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Participant

Prerequisite:

. Training Program Information

- problems is the basis o7 e trau‘lg program. -

-

4 . . ..

To build or improve the basic plammmg skills needed by persxms 5po>snble for prog#Am
_planning in alcdhol service agencies. . ¢ .

Participants will learn a_generic proogram planmngla?ocess am: . it by developlna pre-
liminary plan for addressing a promlern identified by the partxunmtfand hls/her surrvnsor
prior to the training program. H

Participant Workbook is for use b»- Tarticipants durmg}ﬁimng andasa referencewward
For the trainer, the Participant Wemeoook is also a pri resource in prepanng ra--&-wer*
of the program. Lt contains both esmential sub;e;:t mfitter an ion exerclses.

Trainer Manual mclu&s backgrousd material for traind) reparat;on,_ tralmng Program evasis:-
tion, materials, and masters for hamdouts and overhead tran$parencies to be used ir “ne couwsss.

Sessioh Outline C‘a!ds fe used by ne trairer to guide.the presentation aof each seasign.’ They
provide concise cover of s/ questzons or points to be raised, as, well as the sequence, trme,
materials, and equupmsn' for each aczwity. They are compact and easy to handle durlng
course presentation. > o e

LS B

ThIS trainirig program. - -designes ‘or szaff-in exlstlng,servuce agenmes who are “sponsxble_” :
planning the developme-: or expamsion of orograms responsive to commumt\, Alcohollsr'

" service needs. The audievice for wwis program could include either administratwe or clinical

staff whose effectivenesss depenass upor: acquisition or improvement of basic skx Is irr systa-
rnatlc planning for cormrr  aity ae- choiesm services, - . o ¥

-

The .cobrse Iooks at camrwanity 2rablems and suggests'a framework for their resolution. It

_does not deal with thv \aesstic ¢ .:rganizationai-aspects of program developmer=. -

Coy . - o
As a prerequisite, eicr. Imeticant *=nst submit an alcoholism service related problent identsfied.
in conjunction with hsimer supesssor.. Work on appll::gtlon of planning skills o partmpunt

t

A

{Continued on inside back cover) /
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Planning A/cohoﬂsm -Services: A Basic Coume In Asse.s:— ] '

memz, Program Desigr, Jmplementation..arid Evaluatior
wa- developed by the National Center for Alcohol- Edu-
cammen in conjunction with a team of practicing zgo-
halllem counsetors and trainers employed by the Division
omAicoholism and Drug Abuse, West Virginia Dep3

ment of Mental Health, and by a private agency.

Wess:" Virginia team specified the major activities and be-
haw~as required for developing community programs to

- exmand or augment alcoholisim services. These activities

C

ana nehaviors were then verified by a sample of West
Vitwria counselors and supervisors as well as by a na-
tionws: 3anel 'of prominent alcoholism-counselors and*

coumssor educators. These two groups identified the

- neew -t community program development skills, al-

thougtfthey did not designate them as intrinsic to the
counseior role, which the West Virginia Division does.
That 5. me-State of West Virginia: mandates that alco-
holism ¢ comnselors in its employ are to divide their time
about eumaily between counsellng and commumty pro-
gram acowities. - .

Among-tne teaim and the panel-members there was
agreeme—t that the possession of generic plannlng ski
was essemtial to the development and expansion of com-
munity acoholism services. Under the direction of Helen
L. K. Farr, Ph.D., project manager for the National

nter for Alcohol Education, center staff drafted a
Paticioant Workbook containirig basic reference infor-
~Mmatias- o the planning process and exercises for- the :
tral_mng program, as well as a Trainer Manual contalmng

: * . -

NIz S .

.‘.%J'*

astep-m~step guide for trainers @ =se in cosrducting the .
- leaming: activities. Following revesmns in botn documents

based ~m suggestions from the Wemez Virginia team and
three rewiewers working in or clamerv retated to com-
mumityv alcoholism pregrams, theezraining program was
pilet tessted in West Virginia, Tenmessee, and Minnesota.
The magerials have been revised since the pilot test to re-
fle<t emaluation findings, site observations, comments for
trasmer= and. participants, and three additional reviewers.

- One such revision was the preparation of ‘Session Outline

Cards i facilitate the trainér’s delivery of sessions.

- Special acknowledgement is expressed here to. the mem.-

bers of the Wast Virginia team, selected by Raymond E.
Washington, Director, D|V|5|on on Alcoholism and Drug -
Abuse, West Virginia Department of Mental Health, far

“their contributlons to the development and pilot testing

of Planning Alcoholism Services: a Basic Course in Asséss-
ment, Program Design, /mplementat/oq.xand Evaluation:

John Bianconi, M.S.

Treatment Services Coordinator
Alcoholism and Drug Abuse
Division of Mental Health
Charleston

Jack-C. Clohan, Jr., M.A.
State Training Coordinator
¥ ' Alcoholism ahd Drug Abuse -
" Division of Mental Health
Charleston-

ey
/

e .



o .. Charmaine Dpmac. M.S.W.
Counselor
Center on Alcpseamsm and Drug Abuse

Parkersburg

Jerry Duckworsh, 8 A,

State Preventoar: Jmordinator
Alcoholism agr >mrug Abuse
Division o Mewz Health
Charleston

*  G.Thomas Parker, B.S
Coordinator
Alcoholism ano Drug Abuse Program
FMRS Menta; Heaith Center
- Beckley

Gerard J. Schmidt, M.A.

Coordinator
. Center on Alcomnnsm and Drug Abuse
*Clarksburg

Collett Smith, M_A.

Couqzelor .

Centef on Alcoholism and Drug Abuse
“Charléston .

L

and to the panel membc‘s who reviewed the activities
. and behaviors requirea for developing comnmlty pro- '

grams to expand or augment alcthlisrn services.

L. Sherilyn Cormier, PR.D.” - :.
Associate Professor ‘
: Department of Counselmg and Gu,tdance
e West Vlrgmla University

'Fred Dav:s MS.Ww.
Alcohollsm Program Manager *
.Roy Littlejohn Associates)nc .

Gloria ﬁoran, M.H.5c.
Training Specialist h
Regional Training Program for
" Alcoholism Counselors
The Johns Hopkins University
*William Gudeon D.P.H.
Professor of Alcoholism Sciences
Governors State Umversny

g Norma B. Gluckstern, Ed.D. N
Team_Le;der, ?galth Care in Correctiohal
| " Institutions

/ University Research Corporation ¢\ .
Gl . . L% '
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._Harold. Haskney, E4D. . * . - - R
Associate Professor of Counssling o
Counseling and Personnel Services . >
Department
Purdue University . L .-
o . E 2 /
D. Corydon Hammond, Ph.D. ’ 7

.

* New Hampshire L

ThelNationalVCenter for Alcohol Education extends its -
appreciation to the first draft reviewers of the Partici-
pant Workbook and Trainer Manual:

" The University of Utah

-Regional Training Program for ti

.Coordinator of Training and Research
Alcohiol’and Drug Abuse Clinic
Universjty Medical Center

Norman Kagan, Ph.D. . .
Professor. - *. : '
Department of Counseling and Personnel .

Service . - .. /

'Michiyn State. Universit§'

Rlley Regan, M S W
Director . . T

~

‘Division:of Alcoholism’ .

"New Jersey Department of Health

.

'_Chaim M. Rosenberg, M.D.

Assdciate Prafessor of Psychiatry
Bostonawﬁ_versny School of Medicine -
. J- ‘_' I ’

Abraham M. Schneidmuhl, M.D.

Alcahofism Counselors |
The Johns Hopkins Un‘Yersity ‘,‘ .

Gerald D. Shul)man M. A . .
Vice President of Chlt Chat o .
Foundation and Executive Director g

of(fhlt Chat Farms and Caron .

