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What Programming
Communkty Resources
Is All About

ew of the Program m insp. Anmunity
Rk...ources (PCR) Package .

ioJ -es of personnel who pi, some part in the
--Trrhi.: assessment and resoi obilization r

alcoholism programs rrom agency tb
_mnc- . "CAE's Programing.Cor---Jnity Resources
-lobe. is a package d for vopre who are respon-
:ore -or olanning coholis a cy,ograms to fit
ocal neeas and fo t>listing o al organizational assist-

ance to succossiul address t e-n. The package is
designed to help al hol program directors (or delegated-
staff) improve their skills in pegotiating resources anc
services and in planning and administering their agency's
ongoing assessment activities. Trainers in other fields,
such as drug abuse' will also flpd the materials useful.

The.entire course is 26 hques/long and consists of 10
sessions that last from 1 to 2 hours each. The program
takes 4 full trainingdAys to complete. However, some
trainees will already have the skills addressed in particular
clarts of this training program. Consequently, individual
sessions or'various combinations may be selected to suit
the needs, interests, or time requirements of the partici-
pants. The Mode? has three oomponentsk:43 Trainer-
Manual, aearticipant Workbook, and. Resource Materials.

1 Trainer Manual
,

This book contains complete instructions and,
resource references for deliverift.the PCR pro-
gram. It provides the following information.

Section / gives detaiig a 7out coLirse,conzent a ,c1

. methodology, the Large:. audie", assumptic -:s
about training and trainers, and suggestions f.Dr-
ways of preparin-g to condui the sessions..

Section II describes how the materials can
shortened and adaotec to meet 't art. cula:
needs.

Section III contains instructions and suggestio-
for conducting individual sessions and for using,
the materials. This section is intended to be
used as a. tudy guide before delivery.

Section I the appendixes, contains,sample
forms that can be used assessing participant
needs and In\preparing, ccotclucting, and evalu-

"ating the program.

2. Participant Workbook

The work600k contains reierences and hand-
outs uk..in the preparation and delivery of the
training sessions. Each pthicipant should have
a copy of the workbook or a copy of the appro-
priate handout.

1. Resource Materials

. Several books are directly related to the conten-
of this course a/Id-are recommended for use b,
the trainer. A listing of sessions for which these
books provide background, and information
about, purchasing them, are-Included in,,the
appendixes.

81 Cf
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AThe National ..enter for Alcohol Education (NCAE) ^elated problems. Unit II pr-roviales instruction and prac-
developed package to provide those responsi- -ice skills needed to meet these needs through
ble for 'fraini g alcohol program managers with a ...lorcm-rated efforts with -ther community resources.
opportunity/to deepen their understanding of systehiatic
approaches to the ongoing task otf, assessing cdmrounity
alcohol-rela d needs and mobilizing community suppo
rtp rheet them. This course was pilot-tested twice ii NCAE
with representative paiticipants from across the country..
Folldwing.these trials, a revised version was field-tested
nationally. The present edition of PCR reflects what i

`-NCAE leame about the program in'both series of tests_
- We feeconfi ent 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

.c observed in the field. When only adapted portions of the
. course are conducted, the segments selected should

correspond to the felt needs expressed most strongly by
participants on the assessment forms in section IV.

Whether/conducted'either in its entirety or in segments,
/4the package can benefit people who:

are authorized to represent a program in$
negotiating or trading off agency resourdes and
services; .

conduct i. s sessments of a community's alcctol-
related problems-

_

are responsible fthe program'i planning
functions.

The recorhmended number of participants is 16 to 20.
One trainer can manage a group this size for a day or
twoWe recommend using 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 partitipants each for practice sessions. A
single large room is adequate for the training if it is large

*it "enough for four or five groups t6 talk in conversational,
tones without distracting each other, but twfor three
additional breakoff rooms are desirable.

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

train employees delivering direct aldohol-related
services;

train as part of overall job responsibilities;
train frequ
train nrai agers at le- st o casionally.

The target audience for the progrim is mans ers (or at
leash those with delegated managerial' respo ibilities),
so it is desirable, although not absolUtely ne essary, that
trainers have management experience.

B. The 1,.'CR'etirricttlum

tly, bu: not necessarily full time;

The PCR curriculum is cliOded into two major units. Unit

J
I presents the basics of assessing a community,s alcotiol-

Phase Community

;e.;, on 1.: Overview of Commu. ty Assessment (1 hour)

The basic ass:: ---! :! orr s of the course ar4 pre-
sent,ed, and smz group discussion- time is
provided to diloµ participants ample oppor-
tunity to share their viewpoints with each
othet. This session identifies assumptions
about "community," the preserit state of
alcoholism sery ces, and the science of public

Ifiadmir :stration.

Se -tor 2. Data 'roflle I. Clients In Treatment
-
(l'h

heiirs)

Using data brought with them from their
agencies or :Rents in treatment, participant;
begin to reexamine assumptions about the
characterisrcof the people they are serving
and the nee:: of the community at large; An
instrument provided to guide the partici--
par Is in piecing together a new picture of

/* the clients r ring treated by their programs.,

Se :Ak Data Prof& 'I: Community Characterlytics
(2 qurs)

Participants assemble data about the com-
munj ev serve by drawing on factual
evide tamed from. demographic surveys,
hist data, interviews, and observations.
An instrument is provided to assist partici-
pantsin constructing a compr ensive com-
munity profile.

Seisiori 4. tTarget Problem Idetifkatio /2 hours)

Aft&a comparison of the profile of the newly
reexamined\community (session 3) with the
newly reexamined client population (session
2) each piaicipant selects a lomblerti in his/
her cdfriThunity notprevi,usly addresqd by
existirfg serviees:,,,The problem determination
should inctude a newly idtntified, client
group and a resource group not previously
enlisted for service.

Session 5. (Communty) GroUp Assessment Model (1%
hours) t.

Participants are in oduced to a socioloal
moctejfor analyli gcommuhity groups by
applying 12 community characteristics to
patterns of community life. They itpply the

,model bV analyzing tfie participant group.

r-
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Session 6. (e::::.-!,?m_mity)Group Assessment Application
r

...an4yze their new problem group
(sego,, bye writing a description of it

:o the model presented in. the pre-;
vi oz: -:

.'hasee ii : Negotiation Skills
\

Although the fokowing 10 sessions are intended to be
used as a sequential .init,;a number of sessions can be
grouped and .wed independently as indicatafin section
II. ,
Session 1. OvvervIew of Negotiation (2 hours)

Negotiation is identified as an essential ele-
ment in community.planning an0 interagency
::_--alaboratick It is a learnable skill, subject Nd
to systematic planning and stage-bystage
Tlementation. The negotiation process is

in terms of diagnosis, initial contact,
Rrotip probleh'i solving.

Session 2 The Diagnosis Stage: A Technique (1% hours)

,he theory of force field analysis is present
as a diagnostic technique for problem identi-
fication. EXperience in the use orthe tech-
nique is acquired through exercises and
-group discussion.

Session 3. e Initial Contact age: A Preparation
Technique 9'4 hours)

Participan discuss th principles of goal
analysis as Arepsaration f the contact stage
of negotiation. They apply ese principles1
to a practical work problem. It

ession 4. The Initial Contactjtag(ei A
(11/2 hours) ,

tegy Guide

After an initial contact rdle pla ,p(rticipants
analyze their experience, usi g a strategy
guide that contains crucial poi ts for conduct-
ing an initial cOnfrontition.

'Session 5. The Group Problein-Solving Stage: The
Experience (1% hours)

Participants take part, in a..simulated group
iproblem-solving situation, in orc i. tb experi--

ence what is involved when a group attempts°
to reach a decision and to examine factors in
the negotiation process.

Session 6. The Group Problem-Solying Stage: The
Process (1% hours) '

Participants apply a model to analyze events
that occurred during the previous simulated
problem-solving experience. Consensus on

4

A

implementation, accountability, and evalua-
tibn is identified as the critical aim of group
problem solving throligh negotiation.

Sesslon.7. The Group Problem- Solving Stage: A Tech-
nique (1 hour)

Participants identify two-way communica-
tion as a necessary component of successful
negotiation by participating in demon4ra-
dons of one-way and two-way communica-
tion.

Session 8. The Group Protilem!SolvIng Stage: A ktra-
tegy (IA hours)

participants participate in acompetitive-
collaborative simulatioh exercise and cite
incidents that exemplify different kinds of
negotiation strategies.

A

Session 9. Application Task: 4`A Negotiation Model
(11/2 hours)

P ?rticipants 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 collaborate.

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

Participants apply the model developed in
the previous session to the new problem( identified in the Community Assessment
Unit, session 4.

C. Evaluation Instruments

opiss of mcIst.of the evaluation instruments admilnis-
tered to participants during course djevelopment are -

contained in section IV. To make additional copies of
the evaluation instruments, detich the appropriate pages,
in section IV and duplicate them, or retype...them from
the Manual and then duplicate. Each instrument is
discussed briefly here.

1. Pend Postcognii ive Test

This instrument is designed to 'measure the
cognitive gaps thlt occurf.dd over the entire
course. It is to be adminiskred to all participants
before the training course and again as the last

',actiiity of the course.In order for this lo be as

accurate a gage of grovrth as possible, it is impera-
tive that trainers cover, during instruction, all
tht rnajorrpoints Ijsted in the session manes.

2. Postsessicin kating Form

This form invites comment from participants
on thAtility, effectiveness, and clarity of the

I c_
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material of a partiCular session. It asks them to
rate the relevance of the material to their needs
and to make suggestions for improvement. One
item relates to the effectiveness of the facilita-
tor.* It is suggested that pis torni be used only

for sessions of particularqnterest to dr facilita-
tor. The rating form may be alternated with de-

r-- briefing sessions to give the facilitator.oral feed-
back on the Oarticipants' reactions to the course.
A few minutes at the end of the selected session.
should be allowed for completion of the form.

3. Debriefing Guidelines

The questions on this form guide the facilita-
tor in conducting a short, informal meeting
with selected participants about the progress of
the coupe.

4. Final Evaluative Revie&

This instrument provides for an assessment of
the participants' perceptionsiif the relevance
and utility of the entire training course or a ),

part of it and their overall reaction to it. It is
administered at the end of the entire course.

D. Design Assumptions About Training and
Trainers t

NCAE developed these materials based on a number of
assumptions about "gooA training" and "good trainers."

1. Good training accommodates 15,Its who are:

.independent

experienced

problem-centersd

"now"-oriented.

2. Good training, therefore, is:

i°

self-directed (the learner is involved in con-
ducting the learning experience)

experience - based (learning activities are
- rTlanned around the participant's wtperiences) ',

problem-centered (learning centers on learner
needVproblerris, not on "covering" subjects)

.,4% immediate in application (learning Gars be
put into action directly).

3. A good trainer plans the event by:

laying out overall training goal(s)

deciding who will attend (recruitment and
selection procedures)

a.
*The terms trainer and facIllta

manual.

4

I
are used interchangeably In this

-

(

assessing funding sources did costs to parti-
cipants and assigning respons' for
finances .

setting the timespan for training in light Of
costs, participants' needs and availability,
and trainer 'Capability

determining'those strongly felt needs'of par-
ticipants ,ttratc.an realiitically be met within

'}ime limitations .
,

adapting the materials to focus on these
particular participant needs (Suggestions
about adapting the materialslre given later
in section Illy

attending to the logistical needs of partici-
pants (food, lodging, travel, and so on).

arranging for adequate training facilities

acquiring And testing required instructional
equipment -

engaging the.group facilitators and content
specialists needed to conduct the training

coordinating the management and delivery
activities,of everyone involved in planning

clItnring the training program.'

4. good trainer prepares.

5. A Mood trainer facilitates learning'by:

helping people feel comfortable

creatingi healthy learning atmosphere,
,

focus' on participant'S problems

drawing on p cipant's expe

providing practice in applying-learrrIn

keeping a finger on the pulse of the group
and individuals within it

dealing effectively with participants who dis-
play behaviors that can impede group work
orobstruct.learning

surfacing and addressing the underlying pro!):
lemff the entire group or of subgroups when
they adversely affect program progress

being a good training team member.

being supportive, respectful, not judgmental

being aware (If his/her own biases

giving participants some rein

E. How TO Prepare To Run PCR

To prepare for the coursea whole or in various session"
combinations, the facilitator should:

- 9 review package contents

4 41
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read section I carefully

poly suggestions on assessment/adaptation and
, -.select training focus.

To prepare or each individual training session in section
III, it is s ggested-that the facilitator:

,

. .1

Revi e summary page and determine the
relationship of the objectives of the session to

1'the previous session and tb the overall course.

Review the sequence of activities, the discussion
points, and the materials several times before
the session tb become thoroughly familial with
the session and its content.

Make cue cards for use In the .--ssslons. The ;
materials. in section III were designed for prepara-
tion, not for delivery. Trainers are strongly
encouraged to put presentation, rrtaterialsyjnto
their own words arid determine the amount Of
detailed instruction therpersonally need. The
trainer should use the Trainer Miinual for quick
reference.during group work' and breaks. (Ste
sample cue card in the Appendixes.)

-

Make ;ure that all the materials, equipment,
and furniture listed on the summary page are
prepared or obtained.

Use flipailarts, which may easily be made by
writing or drawing with markses, on large-sine
paper. If a tcipod is not available, flipcliarts can

I 24.

be taped or tacked on the wall. A chalkboard
and chalk may be Used instead.

Make sure any audiovisual equipment will be
available and operational when needed. If the
facilitator is to operate the equipment, Ole/she
must kno beforehand.

Rehearse th presentatiotpahead of time as if
*the group w e present-Once the facilitator ik
-sufficiently f ar with the workshop contents 7

and background ma jai and has
her notes and key que nal preparation
step is to enlist aco rker; r d, or farn-ily
member to act as p recipant-audie e and run 16

through-all the sessions as in an-apual work-
shop. An audience of Cheor twcris not the
same asp roomfuleof parcipants, but this -

exer-01
cise will give the facilitator a feel for the flow
of the activities, the pace and strwcture 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-
bytstep by himself/herself.

Review cue cards (or make them up) the evening
before deVering the session.

Check the operation and placement of of equip-

ment, arrange matiials and furniture as neces-
sary, and review cue cards one more time before,

- the arrival of the participants.

2

)1

.1
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f SECTION' II

4

Jiow To:Adapt PCR-
110 Meet,

1/

Partiqvicy (Re
s

The sessions in this course werc constructed to be used.
in sequence over i 4-day period. However, they can also

coviiicted at spaced intervals. Units I and II each are
self-contained and can be conducted separately without
great difficulty. In addition, a number of sessions can 'be ,

put together and used as independent units or mihicourses
that run for 1 or 2 days: And, as we will seqfurther on,
certain sessions within either unit cjaQs nd''alone,:

A. Combining Sessions into Minicourses

In circumstances where it is not feasible to present the
entire PCR Model or to conduct either unit I or unit II
in, its entirety, the facilitator can present minicourses
that consist of sessions assembled in various combinations
to address these broad training issues;

How do we select high priority target groups
for program focus? Whom should we be
serving?Minicours. e A: Selecting a Program
Focus

'How do we analyze the problems of a selected
target group?Minkourse B: Analyzing Target
Group Alcohol Problems

How do we systematically plan to collaborate
with other community groups in addressing the
problems of a specificttarget group?Mlnicourse
C: Plana' s To Work With Other Agencies

How do w
agencies and

approach and work with other
oups to foster effective collabora-

tive approaches to selected problems?M1n1-
course D: Working With Other Agencies

. How do we build a model and a strategy for .

dealing With these 'agencies and groups?
Mlnicourse E: Collaborative Models and
Strategies

The sessions that make up each mjnicourse have been
combined to permit the facilitator to lead the participants

a resolution of these issues in a reliable and methodical.
way. Included in the description 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.
Theseldaptation recommendations refer to the actual
session outlines contained in section III of the Trainer
Manual. The recommendations are given here as part of
the treatment on adapting PCR to meet particular require-
ments. A clear understanding of them will require that -

the facilitator first stddy section III, Session Outlines.

