfng the following elements of force field analysis
e . . ’ . . Y -
force fields- =~ - - : ' : .y
driving forces ' '
restraining forces

3 ’

unfreezing
refreezing ao o . .

objective - - { ' b

-

a.
b.
c.

L d. freezing
e.
B &
g.

D. Sample problem : o _ L ‘ ,
This is a trainer-led analysis of a sample problem. Request problem statements common to this
group, drawn from the group experience during the training course (e.g., requesting longer. lunch
hours). - ’ , 4




‘SessionN2 -

RN

Time  Sequence of Activities - " Materials

}; . D. (continued)

3. Choose one of the problem statements for
force field analysns

© 4, With group participati‘on,'list drivingand .
' restraining forces affecting this problem.

5. Next, list several objectives whlch if s \
achleved willhelp to solve theé problem.
Concentrate on ways of reducing the s )
o _ restraining forces. : ' LT
20 min. - E. Small group tasks and discussion _“: , '
. " .

. 1. Divide group inta small groups of three . B
E . or four partlclpants each. o _ el L
N 2. * Announce two tasks: ’ o : T .
. : . a. Choose a past job-related problem of \J " 'E2a. Newsprint, easel; felt
o T ‘'one greup member and diagram a force : pen . e
- field analysis of the problemona - '
N flipchart.
L b. List the steps of force fi eld analysns ‘ ,
: ‘ _ona flipchart. ) a
" 3.  Ask groups to choose which task they want ' ' .
to undertake. (Be sure each task is selected

by at least one group.) Group will have 15
minutes to complete the task. :

. T
' 4. Tell group where they may work. N :
~ 5. Reconvene group after 15:minutes.
6. Have'each small g"_i'oup_ take 5 minutesto - o8 .
. share its work with other participants. o

7. Invite total group reactions to task results

~10min. - F. Conclusion
’ Review steps of the procedure of force fi eId

_ analysis.
‘\\
L4 . ‘ ’
k)
. !,
q v
~ A s
N AL - .
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\_ The Diagnosis Stgge.-A, Techniqge

Points for Discussion | S . =

N ——

D. (continued)

4

3. This should bea light activity, so the t}ainer shou!d choose 2 problem statement that is not
charged with Strong feelings for either participants or trainers: The focus of this exercise
should be on the process rather than the problem. -

E. Small group tasks ang discussion _

.
F

. "\ ’ e

-

| 3. It is important that both tasks are done. The purpose of the first task is the immediate appli-
cation of the new skill. The purpose of the second task is to review and summrrize the
process, L : . Coee

.

. Conclusion

Tape the steps of force field analysis on the wall and suggest that panicipanﬁ copy it in their
workbooks. . o .

61
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Session N3

The Initial Contact Stage:

A Preparation T echnique

GOALS/OB]ECTIVES Parucnpants will demonstrate their unders

their ability to construct one by writing o

TIME REQUIRED:
EQUIPMENT:

MATERIALS:

(All handouts and
references are found
In Participant
Workbook )

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

1 hour, 15 minutes

negotiation experience related to their

ding of the criteria for a clear goal statement and -
oal expressmg their intent in a future planned

- Acceptance of the statement by their peers will

be the indicator of acceptable performance. : .

-

Easel, newsprint, felt pens

Handout 1, Clearly Stated Goals
Resource Material, Goal Analysis

Lecture, small and large group discussion, individual activities

e

.

‘Drawing 2, Classroom setup

Drawing 4, Workshop setup

(See “lllustrations of Various Meeting Arrangements” in section IV.)

%]

A

"
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Session N3

]

- Time  Sequence of Activities * Materials

5min. ~ A Openiﬁg remarks
State the purpose of this session and Imkages
in the plan. of instruction.

1 3 .. o

30 min. B. Principles of goal analysns

1. - Preparation = . ' B1. Handout 1, Clearly *
Stated Goals

- a. Review points listed opposite.

b. Have participants break into three or
four small groups.

c. Distribute handout 1 and allow 15 minutes
- for groups to arrlveat consensus in filling
it out.

d. Have each group discussjts individual

to

" responses.

e. Reconvene total group and discuss group .
responses as avell as reasons for thesé”
responses.

2. Review of goal

alysis principles B2.- Flipchart
a. Discuss the poipgs opposite. - -

b. lllustrate the digcussion with examples
written on a flipchart.

¢. Answer questions.

":'

£

"



. Thenitial Contact Stage:
\ T A Preparaf\lon Technique

. . a
. -
y . P
- . . . . - . . .

‘,_E'oint's for Discussion’ . :

>

’purp se of this session is to focus on one of the important steps requlred in any systematic
n fora negotiation. - ’

F1h is sesnon and the next will cover the contact stage of the negotiation process. The contact
Titage encompasses the preparation for and first meeting with the “‘other side.” This initial en-
\ﬂ)unter, often troubled, eften suspicious, often reluctant, can determme the outcome of the

-"”: The negotiator who knows what he wants is the one who is best prepared for the initial
, contact. The well-prepared negotiator has x clear idea of what his goals are and what he
wants the outcome of the new relationship to be.

:T Goals aré often stated in amblguous terms. Two people may find\it difficult to determine V
'“x'. ~what are the desired outcomes. During this session the trainer will help participants acquire
Zy - theskill called goal analysis. ~ -
\ _ Participants will begin’ by examining a list of goal statemepts anzdistinguishing between
those which clearly communicate specific lntended outcomes and those which do not.

As the group responds, the trainer asks questions to prepare the partlclpants for the criteria

which will be brought out in the following lecture. g

2.  The.purpose of this short talk is to‘mustrate the essentlalfelemen,ts of a clear goal. Such a
goal is simple,“direct, and uncomplicated. It is not necessary here go dwell on the distinc-
tionS'between a goal and an objective. What is needed is the statement of goals in more
specific detail than usual. The following points are relevant: . :

® A goglyjs a statement of mtended outcome, _phrased in terms of action or behavior.

® A clear goal statement includes some measure of achjevement so one can know when the
goal is accompllshed . Y \J

e A clear statement lndlcatcs when the goal is to be completed.
- ® Insum, a clear goal statement must.
(a) state specifically the results to be accomplished,
(b) state the result in measurable terms, and '
(c) indicate when the result will happen.

Definition: A goal is a statement of specific, measurable ‘outcome to be performed wnthln
a deﬂmte time period.

o

e . : J , .




~Session N3

Time  Sequence of Activities ; - Materials
- * [ .
B. (continued) ‘ \ - / o -
30 mip. 3, Practice and discission : B3, Newsprint, felt pens
vt T -a. Tell participants they will practice
_writing goal statements. o ~

b. Allow 10 minutes for individual work:

c. Form small groups and have participantS
critique each othe&s statements (10
minutes). ~ /7 " . R

“d. Reassemble group, ask for a goal state-
ment from each group, and write it on

a flipchart.
- e. Review and critique the statements before , : -
. the whole group.
10min. . C. Summary ' /

A
1. Using sample goaf statements from the
- practice exercise,|review the criteria for -
acceptable goal stytements.,

y I
2. Recommend Goal Analysis by Robert F.
Mager for further peading. ‘ 'f
' ;é
_ .
.
: )
]
- | S
= * L . ‘ (




| The Initial Contact Stage:
- o A Preparation Technique

, Points for Discussion

B. (continued)

3. Askthe particip;ﬁts to write one clear goal statement expressmg their practical intent in a
future negotiation experience.

-

C. Summary B

1. The three criteria for a goal statement are a speclf‘c outcome stated in behavioral terms,
a measure of achievement, and the time allowed for accomplishment.

_‘/
wo
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Session N4 The Initia/_Contaci Stage.- A Strategy Guide

- GOA OB]E—CTIVES: Participants will identify at least five considerations thit mustbe taken into account to pre-

pare a complete negotiation strategy.
TIME REQUIRED:  “}1 hour, 30 minutes. - -
" EQUIPMENT: - ¢
MATERIALS: Handout 1, The Policy Meeting (Prgﬁlem statement) - | » - |

_(All handouts and

Handout 2, The P;I?)'/ Meeting (Role description)

found , . . L
n Handout 3, The Policy Meeting (Role description)
rkbook, except - Handout 4, Observer Form ) S
h 3“(/S;° Handout 5, Strategy Guide
section rainer
Manual.) a ' Reference 1, Conflict-Resolution Strategies (See session N1) ¢

PRIMARY METHODS: Lecture, brainstorm'ing, role playing, group observation,.discussiqn

B

MEETING
ARRANGEMENTS: Drawing'6, Informal Discussion setup .
[ . “Fishbowl” s;atup, two chairs in center of circle of chairs’

(See “lllustrations of Various Meeting Arrangements” in section 1V.)

o
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e i (,
Session N4 ’ -~ @
_ . -
Time  Sequence of Activities Materials
.‘ &
10 min. _A.  Opening remarks X
State the purpose of this session. .
L ’ /:‘\ - v
. B. ARol_e play: The policy meeting . ‘

" 15 min.

7

: 1. Assign two roles to two players during
' . the break before this session and give
each handout 1 to read and a rote
description (handouts 2 and 3). This
. will be a cdvert role play: that is, o
players should nat be familiar with '
- each other’s roles. -

2.  Distribute handout 1 and hgndout 4 to
: ~ 7 the audierice, seated facing the two chairs!,
. ’ 3 where the play is to take place.
' 3. Answer questions about the problem. -

4. Let the role play continue nt;lor'lger
than 10 minutes. ~

15 min. C. Total group discussion

Ask playe‘rs what frustrated them most
during the meeting. '

2. observers to comment on the role
_ § play, using questions on the Observer Form
. . as a guide. A few sample comments will be
' e sufficient. '

- Brainstorm a list of obstacles to agreement
during the meeting and write on newsprint.
Note: If agreement actually occurred,
brainstorm a list of factors which contri-
buted to it. :

M 3,

6¢

o B ;

B1& Handout 1, The Policy
2. Meeting (problem state-
ment) ’ -

B1. Handout 2, The Policy -

Meeting_ (role descrip-
tion) )

B1: Handout 3, The Policy . '

* ‘Meeting (role des'trip,-'
. {
tion) .
B2.- Handout 4, Obsarver
Form

’ -

\

C3. Newsprint, felt pens

¢

e



. - R / The Initial Contact Stage: A Strategy Guide -

“Points for Discussion . \

A Opeiifng remarks
- Thus far, examination of the contagt stage in the negotiation process has focused ofi the need of
- the negotiator to have clear goals zd objectives before his or her first confronyition with ““the
other side.” However, goal analysis i3 not, by itself, sufficient. preparatlon fdr this important
¢ first contact. The purpose of the exercise is to identify some add/tional factors \y}ﬁch are neces.
sary for a thorough negotiation preparation. 7
B. - Role'play: The policy meeting .,
The purpose of this role play is to demonstrate the frustrations which result during first-contact

negotiation sessions for which the parties are not prepared. The identification of frustrations is
considered more important than their resolution here. The Observer Form will assist-participants

to identify those frustrations. R
1]
b
e
N - [
N\
.< - ) - ( \ P .
| -
s /
»
N ~ . //'/ .
5 B - o N //’ .
. ’ ,9
[ 4 ’ ' . o)

C. Total group discussion

The purpose of this brainstorm is to generate a list of frustranpns or. obstacles to agreement
which occurred during the role play. Our intention is to demonstfate that a prepared strategy
would have warded off many of these frustrations and agreement would have been more likely.

%% 67 .
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Session N4 | ;
. . 2 _
Time  Sequence of Activities \\ Materials ~ -
' N . o o 1‘ ..
" 10 min. D. Lecture on the initial contact 7 "~ . D. Handouts5, Strategy
' - ' Guide -
Cover the points listed opposnte using the
Strategy Guide for more information and"
reference 1 from session 1 as needed.
. P . \
¥
/ K - ) /
S
20 min.  E. Preparing for negotiation ’ A T :
1. Divide trainees into two large graups. . /
2. Distribute Strategy Guide for review and !;2 Handout 5, Strategy
group discussion, as preparation fora Gulde .
. negotiating session. : ‘ ) ‘e -
3. Assign each group one of the roles played .t f
N . at the beginning of the session. * o . ' ™
4. . Have each group select a member to play B -
' : arole. : = -
~ - 5. Distribute handouts 1, 2, 3, and 4 appro- E5. Handouts 1-4 (See B.) .~ ﬂ
. priately to the players and audience. ; B
6. Have role play carried out in a fishbowl : . : -
setup, allowing coaching from other :
~ members of the group teams. X




-

Points for DisCussion -

a

Thelnltlal Contact Stage: A Strate‘gy--.Guide

Lot

Loe T

D.