7 Hospital \_ e o
" Wernersville, Pennsyl»‘%\ii \
Jessé E-Trow, MP.H——
N

Executive Director
Program on Alcohol and Drug Abuse

i : .

Lo

\" ‘ _.» J

Jame¥ |. Davidson, B.A., B.D. -
Ex&utlve Director * J .
Alcoholisnt Coundil ofGrqter s N !

Los Angeles® * e
Los Angeles, California
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Training Program Goals . " and sequence of the trammg progrdm and begin to ex-

[ » The partrcxpants quI understand and be able to,apply
a generic pla’r(lung process in the development(:)\jxpan-

snon of commumty alcohgllsm-related services

>By the completion of the training program participants
‘will be able to: -

N

.T e define and identify examples of all four com-

. o . .
ponentsin the planning process; i.e., asszrrrqnt,

| ' program design, melementatudn and
- . evaluatlon, . -
0 défine and identify examples of all the major '
: activities in.each of the four components pf
the plannéng process; - R
R

e /use the_’planf;mg process ona given confnunity

_problem in a simulated community; and

e ® apply the planning process skills covered in this.

" training program % an action plan for a problem
. area identified in advance by the partlcrpant
ahd hig/her supervrsor o

Sessron One lntroductrgn and Welcome

An atmosphere is established to foster
learning by prayiding an oppdstunity for the *harticipants
_.and, training staff to-become acq‘uamted Participants

" will bet;gme familfar with the goals objectives, content,

-

S yrbpsls:

"o ]
'
> . . _" ~
r- - oo
: o _ . . ' -t [N

plore how a planmng\process can assist them in develop-
ing alcoholism services. (Training program evaluation

. data may also Uégathered ) ‘ 5

B Ob/ectlves Partucuphntswnll : .

L] become familiar with the purposes and ob]ec-
tives of the training program, and

® establish a workable accommodation between

- their expectations and what is bemg ffered

_in-the tfaining program.

Session Two: Planning and Commumty
Ir;,volvement _ . . ..

~

Synbps:s This session focuses on the importance of

volvng various segments of ?he commumti' in_plan-

ng for the development or expansion of attohollua[
services. A list of the major. activities by which a
planner can further such invoivéent is presemed for
review by the participants. Aftet a brief considérdtion
of which activities might apply (o their back homé _

. 'problems the participan®® name the kinds of |nd|vrduals

"and groups they expect {p involve in working on their .

_ resources in a tea

,\"

problems. As an-outcome of thls\actrvi&y, the use of the’ l\

term-“community” as the context for'exercises in this«
training progra clarified. Finally, th% participants
perform the Brrc:{':rl Squareé exercise, which |Ilu’tfates
inan experiential way the importance of coordmatmg
@or community effort, , -~ , «

! . . . .

v . LT

J

¢

A
-



Ob/ect/va' Partncupam.s w'1l F_ -t

R . of the community when planmng for alco-

holism servnces

} _ = programs; . J

-

® list at Ieast three kinds of mdnvnduals or groups
,4n the commumty they will probably want to-
A . * work with on activities to establish or expand

alcoholisn} services‘ and

, both effectively and efficiently.
» € ~ . - < ~

vt

N -2 concise problem stitement. ‘They apply what

have%earned b¥ writipg problem statéments related to a
simulated community-situafion, and to the “back home

Y problem they brought tg the training program.

- »

Ob/ectlves Part|c1pants will:

he . -

® given a possible
+ Community, ap

~ -~
.

\

About the Pro em

* . Synopsis: Session ur helps the participants under-
' nd and carry- ot th second major step in assessment,
gcific problem. Participants
will focus on tHe kihds ofmformation needed to deter-
. minaghe extent of the problem(s) and on ways to

"“collectmg data about g sp)

*\ idemmtify sources t’rom whla(the mformat:on can be
extractcd , ® ] _
g . . DU | ’

Ob/ect/ves Partmpants erL

’ . describe the kinds of data req’ed.to ade-

quate?y address a specific problem, «
' . v e
Q ¢ % . . .

ERIC FE

Aruitoxt provided by Eic:

@ identify two essential reésons for being aware

¥~ =~ @ c;a(vat least two common difficulties.in éligfting
“community cooperation on alcoholism se

L specnfy cruclal |ngred|ent for maTdng certain
that necessary- community resources are used

Session 'i’hre'e: Assessment: Stating the Problem

. Synopsis: This session provides participants witl?an over-
‘ tew of all the major, steps involved in garrying out a sys-
L/:ematlc needs assessqu/EartICIpants are mtroduced to
¢ a detanled’deslnptxon of the first major step in commun-

' * ity assessment: identifying and describing a pro bley

broblem area from a simulated
y the first majer step of a
to identify in clear and pre-

L ‘ cise'lan‘gyagleast one specific and distinct
. problem inythe p'ossnble problem area; and :

sessment: Collectmg Data

L
4

matlon can be extracted and
AN

- L
<o spéll out ways the needed jnform
: becollected. . = . i '

-

“~Séssion Five: Assessm%t Anafyzmg the Data
forgDecisions ©
_/‘ -, v ~

4

S}n_opsis.'. This session complet work on the assess-
ment ponent of the planninig{process and marks the

_ transition to the second component progrdm deslgn
Partlcnpants learn how to analyze data from a simulateds
community so that problems can be rapked and dealt

with through decisive and coordindtedfaction. Partici- —

pante.continue'to work on their back home problems:.
Objectives: 'Participénts will:

. ® I|st three necessary steps in analﬁfng the col-
lected data; and .

» .
. |dent|fy at least,three bases forrsettmg priorities
and makmg‘ﬂecnsnons about problems

Sesgion Six: Program Design:~'Settir_13 Goals
SynopSIS This session mtroduces the program deslgn
component of the planning process Participants .

learn how to formulate goal statemen® that are respon-
sive to'the need(s) f the target group identi
the assessment phase_and selected for action.
sion emphasjzes that goals are outcome or result s

. ments and not activity statements. It lays the ground-
swork for the specification of: concrete program

. - & .
/ ' ) .

Objectives: Participantswill: - %

objectives.

@ 'given prob1erﬁ statements Based on the simu- .

lated commumty, write goal statements accord-,
- ing to }‘rammg program criteria; and -

O'I\Mne a goal S[jlement responsrve to. their back *
home problem statements as formula/ted in thé
-+ . assessment essmns‘“ . : N
R (4 .
Se,ssnon Seve%ogram Design: Specification
‘of Ob]ectWes - *
e ‘ ) ) . .
Synopsis: In the previous session, participafits learned
w_to formulat® well writteg/goal statements for a
program addressing an identified need. In this session,
they work at making these outcome sfatements spe-

cific, time-phased, anti measurable When properly
formulated, program ob;ectwes provide the bases for