1. Minicourse A: Selecting a Program Focus

Minicourse A is composed of:

-Session 1=OvervieW of Community Assessment
Session 2Data Profile I: Clients in Treatment
Se0on 3Data Profile II: Community Charac-
' teristics
Session 4Target Problem Identification.

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

7
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reexamining agency goals and pr ioriti . Modifications
are not required. Note the data particip is need for the
course.

2. Min /course B: Analyzing)*tsrget Group Alcohol
Problems

Minicourse B is composed of:

Session 5(Community) Group Assessment
Model

Session 6 (Community) Group Assessment
Application.

This is a half-day program that can help alcohol program
mana who are satisfied they have identified their
progr 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: Planning To Work With Other
Agencies

Minicourse C is composed of three sessions from
unit II on Negotiation:

Session 1OvervieW of Negotiation
Session' 2The Diagnosis Stage: A Technique
Session 3The Initial Contact Stage: A Prepara-

tion Technique

This course can be conducted in a half-day and is designe
for program 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 planning co4eborative efforts and explainS how
to do so constructively. The sessions require no modifi-
cation for ute in the minicourse.

4. Minicourse D: Working With Other Agencies

Minicourse D i4,composed of five sessions from
unit II.

Session 4The Initial Contact Stage: A Strategy
Session 5The Group Problem-Solving Stage:

The Experience

Sess 6The Group Problem-Solving Stage:
T Process

5.ession 7The Group Problem-Solving-Stage:
A Technique

Session 8The Group Problem-Solving Stage:
A Strategy

This course can be,pnducted in 1 day. It is designed for
program managers who conternPi'ate joint actiyities with
other agencies to achieve program ctbjectives.ilt Pre-
supposes that the agency has clearly identified its pur-
poses and expectations, resource uirements, available
and unavailable resources, and alterna suppliers of
the resources not on hand. This course -pr mes that
participants-have gone through Minicourse C or already
have the skills taught in that course.

5. Minicourse E: Collaborative Models and
Strategies

Minicourse E is composed of the last two ses-
sions of the Negotiation unit. '
Session 9Application Task: A Negotiation

Model

Session 10 Application 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 presehted in the previous sessions of unit II. Parti-
cipants are presumed, to have attended these sessions or
to have the necessary Theory and skills.' Participants
should also have identified a community agency which
they intend to approach and work with to meefa specific
target group need.

B., Using Individual Sessions

itt
Some individual sessions can stand alone. These are listed
in the table that follows, which gives the number and
name of each session, what participants will gain from it,
brief adaptation recommendations, and the time needed
to conduct each session.
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Session ExPe4,etb:
gaff-mine

Community Assessment
Data Profile I, Clients in .

Treatment .

Community Assessment 3:
Data Profile II, Corrimunity

^Characteristics

Community Assessment 5:
Group Assessment Model

Community Assessment 6:
Group Assessment
Application

Negotiation Skills 2:
The Diagnosis Stage: A
Technique

Negotiation Skills 3:
The Initial Contact
Stage: A Preparation
Technique

Know how tO develop a
programmatically- Useful
profile of peopte being
served from existing agency
data.

KnoW how to construct
a comprehensive community
profile.

Jo

Know how to.analyze the
characteristics of a community
as a context for interpreting
data about alcohol problems
through application of
Connor's Social Compass.

Practice applying the Social
Compass to, a specific
problem in a community.

Participants learn, to dissect
a selected problem to expose
avenues of possible collabora-
tion when they cannot solve
it-alone.

Know how to clearly articulate
one's own agency's program
goals and collaborative expec-
tations when beginning work
with other agencies.

Recommendations
for Adaptation

Modify A, Opening Remarks

When either session 2 or
session 3 is run without the
other, a brief explanation,
of the relationships between

jtho two profiles should be
made:

Though ideally run with
ession 6, this session does

equip One to conduct the
process. Participants shquld
be encouraged to apply it on
their own.

If this session is not used in
conjunction with session 5,
it should be preceded by a
ininilecture on Connor's
SOcial Compass.

Stands alone quite well.

Use as is. .

Time

1Y2 hours

2 hours

1% hours

11/2 hours

1% hours

1% hours

1

9
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b.

Session Expected
Outcome

Recommendattbns
for Adaptation Time

I

Negotiation Skills 4:
The Initial Contact
Stage: A Strategy
Guide

Negotiation Skills 7:
The Group Problem-
Solving Stage: A
Technique

Negotiation Skills 8:
The Group Problem-
Solving Stages 'A
Strategy

K

- Know how to approach
potential collaborating,
agency representatives.

,

-..._

Know how to foster two -way
communication with represen-
tatives of other community

.
groups.

,

Know how to negotiate
differences that erge .,.

during collaborativ
endeavors.

Use as is.

Use as.is.

Use as is. _

.

/

..,
.

.
.

. ,..

.'"

.

Ph hours

1 hour

l'h hours .

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.

10

The content and methodology of other sessions can be
used alone or in combination by the resourceful facilitateir
in creative ways that serve his/her own training situation.

16
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'ECTION

Session Outlines'
t

5

4

Phase ICommunity Assessment (CA)
Phase IINegotiation Skills (N)

Program Goals
Participants will understand and apply the basic
needed to

systematically assess a community's alcohol,
related needs

negotiate the collaborative involvement of
community groups to solve alcohol-related
problems.

They wilkdemonstrate their assessment comPetencies Dy
reexamining agency priorities and collaborative arranil,-

ments and by doing a comparative analysis of information
on clients in treatment, the community at large, and
national prevalence data.

They will demonstrate their negotiation capabilities by
developing and practicing planning and implementation,

skills strategies that foster collaborative activities among
community groups.

REMINDER: Section III 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.
(See example in section IV.) Participants need to bring
their current grant application or agency planning docu-
ment and supporting data for Participation in sessions 2,
3, and 4.'

2

11
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41,

easion CA1
C,

^

OvervieW of Co m unity AssesmenH
- D. 4

GOALS/OBJECTIVES:. Participants will understand the yalue of examining the makeliii theVcommunities using a
x.

systematic community assessment prQ

13- Participants will 'name the four basic assurriptions uporKwhich, the community assessment
series of exercises is based and explain briefly why they are impbrtant.

TIME REQUIRED:'

EQUIPMENT:

1 hour

Easel, newsprint, feltpens

(P4ATERIALS: Handout 1, Basic Asstimptions
(All handouts and
references are found in
Participant Workbook.)

PRIMARY METHODS: Small group discussion, audience reaction panel

MEETING
ARRANGEMENTS: Drawing 5r-Theater setup (use for panel exercise)

Drawing 4Workshop setup (See "Illustrations of Various Meeting Arrangements" in section
IV, page 135, of this manual.)

13
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4

Session CA1

. Time Sequence of ACtivities Materials

5 'min. A., Opening reinas
State purpose of this session.

1Q min. B. Outlinethe basioassumptirs
1. Referring'f6 prepared flipcharts, highlight

the four assumptions using the information
in handout 1 as lecture content. -

2 See opposite for the recommended manner
of presenting material.

4

25 min. C. Small group discussion

1. Distribute handout 1, Basic Assumptions.
2. Divide participants into four groups and

have each group. elect one of the four areas
for their discussion.

3. State that individuals are t9 share with each
other an experience or a cot.crete example
of the assurriptiOn for their group.

4. Have each group select a spokesman to
represent them in a panel discussion with
the facilitator, to follow the small group

.discussions.

15 min D. Panel discussion

14 -19

r,

B1. FlipchartsBasic
Assrptions (prepare
from handoUt 1) ly

,A\

C1. Handout 1, Basic
Assumptions

t-
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*°er

a4-

Overview DfrCommdnity Assessrhent

ti
4

Points for Discussion .
'2 , Cr

.0 .

A. Opening remarks °

Thepurpose Of is session is to identify those basic assumptions 'which the series of sessions
oocommunit* assessmeint is based. s

B. Outline the basic assumptions

i

2.' Present the assumptions in a straightforward mariner to avoid prolonged debate. Avoid
sounding accusatory of the participants. Do not offer. .ihe assumptions for approval ortiAies-
approval/Point out that the source of these assurnp&hs is afield survey, conducted by the
authors, and together the assumptions form the rationale forYhe program. Our purpose is to
prilvide the trainees with an opportunity to be aware of the assumptions and to discuss
them.

C. Small group discussion

The choice of a comfortable discussion topic foreach group is important, Out try to cove.
four areas.

1.0"
It is important that this session have a t7isk pace and purposeful set to establish acceptance of
the foundations of the course.

0

or

D. Panel discussion

Allow for free discussion. Encourage debated disagreement. Some stimulus questions "TV
used:

What experiences were described?

Did anyone disagree with an assumption?

Did anyone feel, "It's about time someone addressed this issue! "?

V.
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2 .

Ses*ont-CA1

Time Sequence of Activities .

t, . Zc_ a,
N.ar

c'6
6i 16

D. (Contimie,d)
\ F . ,I e V

14 Five me bers Composed of the facilita-
tor and t spokesman froth each'of the ,

foUr group discuss the oestion, "What
Wid you hear igi your grokw?." kJ--

2. Th rest of the participants, the audie
listen and ask questions 44 appropriate.

10 min. E. Sequence of activities for community assessment
sessions ,

0

2

I ' # Maatriala

Review the major content points to be
covered listed opposite.

Rview the sequence of topics.

di

r
11!:
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..-f , .

,,. -
> i: o 1,

Oliervie1/4 of Community A sseestnefi t

A.

Point's for Discussion
t

(Continuctl)
r I

J

E. Sequence of activities for community assessment' ssions

1. Content

a. An analytical reexamination of the population of one's own c( omtnuny and the treat-
ment programs which serve it

-b. A comparison of these t ) identify possible new needs,

c. An analysis of a newly identified target group and -esources to serve
2. Schedule

a. Overview (this session)

b. Data Profile 1: :lients Tkatment
Data Profile 2: Community Characteristics

Comparison of both pr files to identify groups needing treatment,,bot presently not beir,2
served

e. Selection of target groL

f. Analysis of target group

.22

t

17

..
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Session 6A2 , Data PrOfile 1: Clients in Treatment

GOALS /OBJECTIVES: -using only the'cla
prografrraticalty relevant conclusions about on population they are serving.

1

TIME REQUIF*: 1 hour, 35 minutes

1-1

EQUIPMENT:

\MATERIALS:
(All handouts and
references Fe found
in Participant
Wor#ook, Agent),
data are to be brought
by participant.)

PRIMARY METHO ndividual tasi.. assignments, large group feedback

MEETING
ARRANGEMENTS: Drawini2, Clasom setup...;,

e I.

they can provide about thei clients-in treatment, participants win draY

Handout 1, Data Profile/1: CUnts in Treatment

Handout Aralysis of Treatment Population Chara.:teristics

Participarit ag :y data grant application or current agency plan)

(See "Illustrations if Various Meeting Arrangements r ction IV.)

19

1 04...
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Session C-A2,

Ti Sequence'b" fyAdtivities'

"se

- Materials
40'

min's A

30 min.

35 min.

Opening remarks
...

etdpose of the session-:

B. Clients in'treattnent data profile
1. Distribute handout 1 and review

introduction.

2. Make certain everyone understands the
exercise and answer questions.

I

3. State that 20 minutes will be allowed for
individuals to complete the profiles.

C. Analysis of treatment population characteristics
1. Distribute handout 2 and review

introduction.

2 Go over the examples for cultural and
economic population, and so on.

3. Allow 20 minutes for the participants to
fill in the conclusion section of \handout
2.

4.. Allow 5 minutes for a composite of the
treatment population to be written.

25 min. D. Summary

1. Ask two or three participants to review
their conclusion(and composites.

2. . Facilitate group consideration and
discussion.

20

4

Cr

B1. Handout,l, Data Pro-
file 1: Clients in
Treatment

Cl . Handout 2, Analysis of
Treatment Population
Characteristics
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-Pi

ot
(

,
.. .

't .
.1 & . . r.1- ,-4_

q
ire D a f a Prolile.1: Clients-in Treath7eritJ.

,------ -" ?-
Points for Discuss&

° *

'
P. r j i . f f-

16 1 *V ,--'4, , t
,

.A. Opening remarks ; II 9'. -. \ %.,

This session is designed as the first ste n -guiding the participants in examit'n&the maketiptof
. , t

the communities their cirogramvserye, by getting a picture of thestierits incl pdih their pro-
grams. From th. picture one can begin to draw tentative conClusions about the community-at-

- large. The ques ons to be answered in subsequent sessions on'commakity Assessment deal with
'identifying area of the community That require new or additional alcohol program services. But
for the purposes of this session, information is needed only aboa clients presently in treatment..

B. Clients in treatment data profile

See introduction on'handout 1.

C. nalysis.of treatment population characteristics
From the answers on Data Profile 1, the participants are to attempt to draw conclusicms about
the people they are serving. Ment n that while participants may not. bable to draw totallyttkl

I accurate conclusions every time fro the-ifformation on the data profile, the objective is to- ,.
begin to have a clearer picture of the people they are serving.- f
Later sessions will help to identify possible fieglected areas of alcohol abuse.

a

D. SuMmary

I

Hav,e participants4iscuss usefulness and accuracy of the analysis procedure.

4

21
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0 '
i. 1

, .P ..,
isr.

. 4,
i ,. -Goata--Frofile 2:-.,\...

SeSSI:017 CA3
. ...

. ' '
Jr-

: Cornina *nity Chateriticsc,
,/. ° - 11..x, ; -, 1

. --. ..., . ...
' .GOALS/OBJECTIVES. : Part icipan tiilivilrbe a bley* -,, . .

>. ) 1 ,, 0 C'-' / i , ...... ,,
/

t. ,-. (' .4..--., :. ..41 ,. -,-, - .
.r. ) .(, T. destribe their tommunities'iin terms of existinecommunity.'aisessmeit:data (e.g., demo- ;.,..- ', .

'4 : graphic, historic, and so fcitili.r- 'ft 40' . t ' .- . ..

.,,,, ,--
Or

.1- \ 2. ideritifirpossibte 'acia4.ileedinfUeitm-tot
services,,by ada)Vaingccimnunity chi racteristics.: ... e .. 4 ......- ej ' 1 ) a.k, TIME REQUI aka: t .'42 hours, 5'minutes ,1 . -'. . -

.. ..

EQUIPMENT: (-\ '
m

. .
. : t

.

r
.

11,

MATERIALS: Handout 1, Data Profile 2: -Community Characteristics
(All handouts4nd . .
references are found,, HAndout 2, Target Problem Inventory
in the-Fran/di/ant \ , in
Workbook. Agency . Participant aglincy data *ant application or current age]." plan) a community demo;...data are to be brought . graphic and other data
by participants.)

--.4.-

PRIMARY METHODS: Individual task assignments within groups
.1

MEETING - 'A1/4 v

(/ ARRANGEMENTS: Drawing 4, Workshop setup
, 4 1

(See "Illustrations of Variou,s Meeting Arrangements" in section IV.),

if-

I

23
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Session CA3

Time Sequence of activities Materials

e

10 min. A. Opening remarks

1. State the purpose of this session.
,r

2. Define community profile.

Its Link with previous session and following
session.