-

En

Tea

DI

Lecture on the. initial contact

. \'1

In studylng the dlagnosls stage of the negotratlon process the focus was on Iearmng to determme
the nature of the conflict and stating priorities. In the contact stage of the negotiation process,

Don’t break off negotnatnonswrthout agreement on at least one |tem

Preparlng for negotratlon

~ The purpose of this role play is to hlghlnght dnfferences between belng ready and not belng ready
for a negotiation session. Coaching by other team members and changing players will allow ..
~ additional strategy |tems to emerge It is cmportant to focus on strategy factors, not drama.

av

v

_the purpose is to conceritrate on learnlng to effectlvely initiate confrontatlons The following -
" points are crucial i in developing a strategy for the |n|ttal contact. o \‘(1 .
1. Rank goals in order of persanal importance. S o s e n
2. Determine goals and prlorlt?es of the other side. o
'3.- Recall the other side’s usual response to such a request. _ R T
4. Be candid about the reason for calling the mee.tirig.) - o
s. ”Don t demean the other S|de . ' R : - St
6. State the effect the problem has on. you and glve the other slde a chance to do the same
7. Listen and reflect on what thr other side says :
- 8. Remaln calm and ratlonal » .
9. Don’t ask the mpossrble
10:

N - -
) ' -

. o3
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SessionN4 . _— .
Time  Sequence of Activities =~ . B Materials
15 min. F. Total group discussa’c’fn
1. - Reconvene total group.
. 2. Have group discuss the differences between
S the two role plays. \ N
3. Point-out the advantages of bemg ﬁeady for
o a negotiation.
N /"’ -4, Ask for comments on effectiveness of and
_ \7’1' F. satisfaction with this session.
Smin. -/ G Concludmg remarks ' '
b » B - L A . v
. : S0 e
. aﬁ,;“ ::. ’% ' el ) /ﬂ/ LV
Caw i ~
’\ -, '. P =2
. . W
¢
1
N Val
’ SRR .
. ] . '& .
% : * 4 ,
RN * “y/i
’ ) by
LN / L
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) W r The lmtlal Contact Stage A Strategy Gurde
» i ,

—~ . S : s o=
Pomts for D/scusswn T . __— e

F.* Total group discussion” S S - g
" There are no dISCUSSlOl‘I points for thls sectlon : . '
) S . ,

5. Concluding remarks e . .
Restate major points of the session, as summarlzed in the Strategy Guide. v
TR 4 A v Do . '
~ K B . . ) ‘ . . ‘ . ] .
D ) ° .
. © . 4
| | S
o & -
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) T . The Group Problem Solwng Stage -
Session N5 The l:)iper/ence o

R

I3

i.G(Z)&L.!‘»IOB]ECT IVES: Partlcnpants will be able to identify some of the difficulties mvolved in group problem solving_
s 2 once a cdllaboratlve effort has begun. .

TiME REQUIRED: 1 hour, 15 minutes
eouumem

MATERIALS Handout 1, Kidney Machine Exercise
(Althandoutsand _ ' v : '
reforences are found P : ' :
in Participant - '
Workbook) - - - ‘ ) B
PRIMARY MET’H(,)_D\S: Individﬂal task work, small group Hiseussion , : ) - o

MEETING R | |
ARRANGEMENTS . Drawing 6, Infogmal Discussion setup = * &

Two large circles of chairs

e ;
Two tables, facmg each other, with chalrs placed on outside so people are facmg

(See “lllustratlons of Various-Meeting Arrangements" in section IV.)

7
.
\a\‘

~J
&y \

v




~ N
- _
. » : 2
. ,M ' J‘? ‘. _A(.v. o I ‘
Time - Sequence of Activities S \f . Materials j -
£ ) : RS .
5 min. A-  OPening remarks ‘ ST
1. State the purpose of the problém-solving T
sessions. (Participants should be seated in an
informal circle for the first part of this
session.) :
2 lllbs,tratg;equence and relationship of
activities as shown opposite.
L4 N
’ : \/
‘ /
|
L) . [
1 ’ - }
, 2
S . . — ’
-
{ Ay~
o ‘S —
78
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) " | The GfQHP Problem S&Ivmg Stage The Expenence

~ > . “m

Pomts for Drscus?;ron - | | R A

A. Opening remarks
1.  The final skill necessary to bring about a succTsfuI negotiation is the use of the problem-
- solving process to negotiate a consensus decisiofi. The purpose of the negotiation is consensus.

Consensus is defined here as: Group solidarity in sentiment and belief. Consensus brings
about unanimity or agreement of all to cooperate. Majority rule is not consensus.

The purpose of the problem-solving sessions is (1) to provide experience in what is involved

~~when a group attempts to reach a consensus decision; (2) to examine that process and iden- . |
tify its parts so that facility can be gained in practicing it;and (3) to emphasnze two of the
factors which are key to-a successful problem-solving experience.

2. The intended sequence of activities-in sessions 5 and 6 is as follows:

, ks
?'“ o ~ Session 5
: _ Personal Choice
' . _of
v - / Candidate \
) - Group A’s ‘ Group B’ ~
’ Choice Choice / i
e Attempt b‘ ; ,, . -
At L’
Agreement %
‘ u L
Session 6 ‘ _ ) _

Group A
Strategizes

Consensus

/ Lecture on Process/DiswiaZ \ S

Group B’

Strategizes

_~/“"

Sessions 7 and 8 illustrate specific techhiques and strategies for problem solvihg.

~7
(Yo )

aQ
9
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Session N5
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80
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. Time  Sequence of Activities ‘Materials
40min. - B. Kidney machine exercise
ﬁ . . - .
1.  Distribute handout 1. . /\. . éJ . Handout 1, Kidney
L o | Machine Exercise
2. Allow time for each'inflividual t6 read .. . P
the'material and to make his own
~ choice of candidate for the machine. -
3. 'D_mde participants into two groups.
a. hospital administrative staff on [ 5 : ]
b concerped citizens’ group ' '
4. -Explain that each group must select a’
candidate for the kidney machine within -
S 30 minutes. (The (ulegotlau n between
the two groups will take place after the
' break.)
5. Mave groups review materials and select .
3 candidates. L - '
* .15min. - Break. R . .
15 min. C. Attempt-at-agreement simulatien { -
v L : . Cee e .
’ T Exchegequp is seated: behind a table facing , ' a/, .
the other group. One’is group A, the - ' :
other group B.
2. Tell the participants the task for the two - e
. groups is to select one mutually acceptable” - . v
o candidate for the kldney machine.
5 min. D. Concludmg remarks o . -
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The Group Problem- SoN//ng Stage The Exper/ence

Polnts for DISCUSSIOI‘I 3 o ﬂ ’

[l

ot

“B.

i

C.

) . , . Lo
K|dney machme exercise ' - - &t A

Explain that the kidney machine exercnse is used to illustrate some of the problems |nvolved in
attempts to reach group consensus.

-

[ 4

. Attempt-at- -agreement snmul,atnon L

Trainer should not expect agreement ‘within the allott.ed time. Do not allow the discussion to go
vbeyond 15 minutes. Remember that it Wwill'be continued i in the next session.

"Do not instruct the groups to select a leader The simulation will be more reallstlc if leadership

s, wed to emerge : . Coe .
. - ¥ , . ' e . s

. ' ' - N . ’
“ - .
- - / »
o :
’ 7/

Concluding remarks? -

£\ . " - AN .- . .
:In this session the group has had an ppomﬁto exp e what is involved 'when a group

attempts to reach a consensus decisfon. In théinext sessid | ;
process wdl be analyzed ; - ‘ «o .



Session N6

The Pr?cess .

« 7 K _ o0 . i \
GOALS/OB]ECTI_VES: 1. Participants will apply a five-element grodp problem- solvmg model as a measure for eXamin\um—
ing the actlvmes discussions, and agreementsr which tdbk pﬂace during the simulation

" exercise (sessmn 5). o L .
. - ) ' M ‘
K 2. Participants will ldentlfy consensus on methods of lmplementatlon, accountablllty, and

: evaluatlon as the critical aim of th group problem-solving process ’
»

TIME REQUIRED: 1 hour, 45 minutes

‘ .
EQUIPMENT: { o
MATERIALS: Handout 1, Discussion Guide R | '
(All handouts and Handout 2, Kidney Machine Exercise (Have ‘materials used in session 5 available for those who
references are found
. need them.) - .
in Pgrticipant i . ~
Workbook:) - - .
PRIMARY METHODS: &:tur‘e, group discussion, and presentation to the total group #
MEETING - | B
»MNGEMENTS: Same settings as previous session (session 5) __:‘ .
. Drawing 6, Informal Discussion setup }\. . SN
Two Iarge curcles of chairs N ’
" Two tables facmg each other wnh chalrs placed S0 people face.each other -~ !
Cw (See “lllustrations of Various Meetlng Arrangements” in section 1V.) ' \(
- ) . ; - S . — .
1 , v
g 4 7 ’ v- . ‘
- ) ~
A ’ . B ‘ d
- I3 - \ , “ . - »
o v . . .
e . N - N - } -
N ¢ .
v R ’ . , by ey v E
- . Lo~ - *
- - : ra B b
. e . 83
\‘_O - \‘ . v

\

,"-



‘SessionN6 - - .

‘Time  Sequence of Activities b Materials

- . . -~
" Smin. © A. Opening remarks.
State purpose of this session. ' x

. 15 min. B Lecture on basic elements of a group"
‘problem-solving process '

- 1. Brainstorm with the group to elicit:
alternative methods of problem solving.

K . . - . ° . L

2, Explaln that the aim of problem solving
is consensus .

@

> - 3. Review the five-step model but emphasnze

: the consensus step as makmg the principal
differente between individual problem
solving and group problem solving.

» . - . ‘ . . . . o
i + .
. . s

30 min. / C. . Small group \discussion andreports .
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- The Group Problém-,Sélv[hg Siage:j'The Process
| Pbints: for Discussion | | |

L)

A Y >

A. Opening remarks . : . , S . .
This session is designed to provide an opportunity for participdnts to reexamine activities and
- discussions of the previous simulation sessiori in order to identify a process which can be used to
cope-effectively with future group consensus proble{ns. . '
- The same two groups formed in session 5 for the kidney machine exercise will continue to work |
. togetbher. QK._,\, S . _ -
~B. " Lecture on basic elements of a group Broblém-solving Kocess
. . . o L. ' 7
1. Most of the trainees have adapted stc:?:e form of a probtem-solving technique for their own
agministrative use; Have them identify some of these. \ R
Point out that many forms of problem-éplving techniques exist, ranging from a three-step
model, to a six-step model, to\longer.rn"()dels. ‘ ' o L T
Preserit the flve-step model, ‘whnc‘h will be used as 2 guide for examining
- sonal and group processes involved in the kidney machine simulation. -

‘2. Consensus is defined as group solidarity in sentiment and agreement to action. Consensus
. isone form of decisionmaking. It is distinguishable and different from majority rule, authority

rule, and rule by silence. : _ L~
Consensus must be obtained in three areas:

‘Implementation — How the agreement will be carried out;
' " Accountability — Who is-resgonsible for carrying it out; . - L
<"+ Evaluation — How both sides will know when it is carried out. - :

3. The five-step process is,to

Y

<

the complex per-

a. Define the problem in terms of its ifn‘bact on each of the negotiating parties. .-
b- Define the conflict in terms of the organizitional objectives of the two, negotiating parties -
being different, but not in opposition. o . T
R c. Generate possible solutions creatively, as if each negotiating party. placed its highest R I
{' ‘priority ar¥solving the pr?blem\_ . ' - SR -

-

d. Evaluatisolutions on &Se basis of optimal impact on the problem.. ol
. ~ . . . e | p ,. N .
e. Decide on a solution wHich ircludes consensus on methods of implementation, accounta-
- bility, and evaluation. E . o L L ‘ ~
.~ Small group discussion and reports’. . : 1
Facilitator should circulate and help the discussion along. S T
, - ) . . A 4§ 3 .. -
. The purpose of the comparison is to involve thé learner in a‘process of interaction in group
problem solving. Learning comes from this interaction and not fiom acceptance of the five-step . -
_ process presented. Trainers should not be alarmed if the five-step process is criticizedeand modi-; .
_ fied by the trainees. ' L . . pe o Lo
) v \p - L ' - 3 "_ ' . ’ . ..
N . ’.‘ . . N v . .
, o ' ,78 | . . 85.