)evaluatlng the degree to which a program goes acc&rd-'

ing to Ian .
glop : A P o

) 11 . - ‘~

~

N
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... Objecties: Paricipantswill: _\ "¢ . Objectives: Participamswillbesbleto: L g N
. e A _ R ” T
8 97 Jdentify_&ﬁour essential elements of a pro- . @ desc;nbe several management skills that'can )
B gram objective using the criteria provided in the . assist them in implementing a planned pro-& Lo
. ° training p. ; ' e . . gram; anq ‘
. . given a sample goal statement, write prografi  © - . @ describe an information exchange channel that
g objectives using the four criteria; and ’ , - can be used to keep participating parties in-
Ce ) . . fgrmed on the progress of an established plan,’
- @ write apeogramiepjective for their back home ) _ ’ ‘ ) RO
, . " problems. Nl SR S . Session Eleven: -Program Evyaluation .
£ o - — . e N
Session Eight:. Program®Desi§n: (;hooéing Synopsis: This session focuses the'participants’ aten- '
3 ~ aStrategy .’ .o tion on the neéd for conducting an evaluation of the
. . o . . < program develgped. It brings together many activities ' .
= Synopsis: This session provides a modekto help partici- that were considered in earlier sessions and shows how - ¢t
< . pants choose a strategy for carr-yin%out the program ob- they-relate to and contribute to the evaluation effort, ,
— jective(s). Participants focus fi}'st on identifying possible Suggested techniques for conducting informal, indirecg, N
' - strategies; next on choosing the strategy.that will accofn-- or process evaluation dre offered along with guidelines
1 plish the objective-with the fewest of least important for selecting an evaluator to assist in the design and’ .
fmdesirablg_ side effects; and then on identifying the : :xecution of their back home evaluation effort.
"resources n to carry out the strategy chosen.- - Vo ST o
r"/f\ ’ GCCSSUY o v &y . & Objectives® Participz -, \
) Objectives: Partigipants will: _ - . T .
A ] ] < ® “identifyeh or progfam evaluation;
] - @ apply thedtgur basic steps provided by the - o .
’ - ’\trainjng program in choosing a strategy;and - * '@ identi appu;oaches to pro- ~ -
® complete an Agency and Community Resource -t ) i g ¥ " . o ’ '
- ' lnventory. . -~ LT « ® complete an eval#Rlign. readiness checklist;
. . . . ) - o R R . m - v '.
) \ - . + . st P i ' ® list one advantage and one disadvantage for each
Sgs!tlon Nine: Program Design: Tlme;P!)ased . - data gathering technique described in the session;
Action Plan B _ A , T - T »
- e, o . T " ,. @ list three advantages_and three disadvantages
Synapsis: A time-phased action plan spells out the Coe of using an outside evaluagor; : .
tasks related to each activity needed to carry out the, ~ T o '
> selected strategy; the order, phasing schedule;and *  ~ ~® complete a set of evalyation worksheets for
) coordination of tasks; and the pe'l_'son(s) responsible for - . °"_e_-°b’ecﬁ"e of their back hofne problems;
' Q _carrﬁ?o’%each fo ne. --nf"s SCSSIOIIL tea;hgs patlapznts - ® list three gteps that would increase the objec-
¥ aneasy mei od of going rom 2 selected strategy and © tivity of tNr evaluation effort; and
resource mventqqhto a detailed performance plan. » {L . ( . :
S S . ' - ‘@ list three planning activities that would contribute )
Objectiyes: Pagticipants wul] : }? ) - ~ to;the effeciveness of their program evaluation, B
« ® develop a time-phased-action plan tocary ¢ . o , Y , :
oyt one. of the major activities ne y for sion Twelve: Completion of Preliminary : -
7t implementing a selected stratggy. ¢ "j ' Plan for Back Home Problem . : .
. - . /) . . B \ R . R . . )
A Y ) . . Y . L . . R 4
M | g S RN ‘e * . SynopsiszAfter 3 brief summa;izil:} discussion of the/ﬁu/\
s :‘essldn Ten; ll:p(l:emen‘tqilt(i)n. f’r ogr am L planning process, participants will work_individually on ’
w maﬂf'!“’" and Coordination J ! their preliminary P'fﬂifdf the?adc home problems, with = .
. ’ . , . . . :
5 r{opsls."'This session is 'd'esigned 6 allow the_plafner inal oppgaunity to ask for gssistance from the trainers.

RS ey will then discus3 their planning probkms as a group

v
to explore so éit skills used in imple- .
plore some managemént skills mpe identify a helping network for future contacts. -

_ menting 2 community program and ta e_x‘plbre the ¢ i
\ impg_)mncé of gstablishing ;nd using information ex- ~ Ob/ectfve: Participants will: ‘ ,
. change channels to keep all participating parties in- D o ’ '
/ fotmed on the progress of an established plan. The on- Toa W complete their preliminary or partial plans” * .
/ . gqing role of evaluation and revision is also discussed. . L " ! for.attatking their back home problems.
- . . - . AT ., o ~
N ,..' » L. i,,&, M ] . . . ~ 7

-

- ¢ 1)
' . [ . - ) . .
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Introductlon A
“and’”
Welcome e
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"
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Coe . ’ s A L ' ’ . N ) [
: : Sy_nbpsis:, An aimosphére is established to foster learn- \ . become famlllar with the purposés and objec-
ing by.providing an opportunity for the participants and o tlves of the training program; and S
-, training staff to become acquainted. Participants will - ' b
become familiar wnth the goals, objectives, content, and ¢ establlsh a workabie accommodatlon f:twfjen
- - sequence of the training program and Qegln to explore their expectatlons and what is being offered in
how a planning process can assist them in dévéloping the trammg program. L é
Y alcoholism serviges. (Trainihg program evaluation data ' : ) . T
’ . - 1 . t ‘. .
may also be gathered.) . - .- - Reference Informatlon 'APIE Defnmons. ii.... 10
Yojectives:: Particibants will:. - SR Worksheet 1: Trammg Program Expectatléns 1
. w o . a .
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. . -~ . .
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SESSION ONE -
REFERENCE INFORMATION

| -
: . 5 - . “ - i » ﬁ/' h
ﬂAPIE Deﬁni_tion’s g

A planmng process is a systematlc way of maklng deC|-
-sions and takmg action to address problems, needs, and
concerns. It intludes the collection and analysis dfin-
formation; specifi cation of goals; and organization of

- resources. It culminates in the implementation of
‘P planned actions and the evaluation of the outcome' of
those actions. Ehe planning process is composed of
- four overlapping and interdependent components
' Assessment, Program Debign, Implementatlon, and
Evaluation. The process{can be visualized as a figure
. composed of four distingt but interlocked circles (see -
diagram below). Each component comprises sLemf'c '
activities listed below. - . o .

- Assessment Component -~ : | 1 N

" The assessment compenent is the initial part of the plan-
“ning process in which the following activities pccur:

® Kdentification of the.problem area(s)

®_ Preliminagy evaluatlon of possnble problem
area(s)

Defipition/statement of the pr’oble_m(s)
Collection of needs assessment data
Analysis of needs assessment data *
Setting priorities among the problem(s)
Decision P#int: Decide whether or not to
pursue solutions to the problem(s)

s o0 6o

ERIC, -
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' Pl"ogr_am'De;ig' Component_ -

-

Ed

The program design component includes the following’

activities:

In the |mplementat|on component, necessary knowledge,

. e
- ’ ~

Setting goal(s)”
Specifieation of:p sbjective(s)

0-Se|ect|on of strategy(s) for reaching objectlve(s)

AN

ldentification of resources and constraints -

Ratlng the importance and impact of resources
and constraints.on the plan

Development of a time-phased plan which
includes the enumeration of activities,’ per-

* sonnel, and other resources requnred for achiev-

-Implemen_tatio_n Component

ing the objectives
Analysis of potential problem and contingency

plan(s)
Outline of the evaluation design for measuring
success of the plan

skills, and. resources are applied in order to achieve the
goals and objectlves The followirig are among the\c- .
tivities of the |mplementat|on component:

‘e

Management/monitoring/supervision; per-
formance of assigned activities

Establishment and use of |nformatnon-exchange
channels

Coordination of. participating resources

Making adjustments as required -

?

‘Evaluation Component A ‘

oo L

The essential purpose of evaluation is to provide infor-
tion for decisionmaking. The major activities of
eva ation include: :

.