50 min. B. Community characteristics data profile

P

1D-min.

30 min.

24

Distribute handout land give participants
time to read it over first without filling in
the answers.

2 Cover points opposite.

3. Answgr questions about form:

4. Break group into small work clusters (3 or
4 each) so that those who do not have
backup data-can sample the kind of data
available.

5. Have participants fill out Data Profile 2,

Break

C. Group discussion
I

131. Handout 1, Data Pro-
file-2: Community
Characteristics
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Data Profile 2: Community Characteristics
Points for Dispussion

A. Opening remarks

1. The purpose of this session is to assist participants in drawing a better description of thetotal community.
2. Such a 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.

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
Teil the participants to use the community profile data which they brought with them as backupdata 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 mayuse 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.

. Group discussion

Answer questions and conduct group discussion as appropriate and desired by the group.

z

25
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"Session CA3

Time Sequence of Activities Materials

A 20 min. D. Target problem inventory

1. Distribute handout 2 and review
introduction.

2. State the purpose of this activity.

3. Have participants fill out Target Problem
Inventory.

5 min. E. ConcludingYemarks

26
1-

D1 Hiandotit 2, T
Problem Invent°
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Data Profile 2: Community Characieristics
Points for Discussion

Target problem inventory

3. This handout can be completed only after the broad community profile (handout 1) has
been finished. The second handout builds on the first. In the previous exercise, the totalcommunity was surveyed: In this exercise, the goal is to identify problem areas and areas ofneed.

E. Concluding remarks

Review what has been produced thus far:
Profile of treatment community

Profile of larger community
List of problem areas or groups

Tell participants to keep the two profiles and the inventory and bring them for use in the nextsession.

27
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Session CA4 Target Pr blem Identification

GOALS/OBJECTIVES: Each participant will

1. select for study a target problem group not previously addressed by existing services

2. identify a resource group not previously enlisted for service:

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
.(All handouts and
references are found
In Partk-loant

-Workbook, except
hangout a, (See
social' IV. Trainer
Manual)

PRIMARY METHODS:

)MEETING
ARRANGEMENTS:

2 hours, 35 minutes

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

Handout 2, Target Problem Selection Form

Reference 1, Completed Data. Profile 1 (filled out in session 2)

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

Reference 3, Completed Target Problem Inventory(filled out in session 3)

Handout 3, Collaboration Checklists

Participant Agency Datacurrent grant applicationror basic agency plan

Individual tasks, small and large group discussion

Room 1, Drawing 4, Workshop setup (tables for two persons)

Room 2, Drawing 6, Informal Discussion setup,

(See "Illustrations of Various Meeting Arrangements" in section IV.)

oe.

29 A
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S4ssion CA4

Time Sequence .of Activities qr Materials

5 min.

5 min.

20 min.
.

A. Opening remarks

1. State purpose of session.

2. Describe sequence of activities.

B. Target problem identification

1. Distribute blank copies of handout 1,
,Target Problem Inventory, to each
person.

Divide all participants into pairs. In an
Uneven numbered group, e.g., 15, 17, 19,
one three-person group will be necessary.

3. Each person exchanges his/her completed
Data Profiles 1 and 2 with his partner, who
uses them to complete a Target Problem
Inventory, based on the information provided
on the two Profiles.

A

10 min. 4. After each person completes a new inven-
tory, he returns the profiles and exchanges

- the nr/ inventories. Each person carefully
comares his own inventory with his partner's
version.

30 min. 5. Partners discuss any discrepancies in the two
versions of the inventories and give reasons
for the discrepancies.

15 min. Break

30

B1. Handout 1, Target
Problem Inventory

B3. Reference 1, Data
Profiles (completed in
session 2)
Reference 2, Data Pro-
files (completed in
session 3)
Reference 3, Target
Problem Inventories
(completed in session

'3)
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Target Problem Identification

Point for Dikussion
C

A. Opening remarks

1. The purpose of this session Is (1) to reexamine the many assumptions inadvertently made
about treatment services, and (2) to identify 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
shared with you by your partner in this exercise.

2. The exercise will proceed as follows. Participants will:

a. Analyze a selected colleague's two data profiles;

b. Complete a Target Problem Inventory- for that colleague's community using only the
data supplied by the colleague's two datiprofiles;

c. Discuss and compare with the partner0e 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

I

I

4. This comparison is a major learning phase of the exercise. Participants need time to read
their partners' ve sions of their problem areas and to compare them with their own versions 1

- before discussingany discrepancies.
k

ti
The purpose of tiii%discussion is to identify possible target problem areas previously un-
recognized or neglected. Trainers should circulate to encourage discussion.

3 1_1

31
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Session Q.

Time Sequence of Activities Materials

30 min. C. Large group discussion

1. Have participants sit in a large circle. .

2. Go around the circle and give each person 2
minutes to answer the question, "What
target problems did your analysis and your
partner's uncover?"

10 min. 3. Encourage comments on any individual's
target problems.

13 min. D. Conclusion

tribute Target Problem Selection Forms
and explain them.

15 min.

2. Allow time for completion.
3. Have each participant announce his choice

and discuss as appropriate.

Ask participants to take these checklists
with them, to review them later, and to
augment and modify them to suit the.
circumstances in their communities.

Dl. andout 2, Target
roblem Selection

Form

D4. Handout 3, Collabora-
tion Checklists.

D

f^.
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Points for 'iscussion

Target Problem Identification

C. Larg group discussion

Tr ner keeps this moving so it can be completed in about one-half hour. This activity is import-
ant, for it provides an opportupity for broader consideration of each person's conclusions.

D. Conclusion

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

The target problem will be used in the next exercises on community group assessment and
in the later negotiation exercises.

;e

4\

_f

33
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Session CAS` Gtoup Assessment Model

GOALS/OBJECTIVES: Participants will analyze and describe themselves as a group, uNg the \2 elements of thd.
Connor assessment 'procedure.

1 hour, 45 minutes

Flipchart 1, Social Compass (prepare ahead of time use reference 1)

Flipchart 2, 12 Elements of the Social Compass (prepare ahead of timeuse reference 2)

Handout 1, Group AssessMent Trial Worksheet

Resdurce Material, Understanding Your Community

TIME REQUIRED:

EQUIPMENT:

t_

MATERIALS:
(All handouts and
references are found
in Participant
Workbook.)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

ta.

L

Reference 1, Social Cbmizass

e 2, 12 Elements of the Social Compass

eference 3; Definitions of Elements,

ecture, small group Work

1 om, Open horseshoe. setup

1 R m, Drawing 4, Workshop setup

1 Roo Drawing 5, Theater setup

(See "Illustritions of Various Meeting Arrangements" in section IV.)

a

4

35



www.manaraa.com

Session' CA5

Time Sequence of Activities

.

5 min..:

30 min.

1 hour

36

Gy

A. Opening remarks

Explain the purpose and method of the session:

Materials

1. To presint a method of assessing or
analyzing the community for the
collection of relevant information.

2. To-p?actice the application of the, model
by assessing the present participant
group'.

B. Twelve elements or characteristics of the
community
1. Briefly describe the social compass, using

flipchart 1.

2. `Review the 12 elements and their defini-
tions, using fliPchare 2. (Reference 3,may.
be used to assist in the presentation.)

3. Encourage group participation.
C. Exercise for group self-assessment

1. Explain the purpose of the exercise.

2. Deseribe task. (See opposite page.)

3. Distribute handout 1, Group
Assessment Trial Worksheet

3

4

B1. Fiipchart 1, Social
Compass (See referenc5.
1 to prepare.)

42. flipchart 2, Twelve
elements of the com-

'munity matrix (See
reference 2 to prepare.)
Reference 3, Defini-

Aions of elements

C3. Handout 1, Group
Assessment Trial
Worksheet
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Group Assessment Model

Points for Discussion

A. Opening remarks

Now that participants have identified a problyntarget oup, they will analyze it in a
-similar to the program and community analyTh.

The purpose of this session is/at-become familiar with, a specific group analysis one
selected from several that may be used: This particular model was developed-by Desm d Connor
and looks at a-group or community from a broad sociological perspective.

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

B. Twelve elements or characteristics of the community

1. On-the chart are listed the 12 elements used for community assessment. The cjrcle empha-
sizes they are interte4ted: 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 characteristics may be used to analyze different
patterns of community life.
Define the-elements of the social compass. Use examples for each element drawn from a
local community. For instance, to illustrate recorded and informal history, the trainer might
say, "Recorded history tells us our population has'tripled in the last 50 years. However,
when I 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 witer, lights, sewer, or road, the facts have
new meaning and implications."

C. Exercise for group self assessment

1. The group4--actices applying the Connor model to see whit they can learn about their own
training group.

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

- ment profiles.
2

Each group is to select a leader to elicit participation from each member. Each group is to
select a recorder to take notes anctlater 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.

37
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Svession CA5

Time Sequence of Activities Materials

C. (Continued)

4. Divide participants into groups of three.
5. Give groups 30 minutesto complete

guid

6. onvene groups and give each recorder
10 minutes to report findings to the
total group.

4 miff. D. Summary
rJ Review purpose and highlights of session.

38

4

3,9
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Group Assessment Model

Points for Discussion ,

.C. (Continued

e

6. Small groups' reports should be compared. Notisimilarities and differences.

,...

D. Summary -(, tl.
f ...

The process the group has just gone through is largely one of looking at a familiar abject 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. -

In the next session, this process will be applied to the target group each participant has selected
for analysis. . ! .I

I;*
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SessioitCA6 GrOup Assessment Application

GOALS/OBJECTIVES: Participants will analyze a selected problem target group by writing a description of it based
on the Connor model of community assessment. The description must include: '

TIME REQIcIRED:

EQUIPMENT:

, 1% a statement of the special nature of the alcohol abuse problem of the described group;

2. a notation of any information gaps encountered in assessing the group; and

3. a listing of resources (organizations, etc.) within the community which can assist in treating
the alcohol abuse problem.

(..

. 1 hour, 30 minutes

Easel, flipchart

10.

MATERIALS: Handout 1, Group Assessment Guide
(All handouts and .

Reference 1,.Target Problem Inventory (filled out in session 3 and brought to this session)
references are found
in Participant
Workbook.)

PRIMARY METHODS: Lecture, individual tasks

L

MEETING
r -ARRANGEMENTS:. Room 1, Open horseshoe setup

Room 2, Drawing 4; workshop setup

(See "Illustrations of Various Meeting Arrangements" in section IV.)

41 / 41



www.manaraa.com

Session CM

Time Sequence of Activities Materials

10 min. A. Opening remarks

Review the purpose and sequence of the session.

1. The purpose is to closely examine the
characteristics, needs, and resources of one
group of people within a commuziy.

2. The sequencetf aCtivities will be first a
review-Of the iosesiment procedure and
then for each participant to use the pro-
cedure to "assess his selected target
pr6blem group.

10 min. U, Review of group assessment guide

- . -"-

1. Distribute Handout 1, Group Assessment .B1. Handout 1, Group
Guide. ,. Assessment Guide

2. Allow participants to read through the
guide quickly.

3. Answer any questions group me'mber nay
have about the guide and its application).

s4 1 hour C. Work on task assignment

Each participant spends 1 hour filling in the Reference 1, Target
assessment guide, page by page. (Target Problem Inventory
problem inventories filled out in session 3
may be helpful.)

10 min. D. Summary

0

1. Ask for comments and lead discussion
about difficulties and value of the task.

2. Ask for volunteers to share their
descriptions and photocopy them for
distribUtion to the group.

Explain that each person will use his /her
target group assessmentsjater in the
program.

42 (
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Group Assessment Application

Points for Discussion

A. Opening remarks
. )

Now that participants have reexamined their communities 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 unrecognized resources to assist in
providing services to that group.

B. keview of group assessment guide

This guide presents a structured format for applying Connor's 12 elements of community assess-
rient to the problem group selected.

C. Work on task assignment

Participants may work individually or in groups. The more detail that is included the better.

O. Summary

The assessments-will be used during the. Negotiation sessions of the course. If any participants
were unit* to complete the oackage in the time allotted, they may wish to do so on their own"
time.

43
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a

Session CA6 J

Time Sequence of Activities

Community assessment wrapSup

Review the major purpose and outicome of
each community assessment sesllon as it fits
into the framework of this part of the course.
Elicit information opposite from participants
and write it on a blank flipchart.

ae

4
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Group Assessment App ication

Points for Discussion

E. Community assessment wrap-up

1. Data Profile 1: Clients in treatment

Purpose: To get a picture of present treatment programs and clients being served.*

. Data Profile 2: Community characteristics

Purpose: To get a better picture of total community needs.

3. Comparison of profiles 1 and 2

Purpose: To uncover possible gaps in treatmentent services.

4. Selection of target group

Purpose: To isolate a significant problem group for further assessment.

S. Analysis of target group

Purpose: To apply a systematicprocedure to the analysis of the needs and resources rele-
vant to a specific target group ,in th ommu ity.

I

45
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F

Session Ni

7,4

Overview of Negotiation

.
GOALS/OBJECTIVES: Participants will demonstrate their awareness that a negotiatio ?/ hasa greater clisice of bring-

ing about collaboration and resolving conflict' if prepared for s stematically.
t.._

Participants will be able to

1. Slescrte a three-stage process of negotiation: diagnosis, initial contact, and group problem-
solving.

2. compare negotiation and the use of power as alternative strategies for a confrontation type
of conflict resolution.

TIME REQUIRED: 1 hour, 45 minutes

EQUIPMENT: Easels, newsprint, and felt pens for trainer and for four groups

re
(All ha and

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

Reference), Conflict Re ution Strategies
referent found
in Participant
Workbook.) Apis

PRIMARY METHODS: Lecture with flowchart, larg group discussion, small group tasks and discussion

MEETING
'ARRANGEMENTS: Drawing 6, Informal Discussion setup

Drawing 4, Workshop setup

(See "Illustrations of Various Meeting Arrangements" in section IV.)

46'
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Seabn Ni
-16

Time Sequence of Activities Materials

10 min. A. Openingjremarks

1. State purpose and goals of the series of
sessions on negotiation.

2.. Review sequence of exercises for negotia-
tion sessions, as follOWs:

Itia. Overview of Negotiation (this session)

b. The Diagnosis Stage: A Technique

c. The Initial Contact Stage: A Prepara-
tion Technique

d. The Initial Contact Stage: A Strategy
Guide

e. The Group Problem-Solving Stage:
The Experience

f. The Group Problem-Solving Stage:
The Process

g. The Group Problem-Solving Stage: A
Technique

h. The Group Problem-Solving Stage: A
Strategy

1. Application Task: A Negotiatiop Model
j. Application Task: Target Group Strategy.

5 min. B. Goals of the overview exercise
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1

Overview of Ne otiatibn

Points for Discussion

A. Opening remarks

1. The purpose of Mond half of the training program is to study how collaborating groups
relate to. each ot er. For exarnple, how does ;!Group A" start a working relationship with
"Group B." Central to this.process is the skill of negotiation. We will examine negotiation
from the pdintof 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 lei4able skill, and that thorough prepara-
tion for it is t ir e es uarantee of achieving desired objectives. *-6-

2. Over the next 2 days, everal managementiplanning tools seful in preparing a negotiation
strategy will be identified. Participants will practice their se and develop some personal
step-by-step guidelines, to use when they return to their jo s. *
Finilly, each person Will have an opportunity to plan a strategy for confronting the problem
group he analyzed in the first half of this program. Partifipants will evaluate each other1/2/
strategies!.