SessionN6 * ~ . K | R
Time. “Sequence of Activities =~ *.  Materials -
a C. * (continued) ' St ‘
. ' * ) ' 1 :
) 1. Di§tribute handout 1. " * C1. Handout 1, Dlscussmn
- 2 R s . : Guide |
. 2.. Have participants form the same two working. .
. groups as in last session. ., . G .
A 3. Assign tasks: Y ‘
" . a. Teli each group to compare its process of w o '
- the last session with the model process out- '
lined in the Discussion Guide. _
A - . b. Tell each group to select a spokesman who_ = - e s T
can report to the total group on the last : ~
' session’s process apd how it compares with = - |
. the model pro%E o : t e
: ..¢. Total group reconvenes and each small - ‘ .
E) group reports. .
15 min. Break - b S
20 min. =. D. Strategy for reaching consensus ¢ , . e .
1. State purpose of [next activity. : o )
- N .o . ) )
¢ ' ’ ' I o ~ . . 9
L2 Have each- group meet sepa,rately to prepare A S
. N ng for thepéndmg]omt negatmon 4
‘ . o " sessiom. Tt R .
" . 3. Explalmthat gr s to analSlze.lts posutuon . y -
' in terms of the rstﬁfr steps inthe group SR
. problem-solvmgrpro&'ess model.
4. Have each group select’ a ‘negotiator for the ‘ ‘
. joint meeting of both groups. . S ,:B.\ £L .
- 20 min. | E. . Joint meetmg for consgnsus ~° / Co . ' T
_ ' \ '_ 1. Have each group sit facmg eacH-othér. B
2 . » - 2, - Explain the ta$ qdﬂhe Iwo greup§ are to )
. * ~  teach COnSensus J‘:“{(c?andldate forthe . ' .
¢ . kld'ﬁey machine. 2 I o
’ ‘ 3. ‘The negotlatqrs selected by each group are . Lot
. : to guide the discussion.

F.- Concludmg remarks
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) ThéﬁOUp Problem- Solwrzg Stage The Exper/ence

Pomts for Dlscussmn : , : >

- S ‘ - ' o ) '--,,,

.

s ]
C.. (continued) .

) D. Strategy for reachrng consensus .

‘ 1. * Explain that the negotratron to reach consensus about the krdney machine candidate will
again be undertaken. The joint nfeeti ng of the two groups “wilt be preceded by strategy,_

p sessions Py each individual group. (1\\ .

2. In the strategy sessronw group should use. the first four steps of the problem soIvrng
model to analyze its position and prepare for the joint cohsensus meeting. -

. D ! o

. '°r : ' - vl i : i N Tt
» .. . . / B
\ .. A . - ) - .
- : . . : . ‘ : -
. o - . '
‘ . >
[ . "‘ i ] o . 7 ) ) R oo
E. Joint meéting for consensus ) N ' . R
R . _ . ’ T, .
~. N . . .o .
2. The group is to implement step 5 of the modeH’e reach consensus on lmplementatron i
accountability, and evaluation. . . . \ L« : SRR
AR ’ oL, L ' - = L o ﬁ
: A S - . ' SN b d
L B : SR 4 Tt
W.

F., Concludingremarks S
Reemphasrze that gaining.consensus about rmplementatrdn accountabllrty, and evaIuatlon |s the
= critical aim of group problem solving through negotiation. ., . R o
. - o T B




) . <. - The Group Problem Solwng Stage:
Session N 7 f - ~ | e\A Techn/que
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4

GOALS/OB]ECT Eg 1. By participating in two dlfferent communication exercrse’! partmpants will be able to state

}

the reasons for the discrepancies in the outcomessof the two exercises.

2. Participants will identify two |ndrspensable activities |nvolved in two- way communication
that make it a more productive and satlsfyrng form of corﬁmunlcatron’ than one way

communication. A
) L question-asking and explanation , “"\ . 3

®. listening
QIME REQUIRED - 1 hour .
EQUIPMENT: -
) . ) . . ) . N I
MATERIALS: : Reference 1, One-Way. Communication - ) ’ o
(All handouts and Reference 2, Two' -Way Communication = -, _ . o ’;\

references aze found

‘in,Pachiba ' Flipchart 1, Record of Responses (Prepare form ahead of time from sample, reference 3.)

Workbook, except* Flipchart 2, Record of Responses (Prepare form ahead of time from sample refere\nce 3.)
references land2. . . - .
(See section IV ) ‘
’Tm/ner Manual.) ,.g : . , . ) K|

: . ' - LI
PRIMARY METHODS lndxvrdual work, group dISCUSSIOQ : ; -
MEETING S oL C . R

ARRANGEMENTS: Drawrng 2 Classroom setup, with as much isolation per partrcrpant as posslble
. (Seé "Illustratlons of, Varlous Meeting Arrangements” in section IV) @ _

. >
. v,
[ y \.\\ . . . , . 7
™ . ? ¢ * . . .
L A - : “ ¢ ‘ L]
v .

2 ) - . N
: _ .
( i g ]
\ N v o . -
, , Ly, -
¥ ¢ .
R L »\ 13
- > A
- : . « r
z o '
iy . o, ‘ ,
- * . - - f
-~ ° . T
L
b alid a
.. 4 ! - b
S
~ 8 &
v -,
~ R -
LI . < *
< Rk - » —~, ] 5\(\ N
SN - . S
. hd -~ .
. . .
g N . : - -89
, . - . -‘( s
“_u‘ N
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Sess:on N7

| Time ' Sequence of ACtIVItIeS S . -7 Materials

- - - ) ) - . 1 .
2 min. “A. ‘Openii% remarks_#v o T -

‘ 25 min: - B.” The communication exercisé o e ST .
O I T L o u{ B - Vi
» L - a. Select a demonstrator from the partici- . B1a Reférence 1, One-Way -

N ‘pants, glvmg that person tinie to review . . -'-'_ . __Corpmumcatlon
. ‘ IRy " - reference 1. . e e e
. S b Explaln to the group that the demonstrator ‘, ' _
™ L will-give them dlrectnons for. drawmg a'series -
SR L ofsquares,and - S .
- " (1.) they-aré sallowed to ask no questlons .
. , . about the directions and to glve no - ‘
et . " “audible answers; . . T

. T (2 ) ‘they are to draw the s%ares exactly- .

J o * asthe demonstrator tells them and _ o e n

A L \-{/ aasquf@dyaspossnble . Coe T ‘
: ¢ At the completion of the drawmg, have all . Blc. Flipchart 1, Record of -

. ! partlcnpants estimate the nymber of squares Responses (Pr pare dia- -
A L they think they have drawn correctly and A gram ahead of\time.)
s tabhlate partncnpants’estlmatesonﬂlpchart1 S g B
I S ] Phase2 . S
T o ©a Follow dlrect’ons opposnte and have group o - p);, Rt
L e : do phase 2 ofthe exercnse oo o < F-; R .
% ' SR b Be sure at the erid of'the exercise to point B2b. .Fllpchart 2, Record of
' T - -out and empbhasize the. differences between ; " . Responses (Prepare dia-
| - ~_“the averages on the:two ﬂlpcharts S . gram ahead of time. )
- .*.. T } ),-: S . L " ‘:J.' CL . . . N
P e Use these differences to hlghllght the’ dls-  “B2¢, Reference 2, Two™Wha
’ .. a4 cussion.to'follow-about the advantages 5f 2 "~ Communication  §
SRR U two-way commumcat-ron . 2t
- o S " ’ R
' % ne R L . * N
1 ce e L _. P
B K e Lo oot g ‘ -
" e e PR . S
.. { ) 8 ,; . .3, :
: . ‘ R ,Vn,’@" Y. b
- g *"‘i'a - . L T . \

< ¥
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Dints for Discussion N "~ - ' - ;

A

-

. &,

Opening remarks C : - % ‘
For this session, it is |mportant to omlt any d|scuss|on of the purpgse of th|s exercise until the _

"+ close of the session. - : y

LT
o

Tell the partmpants you have a sumple exercise for them related to problem solving, tlle benefi &
-of which will be discussed later in the sessuon

The communication exercise . v RS
1. “ Phase1  ° . C S :
A he demonstrator stands at the front of the room with J'ns or her back to the group., The

‘demonstrator is to answer no questions, but to follow the-instructions on the reference. The
demonstrator descrlbes the drawmgs as he or she sees them 4o %

| .-“ “n @ ’ | N ~ ‘.?-:.:'

NI XN

Ve

-
‘ .

2 Phase2:~r . L ) N S
a. The fi rst phase of.the exercise-is repeated W|th the followmg modific catlons. The demon-
strator uses reference 2. he or she faces the group, and is allowed to respond to questlons

o - from the group. B . s
e b After the drawmg, ' litator has each of the’ partucupants estlmate the number oT

squares each, thinks he 0r she has.drawn cprtectly in the second phase of the exercise and -

-

i tabulates thepstimates on flipchart 2: The facilitator theri wses charts 1,and 2 to calculate " .

g\the average i t/mated accuracy for reference T and reference 2 and inserts the flgures on

c Next, the group is shown (for‘the fi rst tlme) the actual dlagrams for two sets of 'squares -
(reference 1 and reference 2). Each | partlcjpant counts the number of . squares he or she
-* actually did draw correctly for each dlagram e 4

“d. In.the last columns of charts 1- and2‘the facjlitator tabulates the number of squares the -
participants have, in fact; drawn:correct/y for, eaCh dlagram F@u these columns, the
. ..-*fac|l|tator deiermlnes the averages for references 1 and 2 and rétords the figures.

¢ 4 ; v, N

k]

[ N : P N ~ .
. ; . P [ ] .

. . k) -
N o L. % ¢
) M . . - - . . . - .. - .
S S e s, e g
. P e 4 e : s . - i A - -
2 R s L ) ] . ) 8 N . ] 1|
C ' ’ ! . ¥ ’ BRI - | N . B
. B ! - “ .
. . . L. N EEET s v . .

. . ~ s N T K R - t. '.' -

Y
.

'
‘ea

charts 1 and-2.. e . - R . : - " ‘

RS
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Se’ssionN'?_'. - | e

£: % Time . Sequence of Activities . | _ Materials
: . 20’1"" . C. Discussion of the exercise ' o S L
- ‘3}:’ :

‘ - 1. -The dlscussmn should brmg\Out the follow- . _
. . ing points. 4 A

o a. Two-way comrmpunication is necessary for. '
.accuracy and uhderstanding.

o . b. Listening is essential part of commum- _

e cation. . '

. j ¢ ltis mp@'tant to clanfy what is sald by

S . o question asking and explanation. ;
o : 2.' Attempt to elicit the above pomts fromthe % o T
o o : p’tmpants . o )
»~ 3min. D. Summary and purpose S L o ) S )

L e+ Seépoints opposite. - L

. . : . :
‘. . . ) . ' I
. ¥ . )
o ¢ R ] ‘ )
. - - )
. M R . \ »
[ ] . N . . R “
-
N o ) W g
T ~ 'bs.»? . . R
. N . |
. T . ‘
. Ve .
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‘?;beblem;Sqlving Stage:_ A Technique

Points for.Discussion R I

S

I3

v

C. Discussion of the exerclse . ' . , .

Communication between human beings is hindered not only by the physical, emotional, intel-
lectual, and cultural makeup of the communicators, but also by the conditions under which the
communication takes place. The circumstances hampering communication can be environmental,
emotional, or verbal-skill oriented, resulting from a host of factors present within the individuals
who are attempting to relate, e.g., preoccupations, emotional blocks, hostility, charisma, past .

.experiences, hidden agendas, inarticulateness, stereotyping, physical environment, mind-wandering,
defensiveness. - ‘ : T

Listening is the first stelb for effeét_ive two-way commdpié’atiqn, ;ﬁd’then-i'o be sure the m‘és;age '
‘has been heard correctly, further clarification may be sought. The more important. the communi-
cation, the greater the rieed to seek clarifying information about what has been said. '

-

R L & . - I <
t . o » .
e _&l‘ .,
P ' N
~ Y,

). Summary. and purpose . -
The purpose of this exercise has been to focus on one of the skills needed to achieve a con--
sensus, l.e., two-way communication aided by the skill of listening. '

We have previously illustrated that two or more persons or groups must trade off personal or

, corporate objectives in order to reach consensus in decisionmaking. Mutual understanding is
critical to such'a process, and each party must make a special effort to listen to what others say
> -and be willing to provide additional information as néeded to reack this understanding.