Clarifica'tion of decisiqns to be made
Identificafion of the type(s) of information

- needed to make decisions

Designing an‘carrymg out a plan for coIIectlng
Lthat information

Reporting conclusion_s from the analysis in a
timely and useful manner ]
Feeding back evaluation conclusions for con-
sideration in revisiff the plan

e
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SESSION ONE

' = A « . WORKSHEET 1
“ - \ ‘ - ' 1\ : * '
.‘ Ly 51 ‘ R L S . , -
-~ Training Brograni Expectations -
- . - ' l' : - . .. . . ) - 2
xl ' Take about f:I’ve mihl:ltes';to write dowr:|:- - - L ‘ K * '

- . .- fe i . ) S , L . . n . |
* 1. Thecommunity progranmplanning problem area that you have come prepared to work on dl:ring this training
4 . Progrym. (For the remainder of the training program this will be referred to as your “back home problem.”)

na S C S
. " 7
' - i ) *
1 L.
2. The aspec;(s) of a planning process that interests or concerns you most-in relation to this problem.
' » - / )
' ‘ . ' Ny ’ < . L
~ : . ‘
V. . T ’-‘ ¢
S G .
.+ 3. Your general expectations about the program (i.e., what you hope will happen during the program, what you hope
. . - 1
to gain). . : ) o , -
¢ A
L N . R
/ ’ .
‘ .- S \ »
4. Your worst fears about the training program (i.e., what you 'hope will 7ot happen). . o
/ .
[ 3
» . . \ - .
Was )} | .
- Y
C 3 ’ )
v !
, ; o ' : & t 1
O oo : : -l o . i
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~Session i

Plonnmg
~and -
Communlty
Involvement

“

s o

~ Synopsis: This session focuses on the importance of -
|nvd|vmg vatious segments of the community in planmng
. _ for the development or expansion of alcoholism services.
“A list gF the major activities by which a planner.can
further such involvement is presented for rexiew by the
participants, Aftér a brief consideration of which activi-
ties might apply ta their.back home problems, the‘par-
- . ticipants name the kinds of individuals and groups they
' expect to involve in working on their problems. As an.
outcome of this activity, the use of the terp “‘commun-
ity” as the context-for exercises in this training program
"is clarified. Finally, the participants perform the Broken
-Squares exercise, which illustrates & an experlentlal way
the importance of coordinating reSources in a team or
community effort. . L

Objectives: Participants will:

® identify two essential reasons for being aware
of the commumty when planning for alcohollsm
_ services; E -

a

Q

ERIC ..
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P cite at least two common difficulties in eliciting
community cooperatlon on alcohollsm service
programs, .

.

. ® [ist at feast three kmds of individuals or groups

in the community they will probably want to
work with on activities to establish or expand

alcoholism services; and

® specify a crucial ingredient for maklng ce(taln

4 -that necessary community resources
. both effectively and efficiently.

"

\

Reference Information: Community as Context
for Planning the Development or Expan
sion of Alcolc' sm Services  ..........

Worksheet J: Activ ‘)mes Leadmg to Co unity

Involvement n Developmg Alc

Worksheet 2:

"Identif'cati'on of Gommunity

Individuals and < roups ReIevant to

* Alconolism Plansing

1

d

5

13
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2

, Commumty as Context forjPlannmg

the Development or Expansion of

Alcohollsm Servuces g

Plannihg for the provision of alcoholism sérvices dbes

not occur “‘I a vacuum. NO matter whaL sewlcegare -

envisioned, they roust be planned in the context of

the community in which they occur.
.
Commumty is a word wnth several meanings. In dis-

cussing alcoholism service programs one community
includes the people who will be served, both directfy N
and |nd|rectly This community includes A:ogohc
clients, their families and friends, coworkers and em-
ployers, and ultimately everyone who may be affected

bY“ the results of alcohol abuse..
I S .
Ancther commumty |ncludes those who serve, the

direct providers of alcoholism treatment and providers
of other /emces needed by alcohollc clients and their

Y.

14 | .
e

¥

° In the planmng process, both of

. A - .
amllles Th|s might also be caIIed tzfﬁsource com-
mumty, whrch is aIready prowdlng, or could be mo-
bilized to provide, sérvices or other resources (money,
equipment, personnél, expe tise, etc.) to cortribute
to an aJcohollsm service progr m. - .

these * commumtle; o
become resources. The commumty to be served must :

* be assessed and may b%come consultants i |n aplan to _

-develop alcoholism ser;ylces Servtce prowders must
be considered in order t0.avoid- duplication of services.

. and to eapitalize on pé ible.coopgration and coordi-
" nation of services N ) ' ’

. R ”
R o
Vlewmg alcoholism servuce prOgrams in thelr commun-

ity context(s) benefits both alcohbllc clients and other

a direct victims of alcoholism and‘ the community as a

conta¢t with them as quickly as possibi, and it helps

who E It helps to bring those th need services into
munity to avoid the wasteful expense of

the

duphcate résourcew or ‘services., /

* \ -

A .
. -
M .
) 3
DT %
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~
’
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.-« of alcoholism services.

Activities Leading ;o
* Comimunity Involvement in ™
Develqping Alcoholism Serwces \

- '

-Actnvntles that lead to or are-part of commum&y mvolve-

" ment in the development or expansion of-alcoholism ,

service programsTncIude the following:

1 Pernodlcally assessu)g or reassessing the.
munity need.for alcoholism services. : f

PV 2. Periodlc ly evaluating the total effect 0 all avail-

able serviles in meetm(alcohohah need of the
commumty as a whole.

3. Dividing larger'commumty into tagebg oups con-
. sisting of specific populatiors for

4. Encouraging community groups-and organization's
to dévelop new alcoholism services where needed.

5. Urging community groups and Grganizations to
‘expand their present level of alcohol related serv-
ices as needed.

R

e development-

R SESSION TWO

. !
. RN . ’ ras .
6. Promoting cooperatwn of other social agencies
which are directly of mdlrectb/amvoﬂed with
*

agoncy clients. ! .oV

-3, /Promotmg the g?ds and posmve |mage of the
agency. or organi

commumty which ltserves ' - 7’

8. Trammg the staff and volunteers of commumty

™= agencies in idegtifi catron and'referral of persons
;Iwnth problem§ related to alco ol.

9, Promotmg the concept.nf.gehahhtatldn of proBIem
' drmkers when talkmg or working with unﬁformed
mdlvuduals groups and orgamzations '

v

]0.‘ Inmaﬁng support for primary prevention efforts
" inthe commumty

. , R o » . .
NOTE: mn_bers are used fofjconvenience in reference -
only: They do not indicate sequence or ranking.

[ -
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~ ldentification of Community Individuals.and Groups » P
> Relevant to, Alcoholism Service Planning 4 - '
" In the context of planning alcoholism services that are ) the de'veldplr'nent or expansion of alcoholism services
" relevant to the target group to be served and that make related to your “‘dagk home” problem, and make 2 btief ’,
' use ofall available community resources;#st the kinds note about their possible roles (e.g. needs assessor,.
+_of individuals and organizatios in'yout community . servidg provider, servicé recipient, etc:) - 4 o
that you think it will be useful to work with in planning . L, ' C A w
. ) Kind of Individual or Organization © . ' ~ Possible Role ~ - . .
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Assessment'f - o
(] & .
/ L ¢
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: Synopsis: This session provides participants with an v, cise language at least ane specific ang distinct
overview of all the major steps involved in carryi~g out problem in the possibie problem area and
. a systematic needs assessment. Rarticipants are intro- " ? ‘
duced to a detailed description of the first major step in / . apply the session Iearmngs to their back home
community assessment: identifying and describinga ~ pfoblem
problem in.a concise problem statement. They apply. ~
what they have learned by writing problem statements _ .
“ related to a simulated-communitv situation, and-to the Reference Information: The Assessment
““back home problem” they brought to the training’ » 'Process .. ......... SRR 18
. program.. . : . \ . Reference Information; Stating the Probiem . . 20
.Obieeti\ces:. Participants will: N ; Worksheet-1: Formulating a Problem
. B g : ,
® given a possible problemiarca “-~~ - simulated o .Statemem DR 3
community, apply the firstr -« -oofa Worksheet 2: Reisiew of Back Home
needs assessment to identif* .o and pre- Problem Statement-. ... ......... ... 25
. - \ . .
v ! - .
. | .
) t
e ® .
~ B :
El{llC“ ' - U, 17
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. SESSION THREE - .
REFERENGEJINFORMATION. 7

8 ram planmng\‘basgg A systemath-
] : 588 compiises the very beglnmng tasks.in
’. f . planning, Asa result of the assessme program. .
! : planner is'in a posfuon to decide whether BF not to pro-
A \keed W|th the plannlng process. o

.

r

Two representanons of the planning process are
shown in Figure 1. Assessment ‘forms the base of the
pyramid with the ather activities. positioned secufely
on this foundation. The inverted triangle shows the
planning process as it often occurs. In this case the
program is based on an inadequate assessment, glvlng
instability to the project and requiring an excessive
expenditure of effort on evaluation, This igereased
empbhasis on the later stages results because the'incom-
plete needs assessment leaves goals and expected out-
comes unclear; therefore, evaluation becomes a dlff'cult
if mot |mposs|ble task.

g

Evaluation

' Implementation

Z ' I\ Program Deslgn \

IDEAL MODEL .