-z.

B. Goals of the overview exercise

One purpose of this opening exercisefis to place negotiation' within the larger context of conflict-
'resolution strategies. From this perspective, negotiation emerges as one alternative method for
dealing wit conflict.
One of operating assumptions is that conflict is a daily reality for prog am managers in the
field of alcoholism. Resolution of conflict is the key to successful cooperation between any
"Organization A" and "Organization B:' F-

4,4 c' I

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 whViNoill be examined later.

P . - -1,

0\

4
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Aes.si on N1

Time Sequence of Activitkis Materials

45 Tin. C. Conflict fantasy exercise

1. Explain that the Conflict fantasy exercise
is used to develop an understanding of some
of the elements of negotiation.

C)

511

prduct exercise as described opposite.

II
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Overview of Negotiation

Points for piscussion

,A

C. Conflict 'fantasy exercise

Goals

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 Negotiation rather than
Power strategy for two reasons:

When groups compete, one or more always loses; i.e., power produces a price as well as
a payoff.

. Negotiation can result in both sides winning.
2. Step-by-step procedure for exercise

Step I

Arrange participants in a large circle. Distribute paper and pencil to each. Do not state the
goal of this exercise.

Step 11

Participants are told that they will join the trainer in: ',playing out a fantasy designed to help
them exami e their individual conflict-resolution strategies. For about 10 minutes. thp
trainer guides he group through the following (or a similar) fantasy.
Step III

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

Sip IV
*e trainer says, "You are walking down a street (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 paussio let the fantasies develop. \-7

"It's over now. The person is gone. How do you feel? What is your level of satisfactionwit
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,,,of the floor, then to attend to the sounds in the
room, and finally to open their eyes when they feel ready.

43(4
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Session Ni
A

Time Sequence of Activities Materials

C2. (continued)

r

15 min. D. Lecture on the negotiation process Distribute
Portklpont Workbook. This lecture emphasizes
the skills necessary for a successful negotiation.
Additional material may be obtained from
reference 1ylocated in Portklpont workbook.

'1

52

.1

4

J

D. Flipchart 1, The Nego-
tiation Process (Prepare
in advance; see D,
under Points for Dis-
cussion.)
Reference 1, Conflict-
Resolution Strategies
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Overview of Negotiation

Points-for Discussicin

C2. (continued) .

Step VI c.'s

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; and (3) the level of satisfaction they felt as to the fantasized outcome.
Step VII
Dyad discu?sion

Direct participants to turn to, the person on the right and discuss what they have written
during step VI.

Step VIII
Brainstorm with the group and list on a flipchart as many alternative strategies as possible,
without stopping to evaluate practicality.
Step IX

a. List on flipchart three categories of responses to conflicfsituitions,
(1) Avoidance
(2) Defusion
(3) Confrontation

). b. Emphasize that all responses exist on a continuum. .

Step XM
or

w go back and mark each brainstormed alternative as an example of avoidance, defusion,
onfrontation.

Lecture on the negotiation process
V

Lecture should cover the following major points and should be illustrated on newsprint, either as
the facilitator speaks or with charts prepared in advance: 4

'Diagnosis
.

Analysis of the nature of a problem, including its complexity, its principal power sources, its
"cast of characters," its postible solutions, the values involved, opponents' reactions, etc.
Initial Contact

Setting the stage for addressing the problem to encourage collaboration and cooperation.

4
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Session Ni

Time Sec' Clerice of Activities Materials

_ D. i6ntinued)

30 min. E. Small group discussion

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

2. Announce' rules:

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

b. Group is to select a reporter.

3. Annourice tasks

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

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
alternativcstrategies, such as power, might
have failed.

4. Small groups report outcomes to whole group.

5 min. F. Conclusion
o

54
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)._
sly

Overview of Negotiation

Points for Discussion

D. (continued)

Group Problem-Solving

A step-by-step procedure for arriving at a consensus decision. -.

1 Define the problem in te ms of its impact on each of the negotiating parties.
12 Define the con *ct in t rms of t.lfe negotiating parties' organizational objectives beingdifferent, but not Opposition.
3. Generate poisible sol ns creatively, as if each negotiating party placed its highest priorityon solving the problem.
4. Evaluate solutions on the basis ofireatest impact on the problem.
5. Decide on a solution which includesconsensus on methods of implementation, accountability,

and evaluation.
E. Small group discussion

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
world," he or she should ppint out that this training program is treating only negotiation skills.See C under Points for Discussion for explanation of why, tpe training program chose to treatnegotiation, rathqr than power. ff

F. Conclusion

Restate major points oi the exercise

t

. .

See B under Points for Discussion.

A
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Session N2 The Diagnosis Stage: A Technique.

GOATS/OBJECTIVES:

TIME REQUIRED: -.

EQUIPMENT:

MATERIALS:
(All handouts and
references are found
in Participant
Workbook.)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

Participants will be able to

1. describe the main elements of force field analysis

2. diagram a past job-related problem, using force field analysis.

1 hour, 15 minutes

Easel, newsprint, felt pens, masking tape, or tacks

Resource Material: AProblem-Solving Program: Planning for Change

Reference 1 for flipch3t 1, Stige 1DiagnosisInvestigation (Prepare ahead of time.)
Reference 2 for flipchart 2, Driving and Restraining Forces (Prepare ahead of time.)
Reference 3, Force Field Analysis

Lecture, self-instruction, small group discussion

Drawing 6, Informal Discussion setup

Drawing 4, Workshop setup with flipcharts

(See "Illustrations of Various Meeting Arrangements" in section IV.

aft

a L

U
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Session N2

Time Sequence &Activities Materials

20 min. A. Opening remarks

Describe purpose of the session.

B. Lectute on diagnosis

Deliver lecture, using flipchart 1. B. Flipchart 1, Stage I
Diagnoiis-Investigation
(P pare from refer-

. encal-.)
The resource materials,
A Problem Solving
Program and:Planning
for Change, give back-
ground information
for presenting this
session.

10 min. C.° Lecture on the theory of force field analysis

1. Deliver lecture, referring to flipchart 2.

2. Llie information in reference 3 for addi-
tional information.

3. Encourage discussion following lecture.

10 min: D. Sample problem

58

z

1 Ask group to brainstorm a list of problems
which are common to the group.

2. List sample problems op a flipchart as
group members think of them.

Ci. Fl chart 2, Driving
and Restraining Forces

repare from reference
2.)

C2. Reference 3, Force
Field Analysis

D2. Newsprint, easel, felt
pen
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The Diagnosis Stage: A Technique

Points for Distussion

A. Opening remarks

The purpose of the session is to study onetechnique of diagnbiing a problem, le. force field
aylysis. Diagnosis is the first step in any systematic preparation for negotiation.

B. Lecture on diagnosis

Diagnosis is defined as an investigation of the cause or nature of a condition, situation,,or prob-
. fern: Simply stated, the process of diagnosing any situation should include these checkpoints.

(Refer to flipchart 1.)
1. Know what you wontbe certain that your goals are clear.
2. Know what Ismeeded to get what you wantdetermine what is required V achieve your

goals,

3. Know what you havereview the sources you have already on hand.
4. Know what you do not hovedecide what resources are lacking.
5. Know where to get whatyou needidentify who or what other group(*) can supply the

resources you need.

C. Lecture on theory of force field'analysis

D.

2. Cover the points in reference 3, definfng the following elements of force field analysis
a. force fields

b. driving forces

c. restraining forces

d. freezing

e. unfreezing

f. refreezing

g. objective

\-/
Sample problem

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., requisting longer, lunch
hours).

4
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Session N2

Time Sequence of Activities Materials

20 min.

D. (continued)

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

With group pirticipation, list driving and
restraining forces affecting this problem.

5. Next, list several objectives which, if
achieved, wilr help to solve the problem.
Concentrate on ways of reducing the
restraining forces.

Small group tasks and discussion

. 1. Divide group into small groups of three
or four participants each.

2. Announce two tasks:

a. Choose a past job-related problem of
one group member and diagram a force
field analysis of the problem on a
flipchart.

b. List the steps of force field analysis
on a flipchart.

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.

4. Tell group where they may work.

5. Reconvene group after 153ninutes.

6. Have: each small group take 5 minutes to
share its work with other participants.

7. Invite total group reactions to task results.

401

10 min. F. Conclusion

eview steps of the procedure of force field
analysis.

Eta. Newsprint, easel; felt
pen
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The Diagnosis S ge: A Technique

Points for Discussion

D. (continued)
4

3. This should be a light activity, so the trainer should choose a pr m statement that is not
charged, with strong feelings for either participant.; or tralne e focus of this exercise
should be on the processfather than the problem.

yd.

E. Small group tasks and discussion

r

1

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 summarize the
process.

Conclusion

Tape the steps of force field analysis on the wall and suggest that participants copy it in their
workbooks.
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Session N3
The Iriitial Contact Srage:
A Preparation Technique

{N
GOALS/OBJECTIVES: Participants will demonstrate their undeis ding of the criteria for a clear goal statement and

their ability to construct one by writing o oal expressing their intent in a future planned
negotiation experience related to their . Acceptance of the statement by their peers will
be the indicator of acceptable perform nce.

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(All handouts and
references are found
in Participant
Workbook.)

1 houi, 15 minutes

Easel, newsprint, felt pens

Handout 1, Clearly Stated Goals

Resource Mattrial, Goal Analysis

PRIMARY METHODS: Lecture, small and large group discuision, individual activities

MEETING
ARRANGEMENTS: Drawing 2, Classroom setup

Drawing 4, Workshop setup

(See "Illustrations of VarioUs Meeting Arrangements" in section IV.)
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Session N3

Time Sequence of Activities Materials

5 min. A. Opening remarks

State the purpose of this session and linkages
iri the plan, of instruction.

C

,

30 mm. B. Principles of goal analysis

1. Preparation

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 arrive at consensus in filling
it out.

d. Have each group discuss its individual
responses.

-

e. Reconvene total group and discuss group,
responses as well as reasons for these
responses.

2. Review of goal aatysis principles

a. Discuss the pot opposite.

b. Illustrate the di scion with examples
- A written on a flipchart.

c. Answer questions.

A-

64 Gi

B1. Handout 1, Clearly
Stated Goals

4'

B2. Flipchart
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The Initial Contact Stage:
A Preparayon Technique

Points for Discussion

-"= Opening remarks
-,-

purppse of this session is to focus on one of the important steps required in any systematic
tibnjor a negotiation.

is session and the next will cover the contact stage of the negotiation process. The contact
ge encompasses the preparation for and first meeting with the "other side." This initial en-

4,0unter; often troubled, often suspicious, often reluctant, can determine the outcome of the
negotiation and needs to be thoroughly prepared for.

47;

inciples of goal analysis

The negotiator who knows what he wants is the one who is best prepared for the initial
contact. The well-prepared negotiator has a-clear idea of what his goals are and what he-

wants the outcome of the new relationship to be.

Goals art often stated in ambiguous terms. Two people may find,itclifficult to determine
-what are the desired outcomes. During this session the trainer will help participants acquire
the skill called goal analysis.

Participants will begin by examining a list of goal statemepts a istinguishing between
those which clearly communicate specific intended outcomes arsd those which do not.

As the group responds, the trainer asks questions to prepare the participants for the criteria
which will be brought out in the following lecture.

2. The,purpose of this short talk is to4bustrate the essentialielemehts of a clear goal. Such a
goal is simple/direct, and uncomplicated. It is not necessary herein dwell on the distinc-
tiongkbetween 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 p#4s a statement of intended outcome, phrased in terms of action or behavior.
A clear goat statement includes some measure of achievement so one can know when the
goal is accomplihsed.
A clear statement indicates when the goal is to be completed.
In sum, 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 within
a definite time period.

, et
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Session N3

Time Sequence of Activities Materials

B.

30 my.

10 min.

t

. -0

(continued)

3. Practice anchdisc scion

*a. Tell participants they will practice
writing goal statements.

b. Allow 10 minutes for individual work:-

c. Form small groups and have participants
critique each othes statements (10
minutes). /

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.

Summary

1. UsiMg sample goa
practice exercise,
acceptable goal s

Recommend Goal
Mager for further

statements from the
review the criteria for
tement ..

nalysis by Robert F.
ading.

B3., Newsprint, felt pens

f
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.

The hytiat Contact Stage:
A Preparation Technique

Points for Discussion

B. (continu

3. Ask e participOts to write one clear goal statement expressing their practical intent in a
future negotiation expirience.

C. Summary

1. Th6 three criteria for a goal statement are a specific outcome stated in behavioral terms,
a measure of achievement, and the time allowed for accomplishment.

4

I
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Session N4 The Initial Contact Stage: A Strategy Guide

GOA icipants will identify at least five considerations th

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
All handouts and

ences are! found
in Pa , i..nt

rkbook, except
2 a 3. (See
section IV Trainer
Manual.)

OBJECTIVES: Part

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

pare a oomplete negdtiaximatzategV:

hour, 30 minutes.

t mus be taken into account to pre-

Handout 1, The Policy Meeting (Pr9,61em statement)

Handout 2, The Policy Meeting (Role description)

Handout 3, The Policy Meeting (Role description)

Handout 4, Observer Form

Handout 5, Strategy Guide

Reference 1, Conflict-Resolution Strategies (See session Ni)

Lecture, brainstorming, role playing, group observation, discussion

Drawing'6, Informal Discussion setup

"Fishbowl" setup, two chairs in center of circle of chairs

(See "Illustrations of Various Meeting Arrangement!" in section IV.)

4
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Session N4

Time Sequence of Activities Materials

10 min. A. Opening remarks

State the purpose of this session.

a

15 min. B. Role play: The policy meeting

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

2. Distribute handout 1 and Andout 4 to
the audience, seated facing the two chairs!,
where the play is to take plze.

3. Answer questions about the problem..
4. Let the role play continue nOlonger

than 10 minutes.
15 min. C. Total group discussion

y

44 70

1. Ask players what frustrated them most
during the meeting.

2. A observers to comment on the role
pl
f

y, using questions on the Observer Form
as a guide. A few sample comments will be
sufficient.

3. 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.

AIM

9

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

ment)

B1. Handout 2, The Policy
Meeting. (role descrip-
tion)

Bl: Handout 3, The Policy
Meeting (role destirip.,-

-tion)
132.- Handout 4, ObArver

Form

C3: Newsprint, felt pens
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4*

i The Initial Contact Stage: A Strategy Guide

Points for Discussion

tA. Open g remarks

Thus ar, examination of the contact stage in the negotiation process has focused on the need of
the negotiator to have clear goals 4c1 objectives before his or her first confroniiin with "the
other side." However, goal analysis it not, by itself, sufficient:preparation f!ir this important

4. first contact. The purpose of the exercise is to identify some.addltlonal factors which are neces-4
nary for a thorough negotiation preparation.

B. Roleplay: 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 p _articipants
to identify 'those frustrations. ,

C. Total group discussion

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

6
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Session N4

Time Sequence of Activities Materials/--

10 min.

20 min.

D. Lecture on the initial contact D. Handout 5, Strategy
Guide

Cover the points listed opposite, using the
Strategy Guide for more information and
reference 1 from session 1 as needed.

az,

t-.

E. Preparing for negotiation

1. Divide trainees into two large grOups.
2. Distribute Strategy Guide for review and

group discussion, as preparation for a
negotiating session.

3. Assign each group one of the roles played
at the beginning of the session.

4. , Have each group select a member to play
a role.