_ The purpose of the dem&pstrations in this session has been to show the advantage of two-way
‘over one-way communication in achieviff§ mutual understantling. X

. . . ) )
L XY . '
o . : ) : . N . ¢ . < <3
. 1] 6 ) : . . B L b s
e st ‘ . ’, - : .
- . Lol . © s - oA
. . . . ’ .
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) o o The Group Problem Solvmg Stage
‘Session N o ‘ AStrategy

- . E . ] i .
N ' R 9
GOALS/O&] ECT IVES: Partsclpants will identify successful and’ destructrve strategies used in a conflict situation and .
. » select the problem-solvmg strategy whlcﬁl'has the best chance of success. S -
TIME REQUIRED: Thour, 30 minutes ., st o e
EQUIPMENT: I ot . L s el
o o o ’ £X PR _

MATERIALS: . f Referencel Explanatlon of the Game . : o ' . 5
(Allhandoutsand . Handoutl Prlsoners Dllemma-TaIIy Sheet | : % . .
references are found -

in Participant Fllpchart t, Prlsoners Dilemma TaIIy Sheet (Prepare ahead of tithe from h ndout 1. ) N 'Q
“Workbook except ? s . .. . ‘ : :
reference1 (See . . - g, O I , o i
section IV, Trainer .~ .. : L / LT . {

Manual.'). . . . : . Lo ) e _ .
PRIMAR,Y METHODS Slmulatloe.exemse, large group dlscussmn _ Lot . . . .

S o b NP . . i ,,.'j.“:c-. .

MEETING e el & o .
ARRANGEMENTS: . Drawmg 6, Informal Discussion setup (one circle, for eat:h team in far corners of room, two

_ : ~ . chairsiin center of foom.) .- , : e Ty o e
| Drawing T, Round Table setup o Cos ’ ’

(See "'Illus@nons of Varlous Meeting Arrangemerﬁs" in section IV. )
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Session N8 | B
Time ~ Sequence of Activities | "' Materials ,
A. :Preparatldn ' N - A. Reference 1, Explana- o
) . L tion of the Game
. . . Be sure to read reference 1before starting
. : the session. " . 2 b . :
-, <Smin.  B. Openingremarks =~ 5\ : - ~- - B. Flipchart1, Tally Sheet .
L ’ . . o S L RS T (Prepare from handout .
A‘ » - . . . - P N s v 1 ) '
- “ The facllltator should | say;no more than is. : - _ ;
. ‘suggested under Pounts for ﬂtScLlsslon ThlS |s L & Ny
' necessary for the game to be successful PR N T
. : s .;i A . ¢ - B -~
Y e TR X s
10 min. C. _Instructions for'the game TU et B
' . e . :—_':. S . ) . a.;ﬁv ’:.' ' -
. N : S .,o.. L : ?4,‘ - . : .
. 7 1. DIVId} the group into tEams, red team ’ -
: _ o and blue team. S o - o, _
&. Pass out handout-1 and allow time for C2. Handout 1, Prisoners’ ,
examination.. SRR . Dilemma Tally Sheét %
/\ 3. Separate the two te‘ams, S0 thaafthey are ) " ' _ C -
. Jseated apart from one another; Thereis. ' . : L Y e
-:to-be no comm With the other - . .
. o team in any-way verbally or nonverbally, -
- e except as directed by the facilitator. = 5 A
i ; ") 4. 'Have each team select a representat'ik'vre%q’/J ANEY , v
: o carry the group ’s declslon to'the facititator. _ . )
50 min. - D. Playing the game N S T .
- .. 1. Start round 1 L 'Fell"the tea’ms th,t they . ' . _
: I >will higve 3 m;nutes o mike a team degfgjon,} v _ .
B ‘ . to be r?orded on handou; 1 .lnstruct =3 e ' N '
N . A them nbt to wnte their deqlsu)ns umnl - T R
. , o you signdl-that tigne is Up, ‘Sb that they will' - ! S
' o3 . + notmake hasty decisions. . - |
. o2 The representatlve of each team brlngs the S .. L e
. C team’s written choice to thé facilitator. ' y :
¢ e : 4The facmtator'announces the choices'and . .
: _ - -marks ea& team’ s choice dn ﬂlpchag 1. .- T o )
e . 3. Rounds 2 and 3 are conducted j i ‘the same ey 3 . oy v
S o way asroundl . R S - e
A e ‘ e .,
o - ) i
YT e L ;o
; o ;‘ ), :
. "_,'.‘_’ e ¥
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. The Group Problem-Solving 'Stage.' A‘Strategy -

Points for Discussion

A.

).

Preparation . -
There are no discussion points for this section. o o

- : ' T o . Y 5“’ L IR . o
Opening remarks . 4 ' - . o - LT e

4~.» o : ( . _‘ * y M C ’ T .

The faCilitat&;is’ to tell the group very little about the game and nothing about its goal. Itis . ‘&
suggested that the facilitatof read to the participants the first paragraph of reference 1 and
explain the Payoff Schedule appearing on flipchart 1.~~~ ' o : ""*_
{It'is suggested the facilitator try-out the gameiwa few individuals before the session.) . »
dnstructions for the game - ' x v : '

* A large room is bést, with the two teams in far corners, and the facilitjtpr with flipchart 1 in

‘the center. Two chairs should also be placed near the center of the.room. - -

) s B0 =
. s, o
. . . % -
< " N \( o7
. R
tx 8 ) " o !
. “ ' 1
o w0 '
§ q
Playing the game T e
*1. Each person.'may keep a ‘record of ‘the ‘3¢
'y . . ) T ¢
e . < p ) & ’ W
e h '. . - ‘ )
[ » . ‘e ‘o : T
LS . *» 3 « . % ] -
. € ’ * v TR, [ L S
M . » -u P . w*ﬁ
. A . B e
a TR . o« . .
. K NS . _’ L - B )
\*“ N J ( a‘ L “ :' @ . ) . . v ,.
l} - . o > e 4 h T ¢ . v it
e g w s s ) o )
- ‘f; V/ ’ B L ] ‘ 4‘ B ‘ : “‘ - s ‘ \
A - - Y i " - s h
e ~ s “ - -
A% i -~ f" - “ T "
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Session N8 | L DT,

s

Time equence of Activities . Materials

D. (continued)

4u Round 4 is announceed as a special round, 5? o
~for which the payoff points are- doubled. - N
- ‘ Each team is instructed to send one repre-
- sentative to the chairs in the center of the
¥ room to confer. After representatives have
R conferred for 3 minutes, they return to
~ their teams. Teams then have 3 minutes, as
before, in which to nrake their decisigns,
\ which are then recorded. Remind the teams :
_ ~ that points indicated by the Payoff Schedule. -
R _ -are doubled for this round only.

5. Rounds 5 through 8 are conducted in the. .
. same manner as the first three rounds. .

o . 6. Round9 is announced as a special round C .
& s in which the payoff points are squared: ' T .
* %3=49;-3=-9, (Note that the minus sign ' -
L _isretained.) Team representatives meet-for
3 minutes; then the teams meet for 5 minutes .

- 't6 make choices which are then recorded. e

< - . .71: Round 10, the final round, is handled -
L . exactly as round 9 was. Payoff points are R I
sl T squared.”. : o s
.25min.. E.. DISC.USSIOD - ST e

-

. ‘1.  Bring the teams together for a large group N
- ~° discussion. A :

vj‘ -‘" ‘ ff : 2. " Review the course of the game. ° ' . B s

x ' 3. "Discuss with the parétwlpants the various
R A strategies they used-and the beneficial ' 5 R
‘ effect of the win-win strategy. . _ L .

. F. Conclusions
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) " Q .The Group Prbblem-Solvmg_S,ggé: A Strate:qy

Points for Discussion - ‘ | S

D. (centinued) _ ; ' . . _' L

4. There is no need to prompt the tt}zirhs as to what should be discussed by the team repre-
sentatives. As indicated in reference 1; it is likely the teams will want to discuss strategy
with the other team, either from a sincere motive of helping each other or from a desire to

profit themsefves alone. =~ . )
w \
\i . 1 " "_f
“ 6. Feelings should be high now. Dépending on the teams’ tallies to this point and on their
stegtegies and trust, they will feel that.they have.a chance now to win “big,” or salvage some
respect. ’ AL ' ) ' .
- . ’ . . ‘ . . . . - - - ) xw
) ) . A _
. - '.' ) . . -
- . ) - ' l ) ~. - p - Co % - - . N
i, Discussion . S T S -

. -~
»

Have participants discuss their win-lose feelings and the greater satigfaction ofa wir)’-ivin'posture.
Point out the need for- mutual trust. Discuss the consequences for. fidture negotiating relationships
when a tedm seeks only the highest possible score for itself o'n a single occasion.

L] M

L.
5

- . - .
. . .

4

- RSN % .
A
. B ‘_) o ! v . -
) % L . . - . *
A " o .

>~'P(@
& .

Conclusions - - : N . . . - -
-The game is"iintende% to illustrate the merits of a collaborativé posture ﬁntragr_qup and inter-
grou otiating relations. In this framlework the;wi%f:)se attitade usually fails. The'‘exertise =

. -

' idéntiftes a"successful collaboration strategy ; the,windwirf. stratégy, With this type of'stra_;ég? :

. N N o - B N ~. A ) . e -
_“pladned and plottgd; the negotlation process hids g;mcch greater.chance of success. - ? F
: ' P W R L . IR
A A R
".-‘-’ ' i . R A ‘ U ._" . . T. . s T ; . SRS ,’ I C . o
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g'ess_ N9 5 Appllcatlon Task A Negotlatlon Mede/

~

- . B T8 : S (S
GOALS/OBJECTIVES: Pamcnpahts will construct sample negonanon models which will take the form of checklists of
> : reminder questions to be used as an aid in planning a negotiation strategy for use with the .
‘s problem target group identified earlier. '

TIME REQUIRED: 1 hour, 30 minutes

EQUIPMENT: - "Easel, 'neWst;‘tint felt pens . " '
. - ~ d ’
MATER‘IALS ' Flipchart 1, Objectives of Negonanon Sessxons (Prepare ahead of time from the abjectives
(All handouts and + listed on the first page of sessions N1-N8.)
referencesare found .0 1, Model of Negotiation Process (a)
in Participant .. . . \ ; )
Workbook.) - Handout 2, Model of Negotiation Pr7ess (b) . Ca
PRIMARY METHODS: Large group and small group work Ce :
MEETING
ARRANGEMjNTS: Drawing formal Discussion setup
& Drawing 4, Workshop setup (three tables spaced for privacy) o
(See “llustrations of, Various Meeting Arrangements" in section,1V.)
A N
s
AN
. "/ . 4
{
‘. . 'a \
ol ' ) ‘t} -~ - '
. T e
9 ‘n - . “ - & .
o : 5‘% : -. . . v
‘,,r “‘,“ . NS : ‘ :% {.? . . . ‘ . B .~'€" .
! M o ] ﬁ-" R .a R 2 .g
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1] [} s 4 . .4 ‘—' ; 92 . »
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- . SessionN9 - o - [N # o e Tt E
;‘ i . S, : . -“"‘- : '.\’-‘ "- L4 T .9 .
¥ ' 7 T e, A - . e e s e
... Time ' Sequence of Activities < ! . v . Mawerials ™ W< r
5 min. A. (’)}ening remarks R . , ' E\\, S
’ State the purpose of this session. ' oo o~
L 4
< E R P P
. : e CoEs .
i v “ - - P bid ;. .
2. --Review the series of exercises on . A2. Flipchart 1, Objectives
' Negotiatione using flipchart 1. .. of Negotiation Sessions
-, B. - Constructing a.negotiatign model ' ‘
~ 5 min. 1. DiYide group into three specialty teams.
} . A : . o . - 4 :
S . » . . . {‘
. . : ‘ S 44
" a. Refer to step 5 of the group problem- - (- >
.- solving process, and recall the importance _
N i .- of reaching consensus on methods of - »
. implementation, accountability; and -
evaluation. Redefine each of the three '
© ¢ areas.- : . ¢ ,
b. Assign each group one of the three con- '
sensus areas as its specialty for critiquing : .
other’s plans in the next session. : ‘ *
5 min. 2. Explain the‘k of constructing a negotiation ﬁi ’
model, » » . ’ . :
a. Work groups for this session will be the .
same as the specialty groups. Each group ,
' will develop a model for negotiation. VY SR
\\ ' .~ b. Review guidelines and options. (See ‘
. opposite.) I
, . ¢. Have each group select a recorder ama B &
. : reporter. Each group will have 5 minfites to o )
’ present its model after the work period. T R
* s d Answer questions. S ' , e
‘ . e. Distribute handouts 1 and 2 as examples *  B2e. Handout, 1, Model of
. & . o of an acceptable negotiation model. ~ . . .+ Negotiation Process (a)
. § 4 o o " . B2e..Handout 2, Model of. * ’)
- , ,. R o © - -.77 - Negotiation Process (b)
" Loy '»; v : ’ " - oL o . [ .
- :\.:/’.. N 2 .’ - ' . .
‘b - "”' . ’ “', $ ) ’ d
o : . ' 4 ’ v »
L4 » ) . . -
'] 02 . i " ' . ¥ - . 'y
N ‘ l{/S : ® ¥ ! a