Assessment

FREQUENT MODEL
- Assessment.is crucial and-must be done carefully and
- completely, because it directly impacts all of the subse-
quent companents of a planning process. Only after a
decision has been made on.the basis of the assessment
activities and Yata, does the community planner: -

® formulate goals and objectives; and

L pro&ed with the development of a program
deslgn

=
By the tlme the assessment component activities are
completed, a community planner will have:

~® identified and defined the possible and the
actual proBlem(s) that confront the ’
community; * -

® ranked the problems in the order of their im-
o portance and their potential for solution; and

_ de@ed which problem-(s) will be worked on.

18 : .

Q
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Assesgment ctlvutles . -
The aCtlvnt;:Co nvoIve he assessment/ om-
ponent ?ﬁ the. plannl process are’s n,in r-rgure 2.
e
.NEEDS ASSESSME_NT PROCES?

it

,ldent@ a’\a evaluate poss;ble

problem areas
< Write problem statements

-

e Collect and nalyze needs

assessme
¢ Set

data

riorities among problams ™~

¢ Decige whether or not to pursue

+sol

ions

Each of these tasks or phases of;the assessment process
is briefly dlscussed’below ,

.

1. Definition of Major ProbLms: Development of .-
community programs begins with identification
o those compmunity concérns that constitute
actual promr::i\sltrﬁe following activities are in-
volved in the selection of program- type problems '
from community issues or alleged needs.

a, iaentification of PosMas: Pos-

‘ -l

s:i2 problem areas are usually first identified

1 a planner through an administrative direc-

L. ..anewsevent, or some COMMunity concern
1ot carls for'action. Sometlmes the program
aeveloper initiates an ?cnon through investiga-
tior of relevant sltuatlons/condltlons in the
community,

»

. ‘Preliminary Evaluation of Possible Problem

Areas: On the basis a “‘quick-and-dirty” or
“eyeball” inspection, a planner decides whether
given possible problem areas warrant-further
attention. ‘

. Deﬁnit‘ron/Statement of the Community’s

Probiems: Next, préblem definitions.are de-
veloped by stating them in terms of who, what,

how, and when, thus narrowmg and sharpenmg .

the focus.

2 CoIIectlon of Needs Assessment Data Assessment

data provide |nformat|on about the scope and i im-
portance of the prob

2

v

4

within' the community: .
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. ata usually exist in manx placessand i ln.many
' forms and they must'be collected systprpatrcal]y
-~ » Mg care?J.Ly for an orderly exammanon.— ®

3.\ Anal$si of N\egds Assessment Data* ‘The collected .
7 information is examined carefully and thoroughly. -

- A number of different analytical methods ca.n}h
used to determine what the data reveal abou
. N tommumty s actual needi v

o

< 4. Setting Priorities Among Mientified Problems:
S Oncée problems have been clearly stated and docu-
mented, planners have to selett which problem to
work on first, which second, etc., since it is almost
never possible to work on all of them at once.
p This selection process requires setting priorities, or
‘rarlking. Decisions may be made on the basis of
S ho serious or important the problem is judged to
be and/or on whether or not a probiem can-be
. solved or reducec, regardless of its importance.

LAY

(s
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“Decisions:. Finally, the assessment component of - ’

a plarming pracest is completed when, using %\tl:mf

the mformatlog gen;rated and studied durmg the o~
Ama;or-aassessment activities just outlined, a deci-- \
sion is made on whether or not to pursue 8solu -~ .
tion to afly OF the stateﬁrobiems. If’a decision

is m»ge to work on a solution to one or more prob- -
lems, the program deveJoper/pIanner begins activi- - .
ties in the program design component,. The prob-

ems not selected for acti are.du# ed orpost-.

oned fer future consideraljon. ] »
| . Q

Each of these activities is explained in greater de-
“ail below and in the next two segsions. The focus.

_of this session, the activities reqﬁééd to define

majog problems, are descnbed in the following .

paragraphs. S . (f

<Ll ) )
X . 19
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‘lStating the Prolem .- . . ¢ I
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To plag’a solution |t i5 necess»aryfmﬂar(t W|th the ldentl-
fcanon of the problem, but in plannlng‘servuces fora °
community, it isn't always@y to specifically pinpoint
(?l problems-and separate them fro ase needs that
the commumty members think are pro lems. ComMuni-
ties are easily. aroused by shocking or traglc events which
._may or may not be the outcome of an ongoing problem -
situation. On the other hand, it may be difficult to -
arowse community members about a condition that is

often concealed, such as alcoholism.
\ .
In addition, commuhities often apply the label of “prob

lem’’ to a broad topical area that is usually complex and
vaguely stated.’ "What is identified is really only a “possi-
ble problem area.”’ Therefore, the community planner
and concerned community representatives'must niake a
relatively simple investigation of the possible problem
area to see (1) whether it is a real matter for concern in

" this cor “unity and (2) wha: actually might be the one

or mor  “vecific problems in that possible problem area.

* This inv-tigation and resulting decision constitute a

“przliminary evaluation of a possible préblem area.” If -
the olanrer decides that there are some identifiable
proolem< that are thie propericoncerns of his or her
agercy, -forts dre made to sjate the problems concisely.

assessme - process is presented be: ow with explanations

of:

»

" fact, en

.:r"

Ll . y
. .
. e .
1f N ., i , .
p .

obwoysly are broad, vague toplcs of conce,rb_ that mﬁ?',
jmp/ﬂ wiole setgf problems Lthat often céin-

not be soVed besaust of them.soope a@complex&ty

A - o
th’ is the termﬁpossuble problem arga used? ' /!
N v

Often what is called a probleﬁ is too broad to b& :
true problem statement. Moreover, just ¢all|ng any S
concern a problem,doesn t provide evidence tQat ity
really is one. -In- ‘addition, sometimes people ope/rate _
with stereotyped reactions to a label that may be
traditionally associated with trouble or difficulty of . .
some sort;-e.g., dark streets, guns, the young, joy riding,-
drlve -in movies. Thus, uritil the toplc\has been made
more explicit and there is at-least basic evndence that
itis real, it is still only a possible problem area.

< .

_ How does a possnble«problem area get B

=-A rmore detailed discussion of the first phase-of the needs ,

» Whata possrble problem area.is and how it !

differs from a problem statement,

® How to make a preliminary evaluation of the
reality of the possible problem area(s).

® How concerns can be expressed as problem -
statements.

'

A possible problemarea is a broad topical area that some-
‘one, some group, or'some institution says is a problem

It is said to cause; provoke, contribute to or be involved
in some undesirable outcome. Examples of possible

“ problem areas include: agarettes smoking, lung cancer;

a dangerous portion of a road, auto crashes; alcohol,
drinking, drunk dtiving; theft, robbery, a section of town
with a high crime rate, juvenile criminals; street murders,
taverns, and child abuse. These examples illustrate the
general characteristics of possible problem areas. They

‘.l

identified?