5. Distribute handouts 1, 2, 3, and 4 appro-
priately to the players and audience.

6. Have role play carried out in a fishbowl
setup, allowing coaching from other
members of the group teams.

' 72

Handout 5, Strategy
Gidde

E5. Handouts 1-4 (See B.
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The Initial Contact Stage: A Strategy Guide
-,..:

Points for Discussion u.

D. Lecture on the initial contact

° In studying the diagnosis stage of the negotiation" process, the focus was 'on learning to determine
the nature of the conflict and statingpriorities. In the contact stage of the negotiation process,
the purpose is to conceritcate on learning to effectively initiate confrontations. Th'e foil owing
points are crucial in developing a strategy for the initial contact.

1. Rank goals in order of personal, importance.
2. Determine goals and priorities -of the other side.
3. Recall the other side's usual response to such a request.

4. Be candid about the reason for calling the meeti

5. Don't demean the other side.

6. State the effect the problem has on. youand give

Ne. 7. Listen and reflect on what the other side says.'

8. Remain calm and rational. v'

fig.,

the other side a ch'ance to'do the same.

9. Don't ask the impossible..

104. Don't break off negotiations-without agreement on at least one item.
E. Preparing for negotiation .0,

The purpote of this role PplaV is to highlight differences between being ready and not being ready
for a negotiation session. coachirig by other team menpbers and changing players will allow;
additional strategy items to emerge.' It is important to focus on strategy factors, not drama.

:73
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Session N4
4)-

Time Sequence of Activities Materials

15 min. F. Total group discussion

1. Reconvene total group.

2. Have group discuss the differences between
the two role plays.

Point out the idvantages of being eady for
a negotiation.

-1' 4. Ask for comments on effectiveness of and

t6 satisfaction with this session.
S min. G.,. Concluding remarks

74
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The initial Contact Stage: A Strategy Guide

points for DiscusSion

F. Total group discussion

There are no discussion points fol. this section.

I

Concluding remarks

Restate major points of the session, as summarized in the Strategy Guide.

O

6

t.,

\c,
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Session N5

3
r

The Gtoup Problem-Solving Stage:
The txperienoe .

GOII

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(AR-handouts and
referencei are found
in Participant
Workbook.)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

Participants will be able to identify some of the difficulties involved in group problem solving_
once a collaborative effort has begun.

1 hour, 1'5 minutes

Handout 1, Kidney Machine Exercise

IndividOal task work, small group discussion

Drawing 6, Inymal Discussion setup to.

Twolarge circles of chairs**

Two tables, facing each other, with chairs placed on outside so people are facing

(See "Illustrations of Various Meeting Arrangements" in section IV.)

ft,

--7

tz
r-1
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A. Opening remarks

1. State the purPose of the problenrsolving
sessions. (participants should be seated in an
informal' circle for the first part of this
session.)

Illustrate sequence and relationship of
activities as shown opposite.
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The Gr Problern-S ving Stage: The Experience

Points for Discu sion

A. Opening remarks

1. The final skill necessary to bring about a successful negotiation is the use of the problem-
solving process to negotiate a consensus decision. The purpose of the negotiation is consensus.

Consensus is defined here as: Group solidarity in sentimenteand 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- z
tify its parts so that facility can be gained in practicing it; and (3) to emphasize two of the
factors which are key to,a successful problem-solving experience.

2. The intended sequence of activi les -ins ssions 5 and 6 is as follows:

Session 6

Session 5

I

Personal Choice
_of

Candidate

Group B'
Choice

Group A
Strategizes

Lecture on Process/Discuss

Consensus

Group B
Strategizes

^.,

"

Sessions 7 and 8 illustrate specific techniques and strategies for problem solving.
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Session N5

Time Sequence of Activities Materials

40 min. B. Kidney machine exercise

.1. Distribute handout 1.

2. Allow time for each.inWividual to read
thelmaterial and to make his own
choice of candidate for the machine.

3. Divide partiCipants into two groups.
a. hospital administrative staff
b. concerned citizens' group

4. Explain that each group must select a
candidate for the kidney achine within
30 minutes. The 000604 n between
the two groups will take pl ce after the
break.)

5. Have groups review materials and select
candidates.

.15 min. Break

15 min., C. Attempt-at-agreement simulation

Trt'xchtgr.qup is seated behind a table facing
the other group. One is group A, the
other group B.

2. Tell the participants the task for the two
groups is to select one mutually acceptable'
candidate for the kidney machine.

5 min. D. Concluding remarks

80

iv\

B.1. Handout 1, Kidney
Machine Exercise
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The Group Problem-Soking Stage: The Experience

Fbints fOr Discussion

Kidney machine exercise

Explain that the kidney machine.exercise is used to illustrate some of the problems involved in
attempts to reach group consensus.

vfl

I+

C. Attempt-at-agreement simulation

Trainer should not expectlgreement within the allotted time. Do not allO1/4v the discussion to go
-beyond 15 minutes. Remember that it.will'be continued in the next session,
Do not instruct the groups to select a leader. The simulation, will be more realistic if leadership
is. owed to emerge.

D. Concluding remarks°

(
.In this session the group has had an pport to exp

f,.
.

e what is involved'when a group
attempts to reach a consensus dec on. In t ex; sessi' the negotiation will continue and the
process will be analyzed. 8
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Session N6

44.

The.Group Probl -$01ving Stage:
--) . -The Pr cess ,

Participants will apply a five-element group problem-solving model as a measure for examin\..---
ing the activities, discussions, and agreements, which tcRik Mace during the simulation
exercise (session 5).

. ... .
. 14,

2. Participants will identify consensus on methdds of implementation, accountability, and
evaluation as the critical aim of thb group problem-solving process.

GOALS/OBJECTIVES: 1

4,

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
handouti and

references are found
in Portkipant
Workbook)

PRIMARY METHODS:

4ETING
IItitANGEM

k

ENTS:

44.

44-

-r4

1 hour, 45 minutes

Handout 1, Discussion Guide

Handout--2T Kidney-Machine Exercise (Have materials used in session 5' available for those who
need them.) -

ecture, group discussion, and presentation to the total group

Same settings as previous session (session 5)

Drawing 6, Informal Discuision setup

Two large circles of chairs

Two tables facing each other, with chairs placed so people faceseach other

(See "Illustrations of Various Meeting Arrangements" in section IV.)

\
-

L

I
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Session N6
-

Time Sequence of Activities Materials

5 min. A. Opening rennarki

State purpose of this session.

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

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

2. Explain that the aim of problem solving
is consensus.

3. Review the five-step model but emphasize
the consensus step as making thg principal
difference between individual problem
solving and group problem solving.

A

30 min. I C. Small group discussion and reports

84
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c
The Group Probl 7S lying Stage:-The Process

I /
, ,. /

Points for Discussion

,A. Opening remarks

This session is designed to provide an opportunity for participints to reexamine activities and
discussions of the previous simulation session in order to identify a process which can be used to
cope.effectively with futui-e group consensus problems. t

The same two gro s formed in session 5 for the kidney machine exercise will continue to work
.togettier.

B. Lecture on basic elements of a group problem-solving pzocess

.

1. Most of the trainees`have adapted some form °fa problem-solving technique for their own
alministrative used Have them identify some of these.
Point out that many forms of problem - solving techniques exist, ranging from a three-step
model, to a six-step model, tokionger.thodels.

Preseril the five-step model, whiCh will be used as 'a guide for examining the complex per-
sonal and group processes involved in the kidney machine simulation.

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

Consensus must be obtained in three areas:

Implementation How the agreement will be carried out;
AecauntabMty Who is,responsiblelor carrying it out;
Evaluation How both sides will know when it is carried out.

3. The five-step process is,to

a. Define the problem in terms of its impact on each of the negotiating parties.
1)1 Define the conflict in terms of the organizational objectives of the two, negotiating parlies

being different, but not in opposition. 4

c. Generate possible solutions creatively, as if each negotiating part/ placed its highest
,f;" 'priority orksolving the problems

d. EvaluatiFsolutions on e bagis of optimal impact on the problem..
e. Decide on a solution which includes consensus on methods of imiNementation, accounta-

bility, and evaluation.

Small group discussion and reports

Facilitator should circulate and help the discussion along.
The purpose of the comparison is to involve th learner in a process of interaction in group
problem solving. Learning comes from this intera ion and not f m acceptance of the five-step.6procs-presented. Trainers should not be alarmed if the five-ste process is criticiiedtand modit,
fled by the trainees.
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Session N6

Time -*'Sequence of Activities Materials

C. (continued)

1. Di;tribute handout 1. Cl. Handout 1, Discussion
Guide

2.. Have participants form the same two working-
groups as in last session.

Assign tasks: ti
a. Tell each group to compaie its process of

the last session .with the model process out-
lined in the Discussion' Guide.

b. Tell each group to select a spokesman Who,
can report to the total group on the last
session's process a 4 how it compares with
the model pro

c. Total group reco
group reports.

15 min. , Break

20 min. D. Strategy for reaching consensus

State purpose of next activity.

4
nes and each small -

) .

2. Have each group_meet.separately to prepare.4; ,-_

ltiktiegy,for the Vending-join;- negcrtiatiori '..-r.;
sesskm.

3. ExplairrIthat
,:-

graup Ts. -to anaryze its position
in terms of WitheirrstGlt steps in the group
problem-solVing'rpro61,ess-model.

4. Have each group setea'a negoiiator for the
joint meeting of both groups.

20 min. E. E Joint meeting for consensus
,

1. Have each group sit facing eacIVother.
. . ' . .

---.2, E)iplain,the,r2114c.,i.Ohelwo groups are to
, ---i-

reach tonSenusVrArc5anclidate for the'
kidney machipe7

3. 'The,negotiators selected by each group are
to guide the discussion.

F. - Concluding remarks

A

1

86

P.
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T h : soup Problem-Solving Stage: The Experience

Points for Discussion .

. ,

C. (continued)

. 7

D. Strategy fig reaching consensus
, *

r1. Explain that the negotiation to reach consensus ibout the kidney machine candidate will
again be undertaken. The joint nfeet.ng of the two groups will' be preceded by strategy

---11 ti sessions yy each individual group.
, .2. In the strategy sessions, eac group should use. the first four steps of the problem-solving

model to analyze its po on and prepare for the joint consensus meeting.
.

E. Joint meeting for consensus

2. The group is to implement step 5 of the modefil,ite., reach consensus on implementation,
accountability, and evaluation.

Concluding remarks

cat

v.

Reemphasize that gaining consensus about iniplementatiern, ac'eoudtability, and evaluation is the
criticait_." aim of group problem solQint through,neptiation.

tr- 1

a

r

J
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Session N7

V.

The Group Problerp-Solving Stage:
A. Technique

ork(
GOALS/OBJECT. E9: 1.

1IME REQUIRED:

EQUIPMENT:

MATERIALS:
(All handouts and
references a9e found
in.Po4lcipoht
Workbook, except-
references 1 and 2.
(See section IV
Trainer Manual.)

4, a
By participating in two dif ferent communication exercise?, participants will be able to state
the reasons for/the discrepancies in the outcome of the two exercises.

-

2. Participants will identify.two indispensable activities involved in two-way communication
that make it a rnore productive and satisfying form of corrimunicatiorr than one-way
communication.

question-asking and explanation

listening

1 hour
.

Reference 1, One-Way Communication

Reference 2, Two-Way Communication

Flipchart 1, Record of Responses (Prepare form ahead of time froin SaMple, reference 3.)

Flipchart 2, Record of Responses (Prepare form ahead of time from sample, reference 3.)

.

4

pAIMARY,METHODS: Individual work, group discussin

MEETING
ARRANGEMENTS:

,,,et

,r

s

Drawing 2, Classroom setup, with as much isolation per participant as possible

° (See "Illustrations of,Various Meeting Arrangements" in section IV.-)

mr,

4

- 89'
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Session N7

Time Sequence of Activities Materials

2 min. A. Openik remarks

25 min:- B. The coinmbnication exercise

1. Phase

a. Select a demonstrator fi.oth the partici-
pants, giving that person tithe to review
reference T.

,

b.. Explain to the grOtipthat the demonstrator
iyill-give them tlirections-for.drawing a'series
ofsquares;and..

they-areallowed to ask no questions
about the directiOns and to give no
audible answers;

(2.) they are to draw the 4iiresexactly-
asothe .demonstrator tells them and

,N.Ivs)-- as-qufacli as possible. - .

c. At the completion of the draviing have all
PartiCipants estimate the number of squares
they think they haVe drawn correctly and

, tabUlate parficigkants' estimates on flipchart 1.-

2. -* Phase 2

a. Follow clirectioni opposite and nave group
do phase 2 011ie exercise. .

b. Be sure at the end of the exercise to point
out and emphasize the differences between
the averages oh thetwo flipcharts..

.

ti ,

c. Use these differences to- highlight thedis-
_ ,cussion to TolloWabout the advantages

two-way communication.

(1. L;-

B1 a...Reference 1, One-Way
Communication .

,

Bic. Flipchart 1, Record of
Responses (Pr paredia-
gram ahead o ime.)

*

B2b..Flipchart 2, Record. of
Responses (Prepare dia-
gram aheid of time.)

B2c Reference 2, Two-
Comm.unication

va

,thif

C
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The Group' Problem-Sol Stage: A-Technique

Points for Discussion

A.. Operiing remarks

For this session, it is important to omIr any discussion of the purpoSe of this exercise until the
close of the session.

Tell the participants you have a simple exercise for them related to problem solving, the benefige "b,

of which will be discussed later in the session.

3

The communication exercise

1. Phase 1

**he demonstrator stands at the front of the room %Atli hisOr her back to the group. The
demonstrator is to answer no-questions, buct to follovithe-ins*uctions on the reference. The
demonstrator describes the drawings as he or she sees-them.

.2. Phase 2::

1/4

,

a. The firskphase of-the exerCisris repeated with the following modifications; The demon-
strator. uses reference he or she faces the group, and is allowed to respond to questions
from .,the grOup.

- .

b. After the drawing, t litator has each of the participants estimate the number a
squares each thinks he she driwn correctly in the second phaseof the exercise and
tabulates the timates on fli art 2: The facilitator thericuses charts land 2 to calculate
the average tiniated accuracy for referenCe 1 and reference .2 and inserts the figures on
charts 1 and 2.

. c. Next, the group is shown r(for the first time)'the actual diagram's for two sets.of'squares.
..

(reference .1 and reference 2).1 Each participant counts the number of squares he or she
..- actually did draw' Orrectly for each diagram. '-: .

,

d. In the last caltimns.Of charts 1
.
arid2rthe facAtator tabulates the number of squares the

pirticipants have, in fact, drawn:correctly for,eaCh.diagraiii.-Faiti tkese columns, the
y s tfacilitator determinehe averages for references 1. and 2 and rerOrds the figures.

. .
..... .

, - .
:, .. ' ft?

: .91
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Session N7

Time . Sequehce of Activities Materia's

201arin. C. Discussion of the exercise
6

44;

3 min.

a

1. -The discussion should bring but the follow-
ing points.

a. Two-way com unication is necessary for
_accuracy and derstanding.

b. Listening is essential part of communi-
cation.

c. It is imAtantto clarify what is said by
question asking and explanation.

2. Attempt to elicit the aboVe points from the
pvticipants.

Summary and purpose

See points opp. dike.%

0
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The Grou,Problem-Solving Stage: A Technique

Points for. Discussion

C. Discussion of the exercise

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, inarticulatenest, stereotyping, physical environment, m iod-wandering,
defensiveness.