S A*p" Ircatlon EaSkl.A Negot/a.f/on Model

2N
L . AL '.'_[ R

NS . - . e : S

POMS’Terlscuss:on ‘ "/ ' R

A Y

A. Opemnéremarks o ' | ) -

1. The purpose of this exercise is to build a model of the process of negotnatnon . %

N N The model is intended to be a guide in preparlng negotlatlon strategles for use with thosc
individuals, groups, organizations;-and agenc:es partncnpants must collaborate wnth in their -

work. -

in the next session,each partncnpant will use h|s or her own version of the model in an
.. exercise deahng wnth the resource group for the problem target group which the partlcspant
-~ ~>*%dentified ifi the Communlty Assessment sessions. - -
[ NS
6 b c e

-

B. Conglructing a negotiation model -,
.1 EverFSough the specialty teams will not function in this capacity untifthe foIIownng session,
there is an advantage to'ldentnfylng them early to give each member a chance to be comfort-
able yith this upcoming specialist’s role. Participants are to be ready to act as specialists in
_thei assngned roles i in the next session. _ .

~
™
T

1

Tl e ~«'3 i v

® Cover the three ma;or elements of diagnosis, |n|t|al contact and. group problem solving.

® Include a checkhst of “‘things to do"” to |mplement the negotiation, which can be kept
for later referral. : :

e Make model comprehe
- —Options for format

Themodelmay ‘ o . : ' K

® be a visual representatu)n or picture of the process, -

® include any step-by-step guides already formulated during th|s seminar (i. e, it may snmply
be a ““cut-and- -paste” version of what we have already done), ‘ .

° behandwntten or typed arrd photocopled . o )

e be sketched. orfnewsprlnt : T . .

e be dramatlcally presented, such as, in a play, asong, ora dance (ThIS method should also
lnclude a written checkllst asa component ) . ’

L) ‘e
o . : .

“ , T S . . s 103
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Time Sequence of Actlvmes "
45min. ~ C. Small groups work orb task S
) _ Circulate and answer questins.
30 min. D: - «Presentation of models .
- A ~ . -
) .. ' 1. * Reconvene thc group and Favg each work
‘ group present |ts model. :
. 2. Conduct discussion on the completeness
6 - °, and adequacy of each mode)‘ -
. : E. Concluswn . /
7. |
’ [ ! -QJ I
L -
‘i
v o M
. J“ . . 4 '
4 BREN
<l / .
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L. Application Task: A Negof

'Pointg_fbg.Discﬁssion L | o

Ur ‘ ) - ~ - - ‘ "‘ -~ -
<. Smal!g:oups wark on task - K _ o . S
B There. are no ssuon Pomts for this sectlon o - o I

D. Presentatlon of models .

‘Focus on good pomts and how models can be rmproved Keep moa‘ﬁs on d;sp1ay throughout the

remainder of the rogram.- -
i L. . - . :
- @ ’ s
v . I_
- -~
E.  Conclusion : : ' S .

a : 9 e
- L2

In constructing their models, the teams have revnewed the negotlauon process Next the models
will be applled 40 a practical situation.
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'SessiOn N10
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-

- 'Applic,a}tion Tésk._" T'ér.glet'Group\ Strategy -

-

GOALS/OBJECTIVES:

TIME REQUIRED:
EQUIPMENT

MATERIALS

PRIMARY METHODS:

MEETING. | _
ARRANGEMENTS:

‘e e

Individually, participants will use a sample negofiation model to write a negotiation strategy

for. approaching and dealing with a specifc resource group, rewously |dent|fed in the Com- - -
4

munity Assessment ‘exerclses. . 4 -
2 hourg » NP _ " . oo
Pads and pencils for each participant, flipchart, felt pens

"."T@m negotlation models fromj prewous exerclse and each partigipant’s completed Communlty
Asséssment materials from first part of course. o

- Handout 1, Lapel tags labeled: Accounmblllty, lmplementatlon, Evaluatlon (Prepare enough

for members ‘of the three teams. ) .

A fifth day can consist of thefinal ‘evallu.atio-n, debrie';ing, and’closing activities (optional).

. . - R &
Individual task assignments, large group discussion ’Q‘“
- - ! “’
‘Drawing 6, Informal Discussion setup’ : .o
: Drawmg 4, Workshop setup ; : .
. (See "Ulustratlons of Various Meeting Arrangements” in sectlon Iv.) o Ty
A ]

.
Pl

&y

o . ) . . ?\ ) ' . - 107



Sess:on N10 S

\ i ‘e o ’ - " Tl e T : " .} ’
: Jf/me; Sequence of Act/vmes .o i Materials
: Smin. .A: "Opening remarks. . -
"~ .,x - State purpose.af this session. s ST S
‘- . . : N . ) ” - ! i ) ) . “. ’ /‘- -
BN . ' o LT
. . - - ¢ N L : Ty T )
45 min. B. Indjvidual task work . ‘ - A /
- : " 1. Explain the three parts of the individuap T R
S _\ Y . . task. . _
i ' 3 (3. Writinggoals ' - . . o7
. . T ' b. Outlining a'str-ajtegy Vo L o, e LT
- . C. Stating activities for reaching goals. . S e
IR . - . ) g et ¥
. ; ’ _.. ’ » )
: N - ' S
' 2.( ‘These three steps may be written on a- ‘ ) 82 F Ilpchart felt pen
» . - flipchart as th} are explained. ¢ S -
. 3.  Give group 4551|nutes to complete lndl- - B3 Pads,_p,encnls
’ * vidual work. - .
. 4. Distribute Iapel tags to members of : : B4. Handout 1,‘Iape! wags
. ' specialty teams. - ( W L .
30 min. C. Specialty area sngnoff Q ; _ .o T
. ' 1. After completion of individual task work SR :
- -'_J partxcrpants are to have their work revnewed e
. . and initialed by a member from specualty o "
‘ ' teams.of which they are not members . .« . -
2. -Individual refreshment breaks may. be taken '_
. during :hjs perlod R a
M N - e < ) ! .x\
. . 7’ R * .
/I , N . '\ Lo v A ] s b "
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" ;R’poliéation Tasx: Target Grbub Strateg]}}

N ‘.' ] e ,..
-'tl RAY S = _'
b 1.

Pomts fbt; Es*cussrow T T ) _ o o

5

/./' B v ) .‘, ) . B s . . ‘ .

A. Opemnya-x. ’ ;o E ( = ’

. The piippose of s Sesion is; fnr :artncnpants v praczzce the applic :»oen ot one of the models of
L, sl lion “whicr =e~ have jus: d?velqped to —ne resnurces withir e target problem group
mh they'f*xve ammdvy ldentlﬁed

Th&!;roup neemper: ~aive studies the negotnat:on procsss as a eencouraging communirty
- resource groaps tc :mke action an an.alcoho] p~aiem. Now thev will hawe a chance to do the
type of think~w-amx japer anc 1encn| work feopsar o preoars ©° weh an actlon when they
" return home. o SR A _

A e

" - .
SN

.

; Individual s .« o : e

i 2B Basec U -aemnauo;ﬂamdel eac. #a:. comwieteq % Community Assessment
‘matercals wﬁnz i Owaeer 2rget groum, sach darticipanr: is ® write @ negotiation goai!s)
expiczr e ez identifjea w'-nmumtv resousce group is to take for attacking
the <se. 90 - arger - Dven. i Mo

Eac®: Bl e outmne . e tiqu.m sTateg ror acrme vwcnis or her goal(s). The
Strateyy wiiie TUsT cove . Egn gg s,afﬂlt:an Comaci. ane ~sodmmm Solving, and include
.. details fo - 4si-ng eac of&g.ihret_: cenmensus z-eas. .. icCOowmability, implementatior
~  ‘and ervaiggiidi :

*  Eacr w“%:ﬁ RreT adbw-s whict e g accomplish within the -
. next 30 c.e £ o F to == achieve

e
W -

C.  Specialty are. winooff < < , -
The purpose -1 this @, ity is to encourage dlSCJSSIOH and 0 prowde teedback\on each partici-

pant’s stated ...ategn  he trainer’s job is t: =-~Surage aiscussion about the plan, focusing on
how each strawegis* *  know that the goa' - - 'hs pian ~.as been reached. o

Each participar- numi rake his or hér pran t.2 : ~ember of each of the other two Ity areas
and request the cecs ''st to read his or ~er dia- and “C <” it for accountability, implemesitation,

or evaluation.
?
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Session N1,

“umne  «Sequence of Activites Materials
,‘.—
I min. D. Large groum analysis he
L V -
1. Zarticipants are ssazed in a large circle.
? ‘n turn, each persar: announces
a. The gpal for his:ieer target grouo oroorem.
b. The 30-da\ icrr~—ies$ for achreving <n- . ,
goal. ' .
;. ne res of e FoWp comments ¢ ~aco '
:person’s pian..
4. Strong points siould Se noted anc sa.ggestions
made for improvement.
10 mi- i Lencluding ”emarkg N
. . )
| o -
. v / ?i ' ;
\ .
s *
S
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Y - .
Pomts for Dlscussmn e .
g T
D. Largeé group analysis f"\ AR
T‘e purpose of this actwnty is to further encourage dlscusswn and feedback

)

s
. “ . . .
' .
. . .
. - . 0

. N : -,
. . L =
- . -
! . g

E.- Concluding remarks v : .

& The task just completed has involved the@he content of both the Commumty Assessment
-~ and Negotiation sections of this week’s (work. During the Community Assessment phase, we
identified community groups needing aléqhol program services. We then explore both the.
-unique problems and resources of those groyps. During the Negotiation p
strategy for reaching problem groups and utilizing identified resources. Now wh
done'is to return home and attempt to apply these strategies. The materials devel

each participant have been planned to assist in on-the-job tasks. - 7 ’
. . \ » 5
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Reference Mqterlcls ~
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b - -
’ *
. - L
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8.”
’ . Cok
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, e —— D ———
3 .- .
The following handouts and reference materlals aretobe - \\}, ot
prepared by the trainer and distributed at the time of the o
‘pertinent session. They are not included in the P&rtlcl— (¢ -
pant Handbook Wecause to see the materials in advance
would dilute the effectiveness of the exercises involved.
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Hanegbut 3= Collaboration Checklisss L s

- ?' - v
» . f , e‘.‘z‘& "
T« .owra cnecklists can help particiz.znts generate a ca*nn*.m' Voo Lice irectory Yor use in an'alcdholism agencyy
Exasl swozes of information (such as ¢ ty or county drre”to th & -z s.acial services agencies) should be a
* st. i+ -nntn developing this agency ©. l. . T ——
. L . L. . .
K =4s aof Groups To Work With '
3 » _ ok ‘
3 . . . . . o
‘z7¢=ons cormmitted to improving the community alccino ise  _rograms . g
B.  ~-~rons providing alcohol treatmen: services . \ e .
z rans operating industrial programs for troubled empi: . ee- ) .L Lo T
‘;ons prcvndnng outreach and referral services : ' o -
\ : i ,verlng ?zohohcs,,mcludmg persons; who have su. szzerully useq x ~Ter=nt treatment m udes
stives ard friend$ of alioholics : . ‘ '
: < ~resent.-ives of health :reatment sgencies - _ S -
“eL resentat ves from educatien and arevention agenc:e- “ Q;‘,’ :
‘. Sy
“ccresentat. ves from professional associations . )
<
Recesentatives from different targe: groups . . *
. . ; N EEN w ¢
- K. Representation of all segments of the communlty Ca ) <Y .
L. Putiic . - w ’ o C ; -
M. » Rmresenta?nves of ma{)r human sertices agenaes pub .nd pr-vate . t o .
N Representatives of planning agenaes o . R,
< - - S Lo
9] Persons with technical skills—such as in populatlon stuc..  needs analysis, fundraising and program gvaluation -
t
,: Representatives of the religious community T : “
. " - L - “ !
. —_—
o . 5 »
: ( “€ / , - . 9 4
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r .
Det-s#efing Guide- mes . .
RN ‘, . ., {
° . . ’ . LI "

:s¢ questions can be use— .. s erbal reactions from participants after the train:ns Drogram is €o

N -

-=ulting information will comi~ &~ &t the data coliectad on session rating forms (i€ used! and the famal reaction

Wnat specific topics <5 sewionsdid you like? dislike? For what reasons?