Someone in the community or some event ordinarily =

calls attention to problem areg§'by labeling them as prob-
lems. ldentlf‘catlon and arousal of concern over a prob-
lem often is the result of any one or any combination of
the following: = . . .

‘® An event or situation which arouses cencern
- in the community, e.g., the injury or death of -
a prominent citizen or a group of young

people.
\

. ® A news or feature story on such an event or.
situation.

® The action, push, or "“clout” of a prominent,
influential, or sympathy-evoking person or
group, e.g., a powerful local citizen; the-Cham-
ber of Commerce a polmcal group; a service
club, etc. -

® The publicized o'pinion of a spokesperson for

- an official agency, institution, or similar office
stating that it is a priority problem (e.g., NIAAA,
State Alcoholism Authority, Council of Govern- -
_ment, mayor, governor, etc.). :

=
® A planner’s own familiarity with commumty
s:tuatlons or needs

Why is the term pos?ble problem area
used instead of proplem?

Identification of a possible problem area differs from the
definition of a problem in,a number of respects. For

.

D]
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. example, posslble phobleny ueu“aremuallxbrpad gen-  \
Poh,x “eral are ’of concern that ae ' seldom based on critically ¢
© U ekamine evndenee, but are oftembased on emotional

reactipri anger,Te\ar grre‘f) to evg\ts/?’eported |n‘£he
, .media or kcalled to attentiof through events that capture
L the sympathy of thet:ommumty *in’ ntrast, Roblem
definitions or problem statements aré rather narrow and’
J .\ They focus on 3 specific trouble or difficulty -
r

-

than on emptlonal stereotypic Iabels : J

f

+

How does a plapner make a prellminary'
. : |udgment about the reallty of possrble
problem areas7 By

A program planner must make a prellmrnary judgment:

, about which of the possible problem areas are rea/ for sefious concern than ih other compirable communities, ‘f
. Misfber community. He/she should'not automatically or than it was prevnously jn this community. M
¢ assume that what is or was a problém at some time or When the Ianner and the concerned co . ' “.,;l'
. \in another communlty is now a problem for his/her bers can b:’gin - the ¢ ro‘lc)I a ¢ r?munlty mem-
“community. Wi ;hout much.commitment of time, ; ew the problem area from one or >
effort,or_;lxoney the commanity planner can find out “  *more narrower perspectives (e.g., not all “young people, !
. how important a'possible problem area is for h|s/her zla’:nc}u?:rntgh?::p)lﬁtl:sauglal;tll::illar g y tl?a:v:‘:e:z:::?e
' community b the following means: . ] ’ .
y y g ]ﬂgntlﬁed a problem area that incl es a set of specific
0 Asking those who Tdentified the, problem as problems. . L ‘
such for &vidence of its éxistence. ’ _ B
- o : How does a problem statement differ from v
¢ B Asking members of other relevant agencies, a possible problem area?
* _ Torganizations, groups for their views. ’ . -
o 4Fi ding out lhe status of th ossibJe roblem From a breakdown and analysis of the possiblesproblem
ar:a ingo ther. similar commﬁn':ties prob area the planner can derive a sharp and precise state-
’ J : . ment of a specific problem. Depending on the topic, .
: ® Considering'whether the authority and/or the problem statement specifies as many of the follow-
. power ‘of the pegson or group that identified ing as are applicable: . . ¥
the “problem”’ is such that it simply cannot . . -
.. . L] .
be easily dismissed og ignored. | Who is involved or affected 4
p ® ' Checking the literature rglated to the identified What |s/|nvolved or affected or what happens. , .
' problem area. . ® How the trouble or difftculty happens or mani-
_ o . _ fests itself, : , .
The kinds of evidence the planner should look for in- ® When or hlow often t,;é difficulty occurs
. clude facts and figures which show that trouble of some . . ~
sort does or does not exist. The planner can get pre-- ® Where or under. what conditions the trouble
liminary evidence about the suspected problem through: occurs.
* @ Official records and reports (e.g., police depart- What i is'a common error that is made m .
ment, hospltal public health reports, school statlng a p[oblem’ : ) -
records) - SR . ¢
® The media (newspapers televmon natronal Posslble Pmblem a__re as are us ually presented and dis- » :
magazines). . , cussed on the premise that ‘‘something ought to be done.
o . It is easy, therefore, to-slip into the error of stating the
) Peolple,who interact regularly with the; entrf'ed " problem in termis of the solution. For exaprfle, “I have . ] i
. " problem group or activity (e.g., schoo person- to go to the dentlst " is really a solutiopAo the problem, .
T <\\ ‘ ’ g . o L : ' > 21 v
ERIC - R 24 - .
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""" net, pealth workers, recre‘atlon workers, bar- .

“ tenders,%agdrlvers) . , ¢ o
. . »- ©

Colleagues (pﬁ‘onealls, Ietters;-erf lnqunry, re .

ports,professiorral journals) B '

, b .

z'ow does a planner know when he/she has,
ough reallty evrdence to lhake a decrsroh’

I

-

The planper can make a prellmrnary_ decision about the

existence of a problemmvhen hefshe and-the concerned .

community meml%%: convinced itgis (or prob-
es in

community. The preliminary evidence wi est that |

. for the persons in this community it is or is not a mor¢
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‘fa ames Jo es, 1 per]nent APIE* qmzen, died fecently

and left $1,000 to the Bjstrict Y Board of Directors, -
ith the stiph{ation that the fund e used “to‘help

Alve alcohol-re d problemsam Rg the eldérly "

A few,daysifter thls bequest was reqorted \1e Iocal)
newSpaper,pu.bllshed a feature story about the log ell- N
ness and |solat|on oﬁelderly citizens in the commumty,\

. _includinga man who is an alcoholic as one ex‘%mple

+ The samé day, a spea;l rep‘ort on the publlc health _‘ g

-

! B L A : . .
z:? ’ L P . I . .' . ~0 )
&5 & " . 7, SESSION THREE
-, SR WORKSHEET 1
LY » % . - . A
‘. -5 - L] N . « v~
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~  — e . ° T
. : e 7 ~L e \’ . o * - «
? e < pe :~ . S ." wi\x'\ . ) . . - Ygs
L4 e . B

kA o 0 - -, \ .. .
. b e ’ - [, .
[ ] .

°

-~ sfatus in API County rﬁ} uo'ﬁed drug lnteractlorY prob—

Jéms as a growmg 'health hazavd gartucularly among the
elde.rly, who fake more prescnptlon drugs than the
younger population and mAy tehd to becorﬁe confused,

LY

=% L

aboutdosages T AP - ¢

)
At the urging ‘of the mayor, the Board has asked your - !
group, a'Flaqmng Task Force for Distrigt'Y, to convene ,.**
immediately to select and recommend spemf'c problems
for which the bequest can be used. - ‘v Wi

. ) i
. . . _ . .
Indmdu;Vl‘ ask (15 minutesy o ! < -
’ t‘ V * . . 4 . t -, 3
v .
1. What issues should the Task Force conslder in this mmal meetlng7 : . S
) .- ) © e
: . .o
N -
Ll -
- - \ -] . ,\—
. N T ~ |
4 , . ’ , v \ ’
g \ ”» \ - y :.
) o -
C .
- _ .
/b -
2. What kinds of actioh would be necessary to resolve the.issues? ' — . .
~ LS ‘ L) =
s _ .
. . | * T
- , . o -~ .
! - » ~
¥
' L%
) ' ;
- -] -
"5 . . \ o
N .. - _{ J - ‘.
. . . » P ‘ ' o

4°

- *APIE County is the simulated community you will be working with in this and later sessions.
. N : ‘ 4 AN :

Q
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4, 7 Assurmng that your Task Force |dent|f' es alcohol abuse among the elderly as a problem in the (:,ounty, write as
concrsely as'you can in the space below, a specrf ic problem statement in the possible problem-area selected; i.e.,

! alc’ohol abuse among elderly people.” If you » trn to the reference information on pajes 18 to 22 in this' .
' - workbook to review the characterrstlcs ofa problem statement. : : .