Listening is the first step for effective two -way communicition andlhen to be sure the message
has beenheard correctly, further clarification may be sought. The more important .the communi-
cation, the greater the need to seek clarifying information about what has been said.

). Summary and purpose

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

We have previopsly illustrated that two or more persons or groups must tradeoff 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 needed to read', this Understanding.

The purpose of the demonstrations in the session has been to show the advantage of two way
over one-way communication in achievin mutual understanding.

V4

n.

C
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Session N8

ce

The Group PrOblern-Soltiing Stage:
A Strategy

I

GOALS /OBJECTIVES: Participants will identify successful and destructive strategies used in a conflict situation and
select the problem-solving strategy whiekhas the best chance of success.

TIME REQUIRED: 1 hour, 30 minutes

EQUIPMENT:

MATERIA1.11k.
(All handouts and
references are found
in Participant
Workbook toexcept"
reference 1. (See ,

section IV, Trainer
Manual _ ,

PRIMARY METHODS:.

MEETING
ARRANGEMENTS:

. -

Reference 1, Explanation of the Game

Handout 1, Prjsoners' Dilemrna:Tally. Sheet

Flipchart t, Prisoners' Dilemma Tally Sheet (Prepare ahead of tithe from h ridout 1.)

Simulatiorxerrise, large group discussion
e - '

, o 4:"-* 4 i

.Drawing 6, Informal Discussion setup (one circle,for,,eath team in far corners of room, two
chairs in center of room.) -. .. -.,

Drawing t, Rouhd Table setup i
(See "'Mull/ions of Various Meeting Arrangemerits" in section IV.)

..efF

t

41,

O

6

"it

e
27.

95
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Session N8

Time Sequence of Activities Materials

.5 min.

A

10 min.

A. Preparati6n

Be sure to read reference,1 before starting
the session. (- . ,

B. Opening remarks

The facilitator should sarcrlo,more than is -'
suggested under PoiniS for Diteassiori. This is
necessary for the game to be successful. !°.;

.0)

50 min. D.

Instructions for'the game

A. Reference 1, Explana-
tion of the Game

Flipchart 1, TallySheet
(Prepare from handout .

1.)

1. Divid the group into teams; red team
and b ue team.

-

Pass out handout1 and alloW time for
examination.. . . ,

3. Separate the two tams, sOthaarthey are
....)seated apart from one anothetii There is.

, to be no Communitaikith.the other
team in any way; verbally or nonverbally,
except as directed by the facilitator:

--4. Have each team select a representative t
carry the group's decision to''the fa6 ator.

,:
t ' 1

Playing the game-: , - .
1. Start rotind.1.-Telrthe teaMs Nit they

)Witl'Fiii 3 Mjnutes7i,t.?.trAke a team de
. , . .

the'in n t to write onir decisigo's,iiiitil -.

to be r. ettiiecton'hantdoui 1,--InsttuCt

- Yorfsignal.thai iiirre' is Up, lb th'af they will
noemake Iftasty decisions. .-

2. The representative of each team brings the
team'SAtitten choice to the facilitator.

4the-:facilitator announces the.choices and
.marks ea* team's choice Orillipchv 1. ,

.

3." Rounds 2 and 3 are conducted 'ip'the same :,,t.!.
way as round 1; ; i,. I

'-4: !.-,P.

4>

on,

C2. Handout 1, Prisoners'
Dilemma Tally Sheet A,
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The Group Problem-Solving Stage: A Strategy

Points for Discussion

A. Preparation

There are no discussion points for this section.

°B. Opening remarks

The facilitator.iS to tell the group very little about the game and nothing about its goal. It is
suggested that the facilitator read to the participants the first paragraph of reference 1 and
explain the Payoff Schedule' arpearing on flipchart--
(It is suggested the facilitator tryout the game ith a few individuals before the session.)

C. instructions for the game - z

A large room is best, with the two teams in far corners, and the iacilitotpr with flipchart 1 in
the center. Two chairs should also be placed near the center of the room.

q.
). Playingthe game

' 1. Each person.. may keep a 'record of the decisions on handout 1.
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Session N8

Time Sequence of Activities Materials

D." (continued)

41 Round 4 is announced as a special round,
for which the payoff points are doubled.
Each team is instructed to send one repre-
sentative to the chairs in the center of the
room to confer. After representatives have
conferred for 3 minutes, they return to
their teams. Teams then have 3 minutes, as
before, in which to make their decisjuns,
which are then recorded. Remind the teams
that points indicated by the Payoff Schedule

-are doubled for this round only.
5. Rounds 5 through 8 are conducted in the -

same manner as the first three rounds.

6. Round 9 is announced as a special round
in which the payoff points are squared:

= +9; -3 = -9. (Note that the minus sign
,is retained.) Team representatives meetfor
3 minutes; then the teams meet for .5 minutes
to make choices which are then recorded.

7: Round 10, the final round, is handled
exactly as round 9 was. Payoff pOints are
squared:

25 min.. E. Discussion

4

'1:

F.

Bring the teams together for a large group
discussion.

Review the course of the game.

3. Discuss with the participants the various
strategies they used and the beneficial
effect of die win-win'strategy.

Conclusions

rt.

;

.

..
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She Group Problem-Solving Stage. A Strategy

Points for Discussion

D. (continued)

4. There is no need to prompt the teams 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 themsef4s alone;

trt

6. Feelings should be high now. Depending on the teams' tallies to this point and on their
sftwegies and trust, they will feel that.they have.a chance now to win "big," or salvage some
respect. A , '

Discussion : .
,'..

Have participants discuss their win-lose feelings and the greater satiqfaction of a win-winiposture.
Point out the need for mutual trust. Discuss the consequences for fi4ture negotiatink relationships
when a team seeks only the highest possible score for itself on a single occasion.

-ii

e"

. Conclusions . ,'' s .

The game is intended to illustrate the merits of a collaborative posture i tr:group and inter:
/%. Ir.

.:. gro otiatink relations. In this frari:iework t -lose attitae usua y fails. The'exertis '''
,identi res a'successful collaboration strategy; thWiti id stratfty, With thiS type of strategy'
'Planned landliolOtaed; the negotiation process hts !Ad h greatetdiance of success.a * ( .

5
.e

4 .

0

00,

1116§. 7' ;
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f

Application Task: A Negotiation Mode!..
-4g

GOALS/OBJECTIVES: Participants will construct sample negotiation 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

problem target group identified earlier.a

TIME kEQUIRED: 1 hour, 30 minutes

EQUIPMENT: Easel,.newsp1eint, felt pens

MATEItIAI-S: Flipchart 1, Objectives of Negotiation Sessions (Prepare ahead of time from the objectives
(All handouts and , listed on the first page of sessions N1-N8.)
references are found Handout 1, Model of Negotiation Process (a)
in Participant ,

Workbook.)

$ .

Handout 2, Model of Negotiation Process

PRIMARY METHODS: Large group and small group work '

MEETING
ARRANGEMENTS: Drawing formal Discussion setup

Drawing 4, Workshop setup (three tables spaced for privacy)

(See "Illustrations of Various Meeting Arrangements" in sectionp.)

k

e

101.

.
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Session- 1'49
-4 .

4.

Time Sequence pfActivities ,

kfalerials

. 5 min.

- 5 min.,

A. Opening remarks

1/. State the purpose of this session.

2. -Review the series of exercises on
Negotiatione using tlipchart 1.

B. Constructing amegotiatiqn model
1. Divide group into three specialty teams.

a. Refer to step 5 of the group problem-
solving process, and recall the importance

_ 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-
sensds areas as its specialty foi critiquing
other's plans in the next session.

5 min. 2. Explain thellk of constructing a negotiation
model,

a. Work groups for this session will be the
same as the specialty groups. Each group
will develop a model for negotiation.

b. Review guidelines and options. (See
opposite.)

c. Have each group select a recorder a a
reporter. Each grOup will have 5 mi tes to
present its model after the work period.

d. Answer questions.

e. DiStribute handouts 1 and 2 as examples
of an acceptable negotiation model.

mt.
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4

A2. Flipchart 1, Objectives
of Negotiation Sessions

B2e. Handout, 1, Model of
Negotiation Process (a)

B2e.-Handout .2, Model of,
Negotiation Process (b)

p
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t
Ap licaatiorr Tast-k:.:A leijotiation- Model

A. Openini remarks
7

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

The model i§ intended to be a guide in preparing negotiation strategies for use with those
individuals, groups, organizationtand agencies participants must collaborate with in the4r
work. -

In the next session,-each participant will use his or her own version of the model in an
exercise dealing with the resource group for the problem target group which the participant

identified in the Community Assessment sessions.

B. Corigructing a negotiation model
. 1.. Evert\Oough the specialty teams will not function in this capacity untirthe following session,

there an advantage twidentifyingXhem early to giye each member a chance to be comfort-
able yiiththis upcoming specialist's role. Participants are to be ready to act as specialists in

-theitassigned roles in the next session.

4

2. Guidelineor.Model coostrus.tion

Cover the three major elementsof diagnosis, initial contact, and group problem solving.
Include a checklist of "things to do" to implement the negotiatioii, which can be kept

. for later referral
,

Make model comprehe we and detailed.-
Options for format

The modelmay:-

be a visual representation or picture of the process,

include any step-by-step guides already formulated during this seminar (i.e., it may simply
be a "cut-and-paste" version of what have already done),

be-handwritten, or typed actil photocopied,

be sketched orinewsprint,

be draMaticallypresented, such as,in a play, a song, or a dance. (This method should also
include a written checklist as la component.)

I
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Session N9-

Time Sequencerof Activities aterials

45 min. C. Small groups workoitask.
Circulate and answer questiSns.

30-5 min.

o

D: -.Presentation of-models

1. 1`. Reconvene the group and rave each work
. -group present its model.

2.. Conduct discussion on the completeness
and adequacy of each mode/.

Concluiion

-a

104.
9
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$1, \\
Application. Task. A Nego tion Model

Points, for .Disclasion

C. Smalticoups w rk on task
,

There are no ssion points for this section.
D. Presentation of models

-

Focus on good points and how models can be improved. Keep moags on Osplay throughout the
remainder of the program.- ,

V

E. Conclusion
. . .

In constructing thtit models, the teams have reviewed the negotiation 'process. Next,,tbemodels
will be applied 40 a practical situation.

t

44.

I
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Session N10 Application Task: Target Group Strategy
'

GOALS/OBJECTIVES:

TIME REQUIRED:

EQUIPMENT:.

MATERIALS:

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

f

Individually, participants will use a sample negotiation model to write a negotiation strategy
for approaching and dealing with a specific resource group, Previously identified in the Com- -1*
niunity Assessment" xercises.

2 houq

Pads and pencils for each participant, flipchart, felt pens

trfm negotiation models from previous exercise, and each participant's completed Community
Assessment materials from first part of course. .

Handout 1, Lapeliags labeled: Accountability, Iffiplementation, Evaluation' (Prepare.enough
for members of the three teams.)

*A fifth day can consist of the.final evaluation, debriefing, and'closing activities (optional).
_ - -

Individual task assignments, large group discussion`
Drawing 6, Informal ,Discussion setup'

Drawing 4, Workshop setup

(See."Illustrations of Various Meeting Arrangements" in section IV.)

107
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Sesion N10 43,

-Time/ Sequence of Activities Materials

45 min.

'Opening remarks.

State purl:K*610 this session.

Individual task work
1. Explain the three parts of the individua0

task.

:a. Writing goals
sb. Outlining a strategy

c. Stating activities for reaching goals.
. .

r

2? 'These three steps may be written on a
flipchart as th are explained.

B2. Flipchart, felt pen

3. Give group 45 rpinutes to complete indi-
vidual w,ork.

B3. Pads,plencils'

4. _Distribute lapel tags:to members of B4. Handl:nit 1, lapel -Pp
specialty teams.

30 min. C. Specialty area signoff
1. After completion of individual k work,

participants.are to have their work reviewed
and initialed by a member from specialty

108

teams of which they are not members: °

. - Individual refreshment breaks may be taken
during this period,
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Application Tasic Target Group Strategy

Points Ibr DitakiSSicr
. , .

v
# . K.

Opening .regosna
I

se of trussloston is;for narticipants c.:.-0 pram-ce the applic -00410 ozone of the modelS of
ion wellicn ...-.se, . nave just de Veloped to -tee resources within ose target problem group

their' the atrathv identified!:
,k

- .Thdirouprroenisser -nave studie--1 the negotiation process as a encouraging community
resource grouterItc ice action an analcohdl p,-raiem. Now they3111ave a chance to do the
type of thinicmc...incr layer anc -encil work tossar co preogre i oast an action when they
return home_

B. ; individual
S 1 Basec ooe- ...= -RegotiationOtigodel eac...1ii.?_, cam :lima in% Nip Carnmunity Assestment

mattroals oesamlibrg ,pis colOer -..arget great," sped zarticiplar is III, write a negotiation goal(s).expic:a!- cs --.:, Stirs identified co-rimunitv resource areeup. is to take for attackingif
the ...--4*. littn 7 -areer. sown.; A ,: sc

ractigir -s...lyistni- tr. outtone- ..,7tegoott.itiott ...c-ater, ror acme,. "Plecnif or her goalls). The
strausgy .,,i.ii'ole ,---us-_ co.-t -iagndiireAit..-.51, Comae:. arra iradiont Solving, and include
details. .,-, , 4%.ng eacr- ofibe_three teenensus FrTSS. ... iccowitability, implementatior

..,. .

and avvAiiiit idir

Eact tf--;

next '30 (1,40 * to me. achitic
_.,fiaiitoole's whict accomplish within the

C. Specialty ar., *s doff

The purpose .1 this a..
pant's stated .:,.tater
how each strategist "

Each participar7 -nu m'
and request the
or evaluation.

p

zr.e.,

tvity is to encourage discussion and to provide teedbacklon each partici-
-hetrainer's job is t: aiscussion about the plan, focusing on
know that the goa 'h: plan -,as been readied.

rake his or her pran z -'ember of each of the other two Ity areas
A to read his or -ter Ind "C <" it for accountability, i lemetitation,

109
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Session MC ,

-fime ,Stegiaence,of Activitie .Materials

.W min. M. Large grown analysis

1. ?articipants are se:aimed in a large -circle.

7 in turn, each persar announces

a. 'The ma! for hisiimn target grc,:b orontem.
b. The 30-ciaN ictr es for ache' in

goal.

3. r*.P rest of tier group comments `C71
person's Dian:..

4. `;.trong. points snook' Se noted and s.ggestions
made f07 improvement.

10 m -emark

40.

110
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i&

Ap lication lisk: Target Group Strategy__

Points for Discus Sion

I
D. Large oup analysisII. t: \L . ,

T6e p pose of this activity is to further encourage discussion and feedback.

)

et,

.fri
E.- Concluding remarks

a The task just completed has involved theseof the content of both the Community Assessment
and Negotiation sections of this week's . During the Community Assessmen phase, we
identified community groupi,needing al qhol program services. We then explore both the
unique problems and resources of those krows. During the Negotiation p e planned a
strategy for reaching problem groups and utilizing identified resources. Now wh emairn to be
done is to return home and attempt to apply these strategies. The materials devel d here by
each participant have been planned.to assist in on-the-job tasks. /

Itlis 40\
111
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Handouts
and
Referthice Materials

The following handouts and reference rrraterials are io be
prepared by the trainer and distributed at the time of the
pertinent session. They are not included in thePartIcl-
pant Handbook %cause to see the materials in advance
would dilute the effectiveness of the exercises involved.