.

2 Mhow can specific torics - z<ssons e improved? . . ) .
. . o '
] . e - . . . N s . 1
: Which methods are mo: clive? Ineffect: ve? L. .
- —ow can the instructo .2 pe improved? o 3 2o
T S
- ' ‘ i & ' . S
J n general, will the corzs - ﬂere;d be usefui to you on your job? * If not, why not?
» \ ' Ty
N s., ) ¢ , .
: Were the ¢ Ctivities in keeping with the session goals and objectives? Were the objettives achieved?
; | : ‘ ) & objectives ; :
- - ’ b ) +
7. What otker general comments or recommenaatiors do you have?_ Cos .
‘ ~ o Te -
’ -
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Session CA4 = o : . I-& out 3—(cont’d)
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-

Typical Community Service Agencies ‘ ' )

. g 4 . {

;o SR

Adult and vocataonaJ educatlon der. artmen ts of Stare, ci::=s. ar : zounties
7 Al-Anon” .st :
4 . 0 Y
. Alateen . . . i
« . 7 Alcohol Safety Action Projects : 5 .

’ Alcoholics Anﬁymous ) ' . . . .
e Anerican Cancer Society chapters ' : )
American Foundation for the Blind
American National Red Cross A N
Army community services ‘e
Blind, Services for the ~ -
. Boy Scouts of America e " . o e
Boys Clubs . 4
Churche's . ' /
Community Action Agencies
Community clinics \\ .
Community counse:ing centers .
Community menta health centers of local governme. - jur:.di. tipns i

. Community relations departments . / > :
11 Community services gssociations - ) s

Community treatment centers Rk i
\ .

-

-

'F.

¥ Courts .
p Crises. intervention-centers a
Diabetes associations - . : [ S
" Drug abuse agencies ™ ) f ‘ . - : \
Family counselihg<cénters ‘ ' ¢ : ) ,
Family services, State. department ofoffender rehabllltatlo’n Co o,
e Girl Scouts of America |
Girls Clubs
Goodwill Industries™ L o v -
Head Start Centers , ‘ ’ T ¥
Health departments ~?~) . £ & ’ .
Hospitals > » » \ . N P . N :
Humane Society , o
“Legal Aid Group? ' _ e
« L *Medical centers o V. ) )
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Handout} cond) ] , ) . . Session CA4
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| Ne&)‘lborhrum as:= iatjons “ . : ,
Penspons ar-c .= ==/ departments B , :
Public healtr- ..:rments _ R ; . . *
. SAlvation A—m B ' S A - -
.Social Sec.- it ~3ministration '
* Sogial sern g tu-eaus . . , '
Training asfd emp:.ovment services . ; , L ) ,
United Funad v _ N\, » - AN {
Veterans s=vices gepartinehts .
Vocatfona remabilitatiop services I , ' C .
Voluntger services : . ' \ :
Welfare der:artments ) :
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+ - SessionNd BN ' -

Handout 2—The Pollcy Meeling - A ( o

(role. descrlptlon) A : N
rd
- L 4
- ~— ‘
. k i ) . ,
. - . . ) ' ) / L ]
, o L - .
e Lyons’ Role o~ —— - .
- ° Lyons thinks publlc facnlltles are not su?f'cnently professnonal and not adequate for hIS klnd of cllentele
® Lyons believes in long-term treatment. * J
-~ .
. ® He needs referrals but he doesn’t want to ns‘k a public political fight. o - '
@ -¢ ® He feels a comprehens:ve system is of dubious y ue, but will comply |f he could see some |ncreste In the
‘ ‘quaptity and quality of the county’s publiéservice. 1 -
e B strategy is to preserve the status quo Becausé he cannot b_eneﬁt wirhét long-term, massive public support.
_.\ ‘ b . . Y
& . “ L .
. . ' - N ’
. v
e .
e "(
. ~ v y . 7
- _, N J .
- 14 ’ ~
M . .
"4 s t /
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ﬁ-landout 3—The Pohcy Meetlng :

(role description) ‘
’ g ] .
' - h R [ 4
14 ) J - ' . -
Y % 4 . . ’ : ‘
, —~ - . . - ., ! - °
Peterson’s Role ’ ) : -
® Peterson knows that a more comprehensive system is mevntable and he agrees with thls concépt ’
® However, in Sansagusta, he sees Lyons as an obstacle because Lyons facilities are, he thinks, a “‘rip-off.”
® Heis required to try-to get Lyons ‘cooperation because of the " State’s emphasis on comprehensive service. -
® Because comprehensave service plannlng is still i in the developing stage, he sees a way of making a _name for .
himself in this small town. L. : (7 . .
LS
® He must f“nd a way to goerce Lyons, because Lypns holds the power. . '\)

Hxs agenda includes getting Lyons to do better eyajuation and refer sorfle of his patnents to the county/

His power is to thhhold referrals and threaten a pubhc exposure of Lyon’s madequate evaluation and lntake v

criteria. o . , 4.
» . - N
. ’ " / =
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i v - R
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Reference1 o S o '
One-Way Commtmicatlon et o
' ’ o ‘ -.‘ .o _ . . . . X '
¢ . SR ' IR 3
a' \. - : - 3 L 1
; L )
v : N o
‘¥
e
. '( : ' :
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~

_/ . INSTRUCTIONS Study the f'gures above With your back to the group, you are to instruct the. members of the group
to draw them. Begin with the top square and describe each'in succession, taking particular note of the relatlonshlp of

each to the p /écedmg one. No questlons are allowed.

Reprinted by permlsslon from ‘‘One-Way, Two-Way: A Commumcatlons Experlment " ). William Pfeiffer and John E. Jones (eds ),
A Handbook of Structured Experlences for Human Relations Training, Volume 1 (Rev.). La Jolla, Calif.: Umversnty Associates, 1974,

pp.1318. . .
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NSTRUCTIONS: Svtud he fgures above. Facing the group, you are to instruct the members how to draw them

3egin with the top squat€ and describe each T succession, taklng particular note of the relation of each to the preCed-
ng one. AnSWer all quest:ons from partncnpants and repeat if necessary.

teprinted by permlssxon from ‘One-Way, Two-Way: A Communications Expenment ", William Pfeiffer and John E. jones (eds ),
{ Handbook of Structured Experlences for Human Re/atlons Trdmlny, Volume I (Rev.). La jolla, Calif.: University Associates, 1974,
p. 13-18. . .
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Reference 1 —EX_&Ianaﬁmj
. T4 '

o
-

This exercise is a game which poses a dilem

-

’

ma for both teams. The analogy is taken from a ‘'risk taking” situation

similar to that experienced by gullty prisoners being iritefr’dgated,by the police. Before interrogating prisoners suspecte
of working together, the questioner separates thiem and tells each one that the other has confessed and that, if they
both confess, they will be less severely penalized. The prisoners’ dilemma or risk-is that they may confess when they
should not or they may fail to confess when they really should. (The facilitator carefully avoids discussirig goals.) - .

The participants are divided into two teams, the Red Team and the Blue Team. For 10 sugt:essive rounds, the Red Tear
.will choose either an A or a B, and the Blue Team either an X or a Y. The dilemma facing.each team is: Which letter-

should be chosen to bring a profitable result? T

he score each receives in a round is determined by the following pattern

of choices: : .
Red Team and ' Blue Team Score
. chooses chooses e
P ‘ . )
If A X , Both +3
if A v J Red -6 ® f:i
Blue +6: '
i Red +6 .
N If B X Blue -6
B Y Both -3

N

Since the players do not know the goal of the game, the'T€ams will have |
for the first round. However, they will have the Payoff Schedule in front

' A

ittle or no motivation in choosing any letter
of them. This shows that a plus score for

themselves involves either a +3:for the other team or a -6. for the other team. Immediately they must begin to think in

terms of a modest plus for themselves and for the other team, or a larger
other team. They will begin to realize there are risks for themselves since
unknown at this point. After the first few rounds they should
for both teams.

gain for themselves with a large n¥inus for the
the other team’s mgtivation and thinking is .

begin to see the advantage of negotiating a win§trategy

The motivation of each team becomes clear as the game proceeds. Are they out to help each other? Are they out to*
“win”” at the expense of the other? Before round 4, a meeting of team representatives should be most welcome. If
" both teams have adopted a “‘win-win” strategy, then the AX combinatior will bé decided on. However, the problem of

- trusting the ather team then will arise. These feelings and motives should
the game. ' o '

EEERS

be brought out in the discussion following

[CR I
s

Reprinted’by permission from “Prisoners’ Dilemma: An Intefgroup Competition,” . William Pfeiffer and John E. Jqnes (eds.), A Hand.

book of Structured Experlences for Human R
- 52-56.
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: PURCHASE INFORMATION FOR
RESOURCE MATERIALS C

The trainer will need a copy of the following books be-
cause they contain important content covered in'various
sessions of the training program.’ All handouts, including
those repraduced with permission of: the publishers of
these wovks, are included in the Porticipant Workbook

Understanding Your Communky (Sesslon CAs) .

Deveiopment Press - .
Box 1014
Oakville, Ontarlo, Canada

$2.00 each; 20% discount when ordefing 50 copies

~

A Probiem Solving Program (Sessldn N

Learning Resources Corporation’
2817 Dorr Avenue
_Fairfax, Va. 20030

, .$8.00 for a package of 20

124

Planning for Change (Session N2)
Leadership Resources, Inc. -
1-First Virginia Plaza :

6400 Arlington Boulevard

‘Falls Church, Va. 32044 -

$1.60 each for 1-9 copies; $1/25 each for 10-99 copies;
$1.00 each for 100-349 coples $.85 each for 350 or
more coples

Goal Anatysis (Sessuon N3)

Lear Siegler, Inc./Fearon Publlshers
6 Davis Drive
Belmont,Calif. 94002

$2.36 each when ordering 5 or more copie
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ASSESSMENT FORMS,A‘NP TABI.%LA'IION SHEETS . ) .

A

A Note to the Trainer Regarding Neelis
Assessment; ' o

- . » \

Sl'hé target audience for)Nho\m this training program was
designed is described.on page 2 in section | of this man-
ual. On the following pages are forms to help determine
more precisely the needs and interests of the target audi-
enée as a basis for planning a minicourse or some other

modification of the total course. ' :

Two sets of forms are provided: eng for selecting a mini-
sourse and one for selecting individual sessions. Each set
sonsists of two parts: an assessment fgrm to send to
drospective participants and worksheets for tabulating
heir responses: A :

Fhe assessment form shotild be sent to prbspective parti-
:ipants along with a co_Ver letter announcing the course
fates, location, and other descriptive informafion, as
vell as instructio_ns t{or completing and returning the
orm. ’

-~

N

O
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The t'abulation_’of responses can be accomplished by using
< the appropriate worksheets. Step-by-step instructions are..-
included for déterminir& the minicourse or session most

. participants are interested in.