- - . ’

Small Group Task (15 mlnutes) T,

-l. - Each member in tum re*ad\gls or her problem statement. -
S 2. ~The group should evaluate each ;?Ordmg to whether or.hot it ldentrf' esa specnﬁc solvable problem.

3. . .As agroup; select a statement (rewo:dmg or combining parts of. the others if necessary) to present to the full e
group. (Be prepared to specify the criteria you used i in selectmg |t.) » .
4. erte your selectlon ona flrpchart and deslgnate a group member to present it.. o ' . ?
- - . . . ) ) . ) . . . - . - : .
< - E . .. ’ » _'_;vs;: ‘ . ! X . . . . oo L
| - | . o S
. . _ e




Review of Back Home Problem Statement

- Y

Now that you have discussed Lhe distinction between a , A e Is it Lhe statement ofa solutlon rather Lhan a

possible problem area and a problem statement, turn to
your back home problem as you expressed it in Session
One (Worksheet 1, page 11) and see whether it was ex-

pressed as a clear problem statement.

& |s it too vague or broad to be addressed b); an -
"agency and/or community program? Does it °

* .need to be broken down: further to identify a
specific problem or problems wrthm an area of

s%ssmr}; THREE
WORKSHEET 2

“. »

problem7

® sit expressed in terms of who is involved,
what happens, héw the dlff'culty manifests lt- :
self, when or how.often it occurs, and where
or under What conditions it happens’ '

' concem’ . 5
» . g i v . ’ . G ,
-If necessary, restate the problem in the space below:
- o 2 ‘- ' ~ K
L}
2 b
’ » r
; ]
o - N -
. ¥ .
) . Voo R - N
. S .
- 4 .
] .
v ¢ . v
Ry ‘
, . . .
a v , . ¢ !
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Session 1V

Y

Assessment

Co’llechng Dat

aboui the Prcblem

Synopsﬁ‘ Sessnon Four helps the pamclpaan under— o .
‘'stand and carry out the second major step in assessment,
" collecting data about a specific problem.: Parficipants
will focus on. the kinds of information needed to deter--
mine the extent of the problem(s) and on ways-to iden-
tify sources from which the mformatlon can be .
extracted. .

Obyectues “Pamclpants will:

@ describe the kinds of data reqmred to. adequately
address a specific p!'ob,lem, '

* * mation can be extracted; and

® identify kinds of sources from which the infor-

s

A
v
.

® spell out ways the neededinformation can best
be collected.

"_Reference Infclrmatlon Collectlon of Needs

AssessméntData . .............. . 28
Worksheet 1: Data Collection Plann‘ing‘ :
EXercise..................'...-..j L 30
Worksheet 2: 'Planhing Dita Collection for o '
Back Home Problem.............. - 32
) o v
B ,

27
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ection of Needs Assessment Data may not be satisfied with the same data or with the -
) ) . same lgvel of detail. For some, it mdy be sufficient

After clear-cut problems have been stated on the basis ~ Mergy to gather data on whether a condition or event
of a preliminary investigation and judgment about some. * existsyr has occurred. For others, it may be neces-

. possible problem area, a community developer or planner sary to provide data on how often, under what circum-
does a more detailed investigation of the key element(s) . staoces with what results at what costs etc.

‘. ingach of the problem statements. Th“ is,-datu are col- - Slmllarly, probable users may require different levels
lected to determine the extent to which a given problem of precision. For exampleg it may be enough for a
(or somie aspect of it) exists in the communlty This is . teacher to determine by touch that a child has a fever;
Phase |1 of the needs assessment process. The data aré the school nurse seeks more precise data by using a
" collected so that later a décision can be made about thermometer.
whether or not to respond to the |dent|f ed problem(s) o : .
or need(s). . " Likewise, reporting forms vary with the kinds of data re-
¢ ot . ported.- A school principal might want a record £#f how
What is meant by data? ' many students were absent from school each day. A
- -+ public health official might want to know how many -
Data are pieces of information assem d for examina-’ . were absent due to iliness, the diagnosés and duration of
tion. Needs assessment data may ingfude not only iliness in each case, etc., so would need a more, complex -
"'facts and figures” but informationfabout attitudes, . recording format. '

N

. op|n|ons bellefs activities, and eyfnts as weII . o
| ’ ' . For what purposes'do the probable users
leen a problem statement, how does a planner need the data? How will the data be used?

determine what data are requlled fora -
needs .assessment? S ® to provide information or knowledge; .

. The planner first looks for the who, what ‘how, when . ® to make judgment possible; and .-
and where content’in the probiem statement to see wbat o * 10 allow for soundgeC|5|on makr
klnds of |nformat|on figure in it. : L

' ;_'The end pmntof the data-gathering actlyity in :
He or she decndes whether these klnds bf |nformat|on €on- " assessment i decision rﬁaknng Décisighs are.rr

sist of, or take their meanings from, other k}pds of infor-- 'result of judgments; ;udgments e basd o
mation. For example, take the problem statement, avaulable On the ba'ms of the deytaga _
“Many professional persons are not aware of the extent assessment process, a demsuon is made’ aﬁout whethet or’.
::h:::i::;c::‘o?rll;:l:emrzgfgIelTrsnaaf:f: ii;ig:’;i;or ' not the problem is one that the planner WI“ work to
resolve o o
define what is meant by “many,” *‘professional pessons,” U
“aware,"” "extent ”” “alcohol-related problems,” “affect,”
and *'services.” The planner must realistically determine
what pieces of relevant, required |nformat|on he/she can .
*collect, given existing time, staff money and access to There are two sources the planner can look to. One is"
. the data. . ! “‘the horse’s mouth,” that is, the people, places, events,
o o ) situations on which data are being collected. This is
’ " called primary data. v

Where does a planner get thg_‘requlred data?

¥

For whom is the needs assessment data

to be collected? Who will use the data? ) e S ~

"\\m \ - What are the advantages of primary data?’ .
¢ . _ , .

Most im edlately, the data quI probablé be used by the ... ® Primary data can be precisely tailored to answer -

planner or communlty planning group: ventually, how- - specific questions about the problem at hand. )

ever, the data may also be used by others, e.g., agency ;

supervisors, funding bodles and other persons or groups. "~ ® The planner has control over the scope and

relevant'to the problem(s) under asscssment , qualnty .

. The identification of all probable data users should be L They may add to the: extstlng bank of informa-
v considered before beginning to collect data because all * tion on the problem
3 C . N

R RN, e | : : ‘j(’, ) . . ’ ‘ |




o They may grovide “serendipity data,” informa- -
tion beyond'what was sought.
. ! »
What are the dlsadvantages of pnmary data?
N !
'® They may be costly in time, personnel and
other resources to compile. :

® They 'may turn out to be of uncertain or limited

usefulness, which may npt be discovered until the :

data have been coIIected and analyzed.
Where ek»can the. planner )
Idok for requnred data7

The planner can dlso look to ' sources other than those
actually being |nvestlgated These are caIIed secondary
data .

a . .

What are the advantages of secondary data?

.

) They are usually cheaper “easler, and faster to
collect. B

°

. They can serve as a check on the valldlty of
- whatever primary data the planner may have
collected ona problem.

. They may provide the only'means for getting
|nformat|on ona partlcular problem.

.'Fhe))_ sortl&“times are much more con{p'lete than
-a planner could have gathered, given the con-
ralnts WIthIl‘I which he/she must operate. -

They may provide the planner with additional
= or: dlfferent slants on a problem.