-

J

4'.

1

d.
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Sessios. cook.

tiardrput 3LCollaboration Checklists

...-..ecklists can help parti...:-...ants generate a corrin-,..in -\ .
sifr,-;es Qf information (such as c ty OR county direct()

,n developing this agency ._ ,ol.

4
_ CZ :irec tory 'for use it an alcoholism agencyt,
:h services agencies) should be a

K To. Work With

',..-,....-lins'cornmitted to improving the community alcono isr .rogams

B. --.-r:ons providing alcohol treatment services

--ions operating industrial programs for troubled empi 'f

-sons providing outreach and referral services

:iyeriog all oholics,,including persons,who have use, :.-rerent treatment rr :Ides

drives and friends of al:::oholics.

.resenti.-ives of health treatment ageftcies

-se.. resentauves from education and drevention agenci.

-:er:Tesentatves from professional associations

Representatives from different targe:grpups

K Representation of all segments of the community

L. Puniic

M. Re:!resentatves of major human services agencies,pub Ind pr. vate

N
13.

Representatiires of planning agencies

0 Persons with technical skillssuch as in population ,stuu, needs analysis7fundraising and program evaltiation

P Representatives of the religious community

ti

A

:

-9

A

r
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Hlackiiut ---(cont'dj
Sessio, CA 4-

p

Det-,Oefing Guide,,tne

omestions can be us_ . dterbal reactions from articipants after the train:a,..- orogramis concluded.
infoIrmation will C the data collected on session rating forinsjif used and tb9rralreaction --n.

Wnat specific topics r se-_,ioni-cfid you like? dislike? For what reasons?

ow can specific topics improved?

which methods are mo' i.tive? I neffect. ve?

-low can the instruct° a oe improved?
,

1

n general, will the cora- 4ertr.0 be useful to you on your job? If not, why not::
\

Were the ctivitie, ir. Keeping with the session goals and objectives? fere the objettives achieved?

7. What otlyer general comments or recommenaatiors do you have?.

C-

sr,

4>

v. 4 4. 4.4 r

-

-e
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Session CA4

Typical Community Service Agencies

Ad Ult and vocational education departments of State,
Al-Anon'
Alateen

Alcohol Safety c.ti on Projects
Alcoholics AnZymous
AMerican Cancer Sokjety 'chapters
American Foundation for the Blind
American National Red Cross
Army community services r
Blind, Services for the
Boy Scouts of America
Boys Clubs .0

Churches
Community Action Agencies
Community clinics
Community counseling centers
Community mental health centers of local governme. _

Community relations departments
CoMmunity services associations
Community treatment centers

15%,

Courts
Crises intervention - centers
Diabetes associations
Drug abuse agencies "
Family counselingcenters
Family services, State. department of offender rehabilitatioi
Girl Scouts of Ameri,...5
Girls Clubs
Goodwill Industries-
Head Start Centers
Health departments
Hospitals 4"

Humane Society
Legal Aid Groupt
Medical centers

-c. ar :ounties

,116'

\ v

)
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Hit out 3 (cont'd)
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.6(<

Handout3- ,c,sr-d)

Nerghborhr,oc
Pensions ar.lz departments
Public healtr- rments

. Nation 1,m,
Social Sec.:1 n istration
Social serviu,-eaus
Training arid e!rnp. ovment services
United Fund

, .

Veterans sevices 3epartinehts
Vocatfona rmab:litatiop services
Volunteer ,,erv,ces
Welfare derr.artments

en.

-

7

les
a

e

J

sb. ,

Session CM
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Session N4

Handout 2:The Policy Meethig
(role description) )

rLyons' Role

40

Lyons thinkS public facilities are not sufficiently professional and not adtquate for his kind of clientele.

Lyons believes in long-term treatment.
4

He needs referrals, but he doesn't want to ris'k a public political fight. .1.

He feels a comprehensive system is of dubious ue, but will comply if he could see some increase In the
quaptity and quality of the county's pu I ervice. . f

... a

strategy is to preserve the status quo ilecaus6 he cannot benefit wi ut iong-term, massive public support.
.

.4

."1

41
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k

wHandout.3The Policy Meeting
(role description)

".

s a .--
Peterson's Role

r-

te 4

Peterson knows that a more comprehensive system is inevitable and he agrees with this concept.

However, in Sansagusta, he sees Lyons as an obstacle because Lyons' facilities are, he thinks, a "rip-off."
1-1-e is required to try-to get Lyons' cooperation, because of the'State's emphasis on comprehensive service.

Because comprehensive service planning is still in the developing stage, he sees a way of making aflame for
himself in this'small town. 6

, He must find .a way to coerce Lyons, because Lyons holds the power.

His agenda includes getting Lyons to do better eyaluation and refer sonie of his patients to the couriti.
His power is to withhold referrals and threaten a public exposure of Lyon's inadequate,.evaluation and intake
criteria.

91
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Session 114

\DO NOT COPY THIS PAGE
.

.0

Reference
0,ne-WIV Commtnikation

4

. INSTRUCTIONS: Study the figures 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 relationship of
each to the pr/iceding one. No questions are allowed.

Reprinted by permission from "One-War, Two-Way: A Communications Experiment," J. William Pfeiffer and John E. Jones (eds.),
A Handbook of Structured Experiences for Human Relations Training, Volume I (Rev.). La Jolla, Calif.: University Associates, 1974,
pp. 13-18.
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DO 'Cir COPY Ti i:S PAGE

Reference.2
Two-Wa ompunication

Session N7

NSTRUCTIONS: Study jhe figures above. Facing the group, you are to instruct the members how to draw them:
3egin with the top squa&'and describe each ¶Nuccession, taking particular note of the relation of each to the preced-
ng one. Answer all questions from participants and repeat if necessary.

teprinted by permission from "One-Way, Two-Way: A Communications Experiment," J. William Pfeiffer and John E. Jones (eds.),
I Handbook of Structured Experiences for.Human Relations Training, Volume I (Rev.). La Jolla, Calif.: University Associates, 1974,
p. 13-18.

121



www.manaraa.com

Session N&

DQ:1104 -COPY. THIS PAGE

0.

Reference 1Explanation of the Game

This exercise is a game which poses a dilemma for both teams. The analogy is taken from a "risk taking"-situation
similar to that experienced by guilty prisoners being interrogated,by the police. Before interrogating prisoners suspecte
of working together, thequestioner separates them 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 discussing goals.)

The participants are divided into two teams, the Red Team and the Blue Team. For 10 successive 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? The score each receives in a round is determined by the following pattern
of chOices:

Red Team
chooses

and
Blue Team
chooses

Score

If A X Both +3

If A
Red -6
Blue -4

If B X
Red +6
Blue -6

If B Y Both -3'

Since the players do not know the goal of the game, the-16ms will have little or nO motivation in choosing any letter
for the first round. However, they will have the Payoff Schedule in front 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 gain for themselves with a large minus for the
other team. They will begin to realize there are risks for themselves since the other team's motivation and thinking is
unknown at this point. After the first few rounds they"should begin to see the advantage of negotiating a winftrategy
for both teams.

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 combination will be decided on. However, the problem of
trusting the other team then will arise. These feelings and motives should be brought out in the discussion following
the game.

Reprintedby permission from "Prisoners' Dilemma: An Intergroup Competition," J. William Pfeiffer and John E. Jones (eds.), A Hand
book of Structured Experiences for Human Relations training, Volume III (Rev.). La Jolla, Calif.: University Associates, 1974, pp.
52.56.

122
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Appendixes.
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PURCHASE INFORMATION FOR
RESOURCE MATERIALS

The trainer will need a copy of the following books be-
. cause they contain important content covereilin various

sessions of the training program:All handouti, including
those reproduced with permission of the publishers di,
these wafts, are included in the Participant Workbook.

Understanding Your Community (Session CA5)

Development Press
Box 1016
Oakville, Ontario, Canada

$2.00 each; 20% discount when or ng 50 copies

N

....

A Problem Solving Program (Session

Leaming Resources Corporation
2817 Dorr Avenue
Fairfax, Va. 20030

$8.00 for a package of 20

124

j r.

Planning for Change (Session N2)

Leadership Resources, Inc.
1- First Virginia Plaza
6400 Arlington Boulevard
Falls Church, Va. 22044

$L50 each for 1-9 copies; $1125 each for 10-99 copies;
$i .00 each for 100-349 copies. $.85 each for 350 or
more copies

Goal Analysis (Session K3)

Lear Siegler, Inc./Fearon Publishers
6 Davis Drive ,

Belmont,Ealif. 94002

$2.36 ,each when ordering 5 or more cop'

2
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ASSESSMENT. FORMS:AND TAB AVON SHEETS

A Note to the Trainer Regarding Neils
Assessment:

The target audienci for ivh4n this training program was
designed is described on page 2 in section I of this man-
ual. On the following pages are forms to help determine
more precisely the needs and interests of the target audi-

,-
ence as a basis for planning a minicourse or some other
modification of the total course.

Two sets of forms are provided: en. for selecting a mini-
:ourse and one for selecting individual sessions. Each set
:onsists of two parts: an assessment fclirm to send to
,rospective participants and worksheets for tabulating
:heir responses:

the assessment form should be sent to prospective parti-
:ipants along with a cover letter announcing the course
sates, location, and other qescriptive information, as

yell as instructions ior completing anclreturning the
'orm.

The tabulation of responses can be accomplished by using
the appropriate worksheets. Step-by-step instructions are;,
included for determinirit the minicourse or session most
participants are interested in.

The assessment forms and tabulation worksheets provided
are:

4

I

Minicourse AssessmOt Form
Tabulation of Minicourse Assessment Forms
Session Assessment Form
Tabulation of Session Assessment Forms

Please note that these forms are'provided only7as models
and may be adapted by the trainer to fit a particular
situation.

1 25
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f. t*
* - i

Mini-Cotirsel AsSessment Form /J,,

(for 1--to 2 -days' training''
( 7 % .-, .--

NThe training program<you are invted to apply to attend
Will last: (to be checked by trainer) ,

(.- *
. -

'h\ day /
- \I day °I /

2 days / V

***A***************************************

In the spate provided below, rank the following mini-
:Course topics in the °Mgr, that represents your strongest,

needs. (1 = strongest; 5 = weakest)

b

(A) Selecting d Program Focushow to select an
organization's high priority target groups for
a programiocus. 1 day)*

(B) 4naly ing Target oup Alcohol problems
how t d nalyze the alcohol prob-
lems of a selected target group. VA day)*

(C) Planning To Work With Other Agencieshow
to plan collaliorative endeavors with other
organizations. (W day)

(D) Working With Other Agencieshow td ap-
proach and work, with other commty
groups. (1 day)

Collaborative Models and Strategieshow to
build a Model and strategy for dealing with
other agencies and groups. VA day)

(E)

*Participants are reminded to bring their agency's current` -grant
application, annual plan, or basic planning document because
they will be needed In these mlnicourses.

126
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2.

3.

4.

5.

ft
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fq

ulkion of Partici
(for 1to 2 -day program)

Alsessment-Form

cr

1. aunt up the number of 1 ratings received for each minicour and.multiply_bY five to get course score

Minicourse # of 1 ratings. Score

A. Selecting a Program Focus

B. analyzing Target Group Alcohol Problems

C. Planning To Work With Other Agencies

D. Working With Other Agencies

E. Collaborative Models and Strategies

X 5

X5
X5

X5
X5

2. Count up the number of 2 ra ngtiftrreatfilknicourse and multiply by four to get score:
f--

Minicouise

2
# of 2 ratings Score

A. Selecting a Program Focus

B. Analyzing Target Group Alcohol Problems

C. Planning To Work With Other Agencies is
D. Wling With Other Agencies

f0t1E. Collaborative dels and Strategies

X4
X4
X4
X4
X4

3. Count up the number of 3' ratings received for each minicourse and multiply by 3 to get score:.

Minicourse

ti c # of 3 ratings

A. Selecting a. Program Focus

B. Analyzing Target Group Alcohol Problems

C. Planning To Work With Other Agencies

D. Working With Other Agencies

E. Collaborative Models and Strategies

X3.
X3

X3

X3
X3

11
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tr
it

, 4,-
#

- 4:

4- Count Sp the number of 4 rings received fdeach minicourse a,,
11,

, .
Minicourse. ,

r

7o get score:

ngs

A. Selecting a Prpgram Focus

B. Analyzing Target)Group Alcohol Problems

C. Planning To Work With Other Agencies -4

D. Working With Other Agencies

E. Collaborative Models and Strategies

a

X2
X2

.e - X2
X2
X2

Score

5..Count up number of 5 ratings received for each minicourse and make nat number the scare:

Minicourse # of 5 ratings Score
4

---:s -
EiA. Selectf ni: .1 Pro am Focus

B. Analv-ing Target GrouTi-Alcohol Problems

C. :Hann ig To WO( With Other Agencies

D. ,ork,:-:: With Other Agen ies

E. :oll'aorative Models and trategies

128
-r).
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!t

6. --cld %Ate of eachinicoursz1 undenr5 to get cumulatKe scores:'

te.

....

Minicourse 4

Score
from

1 ,
c

Score
. from

'2

Scorei
from

3

...r

Score
from

4

Score
from

S

Total

A. Selecting a Program
Focus. .2.

, .
#

. ,

.

B. Analyzing Target '
Group Alcohol
Problems

-

0

.
-

.

il--
C.

-- .__..---
Planning To Work
With Other Agencies

.

N

e
.

.,,.

D. Working With
. Other Agencies

.

E. Collaborative Models
.and Strategies

,

e.

.

.. . .

7. Select as many of the mtnicourse, wit})..the highest scores as you need to frill the time available for training.

s

L--

9.

129
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Session Assessme
-

VIP

Foerm

In the space provided below, ran theAve most import-
ant session topic in the order at represents your
strongest traini'n eel!, (1 = strongest; 5 = weakest)

(A) "Data Pr i I: Clients in TreatmentVhow
to develdp .. programmatically useful profile
of clients. -.1/4 hrs:)*

"Data rofile II: Community Characteris-
tics" htl.)y, to construdi a comprehensive
cominunjty profile.,(2 hrs.)*

(C) "Grlup Apettment Modtranalyzing corn:
munity characteristics as a context of inter-.
preting data about alcohol problems. (1% hrs.)

(D) "Group Assessment Applica actice
in applying a "-social compass" to a s ific
community problem (11/4.hrs.)

"The Diagnosis Stage: A Technique" lect-
ing problems jor collaborative soluti
selecting groups to address problems req ir-
ing collaboration. (1% hr.

(F) "The Irsitial ..--ntact Stag A Strategy
Guide"how -J approacf -eoresentatives
from groups teat are potentz collaborators.
(1Mrs.)

(G) "The Group Problem-Solving Stage: The
Experjence':understanding the problems
that result when groups cannot concur on a
common approach to a mutual probleneh
(1% hrs.)

(E)

*Participants are reminded to bring their current grant applica-
tion, annual plan, or basic planning document because it will
be needed for these sessions.

130

1.

41-

1",

.

4ga

(H) "The Grpup Problem-Solving Stage: The e
Process"how to lead groups to a consensus.
(1% hrs.)

(I) "The Group Problem-Solving Stage: A
Technique"how to foster two` -way commu-

-nication with representatives of other
community groups. (1 hr.)

"The Group Problem-Solving Stage: A
Strategy"how to negotiate differences that
emerge while working with other groups.
(11/4 hrs.

(1)

Letter Full Title of the Session

ti
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1
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1

atiqn-of Participant Assessment Form's i

O'er condpctiRg individual sessions)
-.