The assessment forms and tabulation worksheets provided -
are:
© Minicourse Assessment Form :
Tabulation of Minicourse Assessment Forms
Session Assessment Forms
Tabulation of Session Assessment Forms -

. Please note that these forms are’provided only:as models
and may be adapted by the trainer to fit a particular
situation. :

125
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PR
Mini-Course; Assessment Form °

, (for 1-to 2-days’ training‘)” - / . Ny \ _ ) . Lz
, o — .\t oz . . . S
T o The training program.you are invited to apply to attend Letter . Full Title of the Minicourse
. ~will last: (to be checked by train r) . ST R SRR .
N S, L W Jday 4_.——(} ' . 1. — — —
_ : - \1_dax Y / ) ' Q/.’ J T .
, ' _ 2 days / / : e - - e P =
g - B s . Y A :
4 . *‘*‘***IOIIOIIOIIOIIOIIOIl.ll.llllllll.ll.“.ll.ll.ll.l******************** 3' - . %‘t\
) ¢ w\B e ) T co a o )
- In the spaée prowded below, rank the followmg mini- ' —
-//‘\ ' - course topics in the order that represents your strongest 5 : e
O tr@ needs. (1 = strongest; 5 = weakest). ! 8 : - %
A (A)  Selecting ¢ Program Focus—how to select an , I .
R organization’s high priority target groups for <
a program‘ocus 1 day)* . I . v
(B}  Qnalyging Taryet oup Alcohol. Prob/ems— L " .
. " howt apd Analyze the alcohol prob- s
lems of a selected target group. (%2 day)* ; : . . d
(C)  Planning To Work With Other Agencies—how ) 41,
- to plan collaboratlve endeavors wnh other
. organlzatlons (% day)
(D) Working Wlth Other AgenC/es——how 2‘ ap- : : L
proach and work with other comm ity '

2,

groyps. (1 day)  *
y (E) Collaborative Models and Strateg/es—how to )\
' 2. build a model and strategy for dealing with ’
other agencies and groups. (/4 .day)

. -

B
1

a

*Participants are remlnded to bﬂng their agency’s currentLgrant
application, annual plan, qr baslc planning document because
they will be needed In these minicourses.

. > . . . s
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¥ Minicourse .

.~
e » v \ 1:\
»
‘r-‘ <
-
qr‘1~to 2—da;l program) -
e f : -, .
" 1. Count up the number of 1 ratings received for each mirﬁcodr% 'and.multiply_b‘y five to get course scarc
3 ) e o '
[ R .
~"Minicourse # of 1 ratings. Score
| ¢ O T
A. Selecting a Program Focus ' —_— ..+ X5
- B. énaly'zing Target Group Alcohol Problems X5

C. Planning To Work With Other Agencies L X5 -

D. Working With Other Agencies g *i X5

E. Collaborative Models and Strategies ' - . 4 X5
.. 2. Count up the number of 2 ramﬁ}micourse and multiply by four to get score:
. r > . / v

' d . # of 2 ratings Score

A. Selecting a Program Focus

B.v Analyzing Target Group Alcohol Problems
C. Planning To Work With Other Agencies y)
D
E

Wd?ing With Other Agencies "

Collaborative M’(t%dels and Strategies '

X4 -
* X4
X 4
X4
“ X 4

each minicourse and multiply by 3 to get score: .

. / : ‘
3. Count up the number of 3 ratings received for

3

. i

Minicourse

Selecting a Program Focus

- Analyzing Target Group Alcohol Problems o
Planning To Work With Other Agencies
Working With Other Agencies
Collaborative Models and Strategies

Mmoo w®»

‘:-7 # of 3 ratings
X3
{ x3
X3
X3
L} '

"1 s \
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« 7 4, Courit §p the numbey of 4 r&ings received for each minicourse a
o -

C e \)r'> ‘J\~‘ .
& L]

I

VAR

-

1 KO -
. N [ L LT
, N b , - .« @ : v f - ~‘-\“ ',‘L -
t l-Mjnicourse. (\‘ . K ".{ . Scofe
. N 0 N ; ' ¥ '
. . \ ( . /v,.: . 4 i‘ - s
A. Selecting a Program Focus 4 * b ﬁﬂ ' X2
B. Analyzing Target)Grqup Alcohol Problems - . X2
C. Planning To Work With Other Agenc‘ies .- o - X2
D. Working With Other Agendies 2o X2
E. Collaborative Models and Strategies / h X2
. AN -
5..Count up * = number of 5 ratings received for each minicourse and mzke *nat number the scere:
B . D '
L e Minicourse o, » #of 5 ratings “'Score
- 4
A. >electine a Program Focus -
B. analvzing Target Group Alcohol Problems . .
C. Zannng To Wg;k- With Other Agencies .
D. orki—z With Other Agengies .
E. Clollzhorative Models an.d\ trategies S~~~ .
—} j - -
- .
S
’ o N ®
-v\ ,& —
\— | RS -
1
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R N * . .-
. o~ - A N \ A -
- ! P . . ! "‘_‘ . . e [
, ) — , e P - . . N ~ < . .- ‘/;
)y > pr ) s tes? . T - 3
6. -Add scGge of each inicourse‘fundej/lfs to get cumulative scores:” " 7 s
e - v <47 . - . - (:é N - /
. ANERY R, C ms 8 iy .
(X ;\ w - f‘ l A . ; | .
' ‘ ) Score - Score Score ;* . Score Score - i
" Minicourse b from from from from from Total |\
Y ' 1 - 2 3 4 5
A2 K ” P 1 ..
e 1 ;: ’} N N - * -
A, Selecting a Program )
Focus . 4 N
B v a3 *
B. Analyzing Target * - i “
Group Alcohol N ¢ :
Problems B N
- - = 4 Y
C. Planning To Work : . ] 4 1 \
With Other Agencies s e
D. Working With : .
- Other Agencies 5
E. Collaborative Models ; )
And Strategies * ' l -
/ 7 | .
7. Select as many of the minicourse: with, the highest scores as you need to Fill the time available for training. .~
o \\' :
)
S
4 : : j
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-i] _ In the space provided below, ran 'the“ve most import- (H) *The Group Problem-Solving Stage: The
o ant session topicyin the order that represents your Process'~how to lead groups to a consensus.
. strongest tramfh@ed:. (1 = strongest; 5 = weakest) (1% firs.) .
) ) , ,. (1)  *“The Group Problem-Solving Stage: A
>\' i (A) “Data Pr t’ 2 1: Clients in Treatment¥~how Technique”—how to foster two-way commu-
to develog .. orogrammatically useful profle ‘ ~nication with representatives of other
~ ofclients. "% hrs.)* » ~ community groups. (1 hr.)
@ “Data Prorile I1: Community Characteris- (J)  “The Group Problem-Solving Stage: A
s tics”7héw to construds a compr ehensive - Strategy’’—how to negotiate differences that
- unjty profile. (2 hrs.)* emerge while working with other groups.
A (€) *“Grdup. A;segment Mod®}’—analyzing com- (1% hrs.
e munity characteristics as a eontext of inter-.
’ ' preting data about aicohol problems. (1% hrs.) Letter Full Title of the Session
- (D) “‘Group Assessment Applicdtt pyactice y
in applying a “social compass’ to a sp¥ific 1.
community problem (1% hrs.) ; ) R .
" (E) *The Diagnosis Stage: A Technique''—sglect- - N
ing probtems ‘or collaborative solutio; .\ ~
selecting grours to address problems reqéjr-
. ing collaboration. (1% hr-.
. (F) ‘The Ifitial _~ntact Star A Strategy
: Guide"—how . approac: -epresentatives 1
from groups =1 are potent:a: collaborators.
(1%*rs.)
(G) ‘The Group Problem-Soiving Stage: The C
Experjence’’—understanding the problems . -
. that result when groups cannot concur on a
) ‘nmon approach to a mutual probIeMﬁ
(1 Ya hrs.)
& >
> ’
a *Participants are reminded to bring their current grant applica-
tion, annual plan, or basic planning document because It will ¢
. be needed for these sessions. %
' 3
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3 Tabugathn of Partncuparit Assessment Forms /- . . \
R (fér conductmgmdlvnd'ual sesslon;) K ' h - . / .
« il sesons) T ; S e\
SR _ , . > .
: v T @ ' / b > -
2N R .
- . b . - R , : P
1. Countup the number of 1 ratings received for each session’and multiply‘ by five tub get course score¢_, -, ’
‘ Session ( #Fof1 ntings‘ Score
A. Data Profile I: Clien{s in Treatment, v X5
B. -"Data Profile Il: Community Characteristics S X5
C. Group Assessment Modédl ' . ' _X.S >
-D.  Group Assessment Application ‘ .,X 5
_E. The Diagnosis Stage: A Technique, X5 =
F. The Ihitial Contact Stage:, A Strategy Guide * X5
G. The Group Problem-Solving Stage: The Experience X5
H. The Group Problem-Solving Sfage - The Proces: ' . X5 '
I.  The Group Problem- Solvmg Stage: A Technlque B N X5 )
J. The Group Problem- Solvmg Stage: A Strategy : X5
1 A -
2. Count up the numb_ef of 2 ratings r‘eceived for each session and multiply by four to g‘e't'score“.
Session # of 2 ratings } Score
. N h
A. Data Profile I: Clients in Treatment \ XX\_
‘| B. DataProfile Il Community Characteristics / X4 N\
C. Group Assessment Model £ X 4
b Group Assessment Application X4
E.- The Diagnosis Stage: A Technique X4
F. The Initial Contact Stage: A Strategy Guide - X4
G. The Group Problerfi-Solving Stage: The Experlence X4
H. The C';rou';.) Problem-Solving Stage: The Process X4
.l." The Group Proble‘m-Solvf_né Stage: A Technique X4 *
). - The'Group Problem-Solving Stage: A Strategy X4 |




The Group Pro_blem-Solvrng Stage: A Strategy
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. X £ Session - St loant}ngs L
Daga Profile I: 'Cli;nts in Treatment d= - <N\ N - X3.
B. Data Prof’le In: Cemmumty Characteristics SR . *X3
C. Group Assessment Model . ' . & X3
D. Group Assessment Application X3
. [ 3
E. Tbe Diagnosis Stage: A Technique N X3
F. The Initial Contact Stage: A Strategy Guide . r X3
G. The.Group Problem-Solving Stage: The Experience . X3
H.  The Group Problem-Solving Stage The Process X5
I.  The Group Problem-SoIvung Stage A Technique ’ X3
\
] . X3
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4. Count up the number of 4 tings rggeived for each session and mfﬂt‘ip\y by two to get score:

-

‘e

-

T

) Session . # of 4 ratings Score

A. Data Profile I: Clients in Treatment X2

B. Data Profile I1: Commtmity Charaeteris/tics ) .’,‘X 2 *'_
L. Group Assessment Model X2
D.. Group Assessment Application X2
E. The DiagBesis Stage: - A Techni ‘ . X2 -
F. The Initial Contact Stage: A Strategy Guide ) X2 .
“G. The Group Problem- SoIVIng Stage: The Experience . Y X2 ‘ *
H. The Group Problem- Solvmg Stage: The Process |, » X2 *
1. The Group Problem-Solving Stage Aﬁ'echnlque X2 ___
J.  The Group Problem- Solvmg Stage A Strategy . i X2 ____
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6. Add score of each session ander 1-5 to get cumulative scores:
. N : e s ¢
: S Scére - Score, A~ Score ,Score Score - o
" Session -’ from | Jym/ o fram _ . from " from Total
. N T2 B I 4 1 5 L
M .—.:.'»:.-i____? ..éz- > - - --
3 . - M

A Dwargrer | T
Clients in Treatment 3 : - ' N .