-
...

,

\.. .-t,

? '.% r.' .

$ '1. Count LAp the humber of 1 ratings received for each sessionand multiply by five to get course score,, -,

4" Tab

/ O-

r

1

Session
.

. ,

# of 1 ratings Score

A. Data Profile I: Clients in Treatment,

B. 'Data Profile II: Community Characteristics

X 5

X 5

C. Group Assessment Mock li
%

. 1 X 5

D. Group Assessment Applica,tion
.

5

E. The Diagnosis Stage: A Technique.

)(
X 5

F. The initial Contact Stage:, A Strategy Guide ' X 5

G. The Group Problem-Solving Stage: The Ex iencemi X 5

H. The Group Problem-Solving Stage: The Proces

I. The Group Problem- Solving Stage: A Technique - .

. X 5

X 5

J. The Group Problem-Solving Stage: A Strategy
\

X 5

2. Count up the number of 2 ratings received for each-session and multiply by four to get score!

Session # of 2 ratings Score

A.

B.

C.

.D.

E:

F.

G.

H.

I.

J.

,--
Data Profile I: Clients in Treatment

Data Profile lk.Community Characteristics

Group Assessment Model ;
Group Assessment Application

The DiagnOsis Stage: A Technique

The Initial Contact Stage: A Strategy Guide

The Group Problerii-Solving Stage: The Experience

The Group Problem-Solving Stage: The Process

The Group Problem-Solving Stage: A Technique

The Group Problem-Solving Stage: A Strategy .

X

X 4

\
.

X 4

X 4

X 4

1

X 4

X 4

X 4

X 4

X 4
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k

. l .4 '.4 ,s, ,

$
07- p `. '., 1 - .--...,-

4 . 2 0. L 1 . \ ..,0 II_
.

..
.

. *. ' in .s ... '' I o , _2 '''' '

3. Count up the nunibtr of 3 raprigs received for eat session an4 multiplyiby.threetNei score?
,- ,Y ..c. , L

.-1PC

a

,
of -

-
/Session " . "

gl

..
# 9f.- ratylgs . , i 44 &re

.
)A.

B.

C.

D.

E.

F.

G.

H.

I.

J,

D'a Profile I: Clients in Treatment .

Data Profile II: Community Characteristics
. .

Group.Assessment Model .

Group Assessment Application

The Diagnosis Stage: A Technique

The Initial Contact Stage: A Strategy Guide

The Grou Problem-Solving Stage: The Experienceair

The GroProblein-Solving Stage: The Process

The Group Problem-Solving Stage: A Technique

The Group Problem-Solving Stage: A Strategy

r

,-/',, -

-

t

e ,

*

.

X 3 .

'X 3

,. X.3

X 3

,( 3

X 3'

X 3

X 5

X3

X 3

./
. . .

°

4. Count up the number of 4 eived for each session and multiply by two to get score:

Session
.

. #of 4 ratings Score

A.

, B.

,C.

D.

E.

F.

`G.

H.

I.

J.

Data Profile I: Clients in Treatment

Data Profile II: Community Characteristics

Group Assessment Model ,

Group Assessment Application

The DiaggIess Stage: A fechhi e

X 2

X 2

X 2

. X 2
.

X 2

X 2

X 2

X 2

X 2
, X 2

.

The Initiil Contact Stage: A Strategy Guide

The Group Problem-Solving Stage: The Experience

The Group Problem-Solving Stage: The Process

The Group Problem-Solving Stage: A Irechnique

The Group Problem:Solving Stage: A Strategy

..

4
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.ir

1 0

9

... e 4'

.

wb
.1.

ir
r ,

11

r

1 ';
.,

.11. W.'"7 - - ^K. _.t... . , . .,t .
- .. , 0 ,_ t
4. Courrt up the numberof SlIttlAggs:rg dive,,(1.Tor, each sessibriaod enaitelkstn mber. the sc

_ - - e -4
\.. -. .... ...td '

et.

(0-

{,
e. k ;

J

- 7 ):- tt. - -. )-.--, 0-
- .US.sinn Y t '.''' f.. '..-'4 ..`

t4
,

.

°.
." 4."
1(45 ratillgs

''':"

- 4 ,

s'i .:

'

t art

1

...
'4, . .

:I.-

Score

\ ,

. t
A.; D4ta Profile I: Clients in Treatrne.ht it ' rt-t

.

a. Oat ofie II: Community CharactOtist4'ic's s
.4

C. Group ssessmen; Model -
.Group

., D. Group Assessment Application
..

E. The Diagnosis Stage: A Technique
.2.,.

F. The Inita Contact Stage: A Strategy Guide

G. The Group Problem- Soling Stage: The Experience
.

H. The Group Problem-Solving Stage: The Process
-,-. ,

I. The Group Problem-Solying Stage: A Technique
.

f. ..,The Group Problem-Soiving Stage: A Strategy
_ '

1'

.

-

-/-

,

'

.

. .

/
-

4 1'

-

.../

:

.

,.----

,

.

e

. ....

. .

.

.

4-;
..

s .

,..e;

t
.

.

133



www.manaraa.com

s

6. Add score of each session under 1-5 to get cumulative scores:

Session

-

Scat;
from
- 1.

Score.

r
2

Score
from

Score
from

4

Score
from

5

Total

A. Data Pickle I:
Clients in Treatment

,

.:.t -

,

B. Data Profile IL;
Community
Characteristics

. .

.

,

.

C. Group Assessment
, Model ,

- .
-

.

D. 'Group Assessment
Applidation ...

1

-

,

.
E. The Diagnosis Stage:

A Technique
.

.

,F. The Initial Contact
*Stage: A Strategy

*:. -Guide _

.

.

.

-

_

,

G. The,Group Problenit
Solving Stage: The
Experience

1

- "

H. The Group Problem- :,

Sojving Stage: The
P?ocess

. , . . ,

I. The Group Problem-

.1 Solving Stage: A
Technique

..

.

,

,
. '

.
J. The Group Probldmg.

Solving Stage: A
.

Strategy

.
,

.

- -

.......
I

7 Select the session(s) with the highest score.
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ILLUSTRATIONS OF NARIOUS MEETING ARRANGEMENTS

. Round Table Discussion

o
C

0,000
0
0
0

.

0000

000 000
000 -000

3. Auditorium

D 000
D 000
D000
D000

SYMBOLS:

0000
0000.00000000

Chair

4

4. Workshop

000 000
OF ID 0

000 000
000

Cl 01 10000

1 6. InformarDiscuision

000.

O

000
Desk or Table Podium

135



www.manaraa.com

SAMPLE PRESENTATION CUE CARDS
(actual size5 x 8)

media
materials

-equipment Session N4
Title: The Initial Contact Stage: A Strategy; Guid

A. Opening remarks (10 minutes) .

Previous session focused on need for clear goals and-objectives
-Purpose of this sessionto identify some additional factors necessary for thoroegh negotiation preparatioi

B. Role play: The policy meeting (15 minutes)'

Hanciotits 1-4

Assign players and give problem statement and ctive role descriptions prior to session

Purpose: demonstrate frustrations resulting if no advance preparation
Procedure: distribute handouts 1 and 4 to audience

participants read problem statement
ask for questions
start role play; continue no longei- than10 minutes

C. Group discussion

I
flipchart

' Ask players what frustrated them.
Ask observers to comment.
Brainstorm obstacles.

media'
.materials
equipment Session N4 Title: The initial Contact Stage: A Strategy Guide

Handout 5

Handouts 1-4

D. Lecture (10 minutes).

, Diagnosis Stage: determine nature of conflict and state prioritie§ A
initial-Contact: initiate an effective confrontation
Elements of a strategy rank goals in order of personal importance.

detetsnine goals and priorities of the other side.
recall the other side's usual response.
be candid about the reason for calling the meeting.
don't demean the other side.
state the effect the problem has on you and give the other side a chance to do
the same.

listen and reflect on what the other side says.
remain calm and rational.
don't ask the impossible.
don't break off negotiations without agreement on at least one item.

sparing for negotiation (20 minutes)

Divide trainees Into two groups.
Distribute strategy guide.
Assign a role to each group; each group picks a member to play the role.
Distribute handouts 1-4 to participants appropriately. (one group gets hangout 2; one group gets handout;
all get 1 and 4.
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EVALUATION INSTRUMENTS
3

I

Participant Pre/Post- Cognitive Test

(to be administered at the beginning and end of the
course)

Participant's Name Date

L On the list below, check the information necessary to describe the makeup of a total community
(community profile).

a. average age of population

b. marital status of population

t. juvenile court referrals

d. incidence/prevalence of _alcoholism

e.est records

f. alcohol program budget

g sizeof transient population

h employment data .

i description of governmental structure
4

j. average income of population

k. educational level of population

I. political affiliation of population

m. data on causes of traffic' lccidents

n. community service agencies
f

2. On the list below, check the information necessary to accurately plan a community alcohol serv-
ice program (description of community's alcohol problems and resources).

average age of population

b. marital status of population

c juvenile court referrals

d. incidence/prevalence of alcoholism

e. arrest records

f. alcohol program budget

g. size of transient population

to.

h. employment data

i description of governmental structdre

12:

j average income of population

k educational level of population

I p'Iitical affiliation of population

m: data on causes of traffic accidents

n. community service agencies
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3. Add at least three additional kinds of information Which are critical to planning a community
alcohol service program.

Specify at least three important categories of in-
formation about your community which are
missing from your own community data which are
necessary for a full description of the:

Total Comiriunity Alcohol Problems and Resources

5. What is thi purpose of negotiation?

Name. three majtir.s in.the riegotiatiOn prOcess:

/

7. :Nartie two essential...4440110, in preparing for

c
negotiation. A

ft. Name at least two factors which'are basic to success-
ful negotiation.
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Answer Key

Participant Pre/Post Cognitiye Test

1. a. i.

b. */
41/

.c. k.

d.

e.

f. n.

h.

2. a.

Source of Content'

Session CA3, handout

-A case should be made' for including g, i, and n as well.

Session CA2, handout 1

b. In addition to the problem indicators, data on the client
population should be collectedusing the same categories

c. k. as for the general population, i.e., age, sex, etc.

d.

e. m. o
9-

n.

h"
es

Sample items are listed below. Neither list Trainer background and participant contributions.
is exhaustive.

Nature of problem

a. size of special target populations
Youth
Women

Minorities
Elderly,

b. underserved groups or areas

12s

jt
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Nor

A

3. (cofitinyed)

c. hospital records on alcohol- "related
illness

. .

d. statistics on-alcohol-related crimes,
including child abuse

e, community standards regarding
drunkenness and drinking

Resources

a. referral agencies

b. funding sources

c. funding procedures

d. volunteers

e. community social, health, religious, and
educational service?'

)-4fr Subjective response (in,gisre' wing the posttest,
t. look for new or additional indicators not

mentioned on the pretep).

Source of Content

The aim of negotiation is to resolve conflict , Partic/int Workbook, Session Ni
with a compromise or solution which is mutually
satisfying to all parties involved.

Negotiation involves steps: Session Ni
a. diagnosis

b. makini4itial contact

blem olving with other groups involved
7 Establish clear goals and objectives; and develop

a strategy for the initial contact.

6. cceisful negotiation depends upon:

a. ability to determine the nat &re of the conflict

b. effective initiation of the confrontation

c'4141ility to hear the other's point of view

d. utilization of problem-solving processes to
bring about consensus

140

Session N4

Participant Workbook, Session Ni
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Session Title Date

Participant Post Session Rating' Form
(administered at endf each session)

Please circle the response which most accurately r flects your reaction to this session.

I. Relevance of session content to your heeds:

Highly
Relevant Adequate

1 2 3

Relevance of session methodology to your needs:

Highly
Relevant

1

Adequate

3

Relevance and usefulness f handouts (if applicable):

Highly
Relevant Adequate

1 2 3

Degree to which you understood the objectives of 'the session:

Thoroughly
Understood

1 2

Degree to which objectives of the session were achieved:

Completely
Achieved

1

4

4

4

4

0

Very
Irrelevant

5

Very
Irrelevant

5,

Very
Irrelevant

5

Did not
Understand

Them at All

5

(

Not Achieved
at All

141
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6.

1

Degree of your interest in the session:

Excellent : ,Poor

1 2 1 .

..)'
3 4 5

'4) .
7. Applicability of s4sion content to your job duties and responsibilities:

Highly ..)1 .
i-

e
Relevant 1......\: rj Irrel tvirit
1 .. 3 4 -- 5

8: Effectilieness of itiilititor presentation:

Extremely
Effective,

1 2 3

9. Please offer any general comments on suggestions for improvement of the session. -

41/14

Extremi& y
In effec.tiYe

4 5

4
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Date

'Participant Final Evaluative Review
(to be administered at end of last session)

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

a. Relevance of seminar content to your needs:

Very Fairly
Relevant Relevant

1 3

b. "Mix" of intellectual materials with examples or applications:

Very
Good Mix

Fair
Mix

1 2 3

c. )Trainer /team perfo'rmance (i.e., clarity, unity, cooperation):

Very
Good

1

stL
d. Course environment (te, accessibility, materials, arrangements,: e . ): 0. , <'

.. :

Very
. e Not

Appropriate Appropriate Appropriate
1 2 , 3 T, '5

. -.4... ,
-

e. Opportunity to inform course staff and other participants of your changing needs, views, etc.:

Ample Opportunity

Not
Relevant

4 5

4

4
Poor
Mix

5

Poor

5

Some
To Be Heard. Opportunity To Express Myself

Little or No Orrportunity

2 3 4 5

f. Delivery of new information:

All New Some New
Information Information

1 2

g. Please rate the course as a whole:

Very Good

1

3

Fair

4

1No New
Information

5

Poor

3 5

/32 143
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2. During the course, what presentation or activity was most rewarding to you?

Why?

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

Why?

4
4. How valuabwere the handout materials and readings?

Most
Valuable

1 2

Fairly
Valuable

3

5. 'How would you rate the seminar as a whole in relation tof

a. Clarity with which goals and objectives were stated?

Very Clear Clear

4

b. Achievement of stated goals and objectives?

High

Achievement

1 2

Moderate
Achiivement

6. List any unanticipated benefits you received from attending this program.

Not
Valuable

5

Not Clear

Low
Achievement

5

144
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ot

t
. .

.

7. Please add any other comments or reactions below relating to any aspect of the train g that had an impact on
you and that we have not covered in the Orevious questions (Hotel accommodations mealOupport staff, sequence
of events, workload, library, etc.).

1111fi 2 _

J

U.S. GOVERNMENT PRINTING OFFICE: 1978-281-265/1196

1341

idr
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V

I
METHODOLOGY:' The course is presented in a small-gro0 format with 10 to 20 participants.

The course has very little lecture. It relies heavily on experiential activities, workshops,
discussions, role plays, and so forth. , r.

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

iarft rse is deigned to present neje information and develop new skills in tl1e context of
ticipant's past experience.

FACILITIES,
MATERIALS, &
EQUIPMENT
NEEDED:

TIME:

meeting ropm to accommodate 16 to/20participants (with space for small group
work, either in same room breakout room)

Flipchart
1.

Duplicating facilities for running off assessment and eauation instruments'

Depending upon the needs, interests, and time of the group to be trained, single sessions
mor a'combination of sessions may be used. The entire cour 26 hours long and consists

of 16 sessions that last from 1 to 2 hours each.

An assessment process is described in seetion IV of the Trainer Manual to assist trainers
. in tailoring the training offered to the needs and time constraints of their own target

groups.

, 4

1 3-5-