'B. DataProfile If; o o )
Community - L N -
e Characteristics . " :
C. Group As?essmént T T . ) _' Caes
__+Model- |, " R IR A ;
) D. ‘Group Assessment L o T '
_ Application . 1 - o
"E. The Diagnosis Stage: 'f .
P _ A Technique e, )
o\ F.. The Initial Contact | * . .- R R
b= Stagé: A Strategy . _ ' _ ' ) 1. -
. " Guide - . . _ ) . - )
G. TheGroup Problemy S ; K
~ Solving Stage: The - _ S -
Experience e -1 - ' s ]
H. The Group Problem” | o S .o

- Sojving Stage: The ' [. .
Frocess - S :

I, The Grou;Eroblem- 1 o
+ Solving Stage: A . : '

»  Technique - v N R - -
J. ~The Group Problém# | . _ ' ' — . — :

~ Solving Stage: A S . ~ _ . |
' Strategy - o ) - | : | . ‘
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'LLUSTRATIONS OF AARIOUS MEETING ARRANGEMENTS

1. Round Table Dnscusslon
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2. Classroom

;%,éﬁ

000 000
N e I |
. 000.. 000

3. Auditorium -
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A 4. Workshop
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AEN

~ SAMPLE PRESENTATION CUE CARDS

(actuaf size5 x 8) W
-~ ‘ — _
media . \ 4 ) ’ . . ' o -
| materials : . . ® . : -
» -equipment - Session N4 . . Title: The Initlal Contact Stage: A Strategy Guld
- A 'Opehlng remarks (10 minutes)
* T [ Previous session focused on need for clear. goals and objectives
® Purpose of this sesslon—to identify some additional factors necessary for thorocgh negotiation preparatlor
’ " B. Role play: “The policy meeting ( 15 minutes) — .
Handouts 1-4 : . . i
Assign players and give problem statement and ctive role descrlptions prior to session
' ® Puyrpose: demonstrate frustratlons resultlng If no advance preparatlon —
.~ ® Procedure: dlstrlbute handouts 1 and 4 to audience
) participants read problem statement
ask for questions : .
start role play; continue no longer than 10 minutes
. C. Group discussion
' "/} * Ask blayers what frustrated them. .
N ® Ask observers to comment. ,
flipchart * ® Brainstorm obstacles.

media” : - o :
: _| materials * o ' - o :
- equipment Session N4 " . 3 Title: The initial Contact Stage: A Strategy Guide
' o, D. Lecture (10 minutes)— -
~.® Diagnosis Stage: determine nature of conflict and state prioritie$ : . 4
e |InitialContact: initiate an effect/ve confrontation
( ® Elements of a strategy — rank goals in order of personal importance.
. o — detedmine goals and prlor'itles of the other side.
- . "— recall the other side’s usual response.
! E ' . : — be candid.about the reason for calling the meetlng
' ’ ’ S : — don’t demean the other side.
) . — state the effect the problem has on you and give the other side a chance to do
, i : the same. _ .
- ' — listen and reflect on what the other slde says : .
: . — remain calm and ratlonal
S _ ' ) — don’t ask the impossible. |
' R — don’t break off negotiations without agreement on at least.one item. 3
“eparing for negotlation (20 minutes)— "
- . ® Divide tralnees Into two groups. : .
\ Handout § ® Distribute strategy guide. , : _
") ® Assign arole to each group; each group picks a member to play the role. ; y ) .
Handouts 1-4 [ Distribute handouts 1-4 to participants appropriately (one group gets handout 2; one group gets handout?;
©all get1 and 4. . . ) , : )
136 T
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EVALUATION INSTRUMENTS
. Y

Participant Pre/Post Cogriitive Test
(to be administered at the beginning and end of the

’ course) >

Participant’s Name Date.

1. On the list below, check the mformatuon necessary to describe the makeup of a total community

(community prof“le)

.

a. average age of populafidn .
— ' b. marital status of population
c. juvenile court referrals

g
d. incidence/prevalence of alcoholism

e qggest, records

A ¢
>~ f. alcohol program budget -

) — & size‘of transient pdpulation

14

I. political affiliation of pepulation

. . -

4

h..emﬁloymen; data

"i._ description of governmental structure .

j. average income of population

k. egucational'le'vel of population

s

g Yy .
m. data on causes of traffic' iscadents

n. communlty servuce agencies

2.  On thelist below, check the information necessary to accurately plan a community alcohol serv-

-ice program (descnptlon of community’s alcohol problems and resources).

° ’ "
—— 2. average age of population
b. marital status of population

e

— ¢. juvenile court referrals
. , b : .

d. incidence/prevalence of alcoholism .

"e. arrest records o
f. alcohol pfogram budget

. size of transient population

ERIC -

Aruitoxt provided by Eic:

h. employment data

'i. description of governmental structure

N
. »

j. average income of population

k. educational level of population

/\r l. . pblitic_al affiliation of population

m: data on causes of traffic accidents
n. community service agencies

137
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~ N . -
3 Add at least three additional kinds of information which are critical to planning a community
alcohol service program. - . ’
= - - 1
4.  Specify at least three important categories of in- o e
{ formation about your community -which are : )\ . _'

missing from your own community data which are .
necessary for a full description of the: s B

Total Community. ‘ } Alcohol Problems and Resources

1

, L. . ¢

e O

Name at least two factors which are basic to success- _
ful negotiation. - - ‘ LT

13§



Answer Kéy : _
Participant Pre/Post Cognitive Test

o

1. a_V i

bV L -
”%; k. Vv ‘ i
d. 1.

[ ] 'm. h
. n

—

hL
2 a_VY _
- b _V . v

c n‘/' k v~

d. v |/ R

e ¥ m_ V. e
/\)f._/_ n__Vv

B

h.__V .

3. Sample items are listed below. Neither list
‘ s exhaustive. )
Nature of problem
a. size of special target populations
- Youth
Women -
Minorities
Elderly,

. b. underserved groups or areas

Source of Content*

Session CA3, hanacut‘ : ] .
. e

"/ case should be made for including g, i, afd n as well.

-

Session CA2, handout 1 , -

In addition to the problem indicato’?s, data on the client
population should be collected using the same categorics
as for the general population, i.c., age, sex, etc.

-
“ .

.

3

R
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5.

7.

140

(coRtinyed)

. hospltal records on alcohol- related
illness .

d. statistics onalcohol-related crlmes,
‘including Chl|d abuse : ‘Q

e. community standards regarding’
drunkenness and drinking

L4
.Resources . /
. . L 2
a. referral agencies :
'b. funding sourges e
c. funding procedures .

d. volunteers

€. commumty social, health, rellglous and
educational servnces'

_Subjective response (mw&ewmg the posttest,
look for new or addltlonal indicators not
menuon\d on the prete,st)

The aim of negotiation is to resolve c0nﬂ|ct -
with a compromise or solution which is mutually
satisfying to all parties involved.
Negotiation involves threé\jy»c steps:

<

2
pa—

olving with other groups involved

a. diagnosis
b makln%gmial contact
: blem

Establish clear goals and objectives; and develop
a strategy for the initial contact.

B ccessful negotiation depends upon:

a. ablhty to determirte.the nat&ure of the conflict
b. -effective initiation of the confrontation ”
c“Sahility to hear the other’s point of view

d. utilization of problem'-sovlving pracesses to
bring about consensus

a1

. -~
" ' ) 2
Partic:éant Workbook, Session N1 . "
Session N1 - ‘ T T

-

Vi) ) . pe
Participant Workbook, Session N1

Session N4

-y



SessionTitle . _ Date N

S . .
s

Participant Post Session Rating Form '
(adrginisten:ed atend g‘each se_ssion) ) i3

Loa . ' - [

v

Please circle the response which most accurately rCﬂects your reaction to this session. -

I. . Relevance of session content to your needs: . . -
Highly ~ . ' : . © Very
Relevant .«7 i Adequate v . Irrelevant
1 2 3 4 . 5

. . Relevance of session methodology to your needs: »
Higy o= & T R Very
Relevant ﬂ N Adequate ' ' Irrelevant
1 a el B T 5.

o ™~ . . .

Relevance and usefulness‘gf handouts (if applicable): o v '
Highly - : — < , -  Very
Relevant : "~ Adequate : : Irrelevant .
1 . 2 J *~> s 3 L 4 ) ) 5

e
Pl . '
. . - N

Degree to which you understood the objectives of the session:

"///v o \ ' Did not-

Thoroughly e : . D . Understand
Understood - . _ Them at All
1 ' 2 3 - 4 L5
Degree to which objectlfveé of the session ;vere achieved:
Completely _ ' i _' _— : “ Not Achieved
Achieved v ' . _atAll
KR V! ' 2 : o3 : 4 5
. A Y 1' 3 U i » ,,/ 141
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\’ ‘ 5 A )
- . .
| J oV \
. s _;,‘-.33'&
* ., 6. Degree of yous.interest in the session:

Excellent ¢ ~ o _ Poor

: IR \ 2. 1. 3 . 4 5
N \\ i /‘ .

7. Applicability of se}sion cc;ntent tb your job duties and responsibilities:

S . ]
Relevant IA / lrrelevint
— : . : : ) s .

/ 1 - 2 3 _ 4 : - 5

~ v . . . . .
. 8:  Effectiveness ofhizcnhtatc‘)r_prfsentatlon: : . ' \
. Extremely ' . . Extremely
- .= Effective. - Ineffective
1 27 - 3 - . 4 . - 5

v o . |

9.  Please offer any general camments on suggestions for improvement of the session. -
. | o A .
1 N E
\ ' 2 , .

%4




1

K o Date _ L}

'Participant Final Evaluative Review - .
(to be administered at end of last ;cssioz

-

1. Looking back over the entire course, please rate the"follov‘ving aspects of your overall reaction to it:

a. Relevance of seminar content to your needs:

Very S ) Fairly L ) - Not
"Relevant ; ’ . Relevant =~ ° : " Relevant

1 € .2 T 3 - -4 -5

b. “Mix" of intellectuial matérials with examples or applications: ! e~

Very ’ T . ' - Fair =~ ) R Poor -
Good Mix ~ Mix ' ' D ' Mix °

1 - o 2 ’ : 3 . < 4 ' 5

¢. JTrainer/team performance (i.e., clarity, unity, cooperation):

Very : : - , .
Good , . , . L . © Poor -

-

/1 - 2 "3 B : 5 oF

- B 3 . y

d. Course environment (ﬁte, accessiblity; materials, érrangements" etc.): :’\,‘."«s‘e .

Appropriate - N : ' Appropriate ", Appropriate
1 2 , 3 ' 4 V. ‘_5
- L . . . k . ‘o \
e. Opportunity to inform course staff and other participants of your changing needs, views, etc.: *
. Ample Opportunity Some ' " Little or No Ogfportunity
To Be Heard. : - Opportunity . To Express Myself
1. v 2 C 3 L > . 4 S 5
f. Delivery of new information: i . <7
All New . " Some New ] , o %No New
Information : : . - Information Information
1 | 2 3 4 - 5
g. Please rate the course as a whole: _ ‘
Very Good ‘ j@ : Fair - : ‘ : Poor
1 ' 2 A 3 . ) : 5 v
| | . o | 143
' | 132 :
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-\

2 Duri;lg the cdurse, what presentation or activity was "'%{ rering to you? -
- S
/ . - -
" Why? 3 ‘ -
7 ) ) *ﬂ_/xk‘
3. During the course, what presentation-or activity was least rewarding to you? . - .
* . M / . . . -
‘ SV / ' .
Why T ) - ; N
! . ; oo ’ .
4. - How valuableywere the handout materials and readings? o
Most _ Fairly. _ » . L Not
Valuable - - ~ Valuable % . Valuable
1. 2 3 Y s s
5. “How would you rate the seminar as a whole in relation to IR , g
L . ) L
a. Clarity with which goals and objectives were stated? . !
Very Clear S ¢ Clear } . Not Clear
1 2 3 e S S s
. b. Achievement of stated goals and objectives? ¢ ¢ - ' ‘ |
High o ' , Moderate - ) : Low
Achievement ~ ° * Achievement _ . , _ Achievement

, .o 2 _j; e o g 5

6.  List any unanticipated benefits you received from attendiné this prografn.

- \ '-, . . . - '

~a

L 4
‘1




& ’ -

L -

. £l >
7. Please add any other comments or reactiohs bejow relating to any aspect of the trainjng that had an impacton
) you and that we have not covered in the grevious questions (hotel accommodatnons eals,’sugportstaff, seguence
. of events, workload, library, etc.). -
. . f N— .
- ~ -+
ya .
12,
. >
a o
-~ & < i '
BU.S. GOVERNMENT PRINTING OFFICE: 1978-281-265/113%
,n" L : ? ' " - K o ’
., ,‘1— ’ . - R
é-
-
»
N .
4
4 - ) ; ‘ .
S * . s
L
/ 3
- r
t .
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L »r .
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. METRODOLOGY: .  The course is presented in a smali-grod® format with 10 to 20 participants. ' -

The course has very little lecture. It relies heavily on experiential activities, workshops,

: discussio'_ns, role plays, and so forth. .1

The participants will be called upon to draw from and share their past work experiences

in order to solve problems with which they are confronted during training. In short, the

codarse is d%igned to present ney information and develop new skills in tpe context of
articipant’s past-experience. ' o

-

L4

FACILITIES,

'MATERIALS, & o ’ : J
-EQUIPMENT ‘ : — N 7
_ NEEDED: ® A meeting room to accommodate 16 to”20participants (with space for small group

N // work, either in same rogm m breakout room) -

< .- ‘ : . . . 3 -
138 . . ® Flipchart ' . e
' . ® Duplicating facilities for runming off assessment and evaluation iristrumgnts'
Depending upon the needs; interests, and time of ,thé group to be trained, single sessions

TIME:
: ‘or a’combination of sessions r'ﬁay be used. The entire coursegs 26 hours long and consists
of 16 sessions that last from 1 to 2 hours each. - : ’

An assessment process is described in section |V of the Trainer Manual to assist trainers
- in tailoring the training offered to the needs arid time constraints of their own target
: ) . :

groups. "