’ What -are the dlsadvantages of secondary data7

L .. They may nét be as complete or precnse as the
) ANy planner needs.

° Depending on how, when, and from whom they
were collected, the data may be faulty, inaccu-
' rate brased or out of date.

Lol

: “ 0 They may be sllghtly off target since they may
have been collected for another purpose. -

How can primary data be collected? -
J .~ Intformatien about the target group,‘situationir event
can be gathered through:- : ) : '

b l\nterv‘iews with the target group -
o . o
ERIC - | -
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® Questionnaires completed by target group
members . .

® Observation of the target group -

® Surveys conducted among the target group -
Lo
ow can secondary data be gathered? -
. <

Sécondary data can be gathered by collecting relevant
information about the target group or situation from -
other people or sources. Additional sources of secondary
data are reports, studies, presentations, articlespetc.,
which other persons, agencies, organizations, or institu-
tions may be able to contribute as a result of having
gathered their own primary data on the target group,

. situ thl‘I or event

" What are some of the pitfalls in collecting data?

® Collecting more data than are needed whether
* too much of the same kind or too many kinds
for the purposes of the needs assessment.

Failing to collect data in an orderly, consistent;
usable, and predetermined way.

Failing to make sure’that data are collected in a
usable form; and are properly labeled as to '
source and content. : :

ailing to check gut.the'design of the data
ollection instrument(s) (e g., questionnaire,
rvey form, etc. ) to make sure it |s appropriate
regard to

.
|nformat|on sought ' . . -
lnformat|on prowders

tyle and format,

ocabulary used,

irections,

clntext or setting for use, and

time and effort involved 'rn supplying data.

. B
® Failing to revise instruments and/or procedures
- as necessary after a prehmlnary draft or trial
run.

. ® Failing \to offer clear and believable reasons for
‘ coIIectvt the data. *

. Failing tp state apprematlon to providers of data.

1/1-\
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Data Collection Planning Exercise P ,
s,

the problem statement that  *  wrote in Session Three as a result of considering the
ing task force in APIE Gounty, .possible problem area of alcohol and the elderly.

- Write in the space belo
your small group, a pl

t ) Co.
: i ® Selecta recorder/l:e rter to list your responses X o Under each of the five kinds of data write:,

of the exercise. - ashort rationale of vw'hy itis important;

] Br'alhstorm.a list of the kinds of information — the probable users, thelr_purposes, the level
“of detail they may require; °

- your group will need in order to gain better in- \ L

sight into the stated lroblem ' ' - "~ the co/m%mty sources from whjch e h

® From the brainstormihg list, select five kinds of kind of data might be collected. (See pagq31
information your grotlp considers to be most im- for partial list of APIE commumty agencies

portant for assessing the stated problem. List .o & a:Z”'"g p°'"‘ ). o S -
these on flipchart shee\ not more than two to . _ —~ a procedure and/op' gnstr_ument to be used

‘apage to allow space far the additional informa- ° . " for extracting each kind of data;

tion requested below. : . S
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f Partlal List of Commumty Servu:e Agenaes in o ' . _
' APIE County .« . : _ o . . .

NOT E: Draw on your own experience and magmat:on—
in naming other resources if they are relevant Io
your problem

& N . . :
- -

: Al-Anon Alateen, Alcohollcs Anonymous -

Alcohol Safety Project (DWI School) Y : ' , oo '

. APIE County Medical Society ' : : o= - - N
- City and County Court Systems - e ' g )
% City and County th Departments © : '

City and County Social Services (Welfare) Departments ‘
Community Action Agency ‘ Lo ] . -
Community Counseling Center C ‘ T .
. Community Center for Drug Abuse Control : a X , : T
Council of Churches~—~——,, . _ ‘ ~ , . _ \_/

i, County Nursing Home =~ - ’ . S . 4
City and County. Police Departments ' : C :
# .- Family Counseling Center ‘ .
Florence Crittendon Home for Unwed Mothers =~ . - N .
Fire and Rescue Squad Departments o . s
“ FISH (Friendly, Instantaneous, Sympa¥hetic Help) : v -
Volunteer Agency . B - o s P
Ford's Nur‘mg Home ¥ S _ ’ T 7

ARG
3

Foster Parent Project =
Goodwill Jndustries , N _
» Grey Panthers of APIE County e 0

Hadst . o -
APIE County Hospital - o _ \ _ ‘ ‘

R

Housing Authority ‘ _ ay
Legal Aid Society : ' : .
Mental Health Association of API E County o+ .
Mental Health Clinic _ ) A o ' ‘ ’ . -
Mentally Retarded Adults Trajining Center , R , : A
Mercy Mission, Inc. “(é , R ' ' : *

. Open Door Community#House . o

_ Riverview Nursing Home ' : < - )
Roadmore Nursing Home ol _

" Salvation Army : . ‘ o \
Senior Citizens Community Cmter' o L _ o

y Social Security Admlmstratlon S ' o . _ » ' . v

United Fund - . ' _ o Lk .
Univefsity of APIE ‘ ‘ ' : -
Urban League ' _ : L T R
Training and Employment Services ) , - v ‘ ‘ i é{
Veterans Adminjgration ‘ i
Vocatlonal Rehabilitation Division -
Welfare and Child Support Recovery Unit - v

. Wilderness Nursing Home : e .
Women's Center (Volunteer Organization) _ T v ,

“ . YMCA, YWCA ' o : ‘ . .

Youth Opportunity Commission o : \:‘ .
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Planning Pata Collectlon for Back-Home Problem | 7 -
' ) » . , - : - . F.!

Taking your t!ack home problem statement, note for yourself whether any of the terms you used requlre further r e
definition. (See page 28 of -reference material. ) .. - . : :
- P‘, . _ ’ ' ' . vq

.- hd : ) . v ‘ ' -

Y i ) . _ - _ u
t+ ) : . ~
] N . N - ®
B \ . ‘ ¥/
. : \\ !
-
. g’ N
Next, on the foIIowmg two pages, |lSt all the kinds of data you believe wnII be necessary in carrying out a needs assess-
ment related to your problem statement. i 4 \\J
List the probable users of the data you plan to coIIect. ' - . v
qu each klnd of |nformat|on, list all the sources in your commumty that you think could prowde the data you require. ’
Keeping in mind the probable users, their purposes and the level of detail requlred note the procedures andfor typesgf
Instruments you mlght use to collect each kmd of data.
- ) : . -
Be prepared toshare ldeas ina dISCUSS|0n with your small group. . © ,/ o , LA
¢ ) o N . . Lo ) .- . ' ' 3 .
{ ! 2
” { .
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\Assessmenl

Analyzmg lhe Data

for.

.’\-‘&.

Declsmns .

f{ '-2- N ':'_?S'e”ssion VAR

Synopsis This session completes work on the asses-
ment component of the planning process and marks the
" transition 0 the second component, program.-design.
) Partlcmants leam how to analyze data from a simulated _
community so that problems can be. ranked and dealt
"+ - with through decisive and coordmated action, Partici- -

.~ pants continue to'work on then' back home problems S
& Objectives: Participants Wlll '
o e l|st three necessary steps in analyznng the cal-
! o lected data, and
. " ® jdentify at_l t three bases for setting priorities
and making desisions about problems. |
/
<

~ .

————

%

Reference lnformatlon Analyzing Data
~ for Decisions . ...... e R

Worksheet 1: Exercise in Collecting and

- Analyzing Data @m a Slmulated

COMMUNILY ..o cuv ey e voennonsscen

, . “. - \.

‘Reference Informatnon Guides for Settmg

Priorities and Making Decisions . . . coos '

-' - . .
.Worksheet 2: Data Analysis and Decision-
making Exercise . .. R R e

‘Worksheet 3 Looking Ahead tQ Analyzmg
Data Back Home e e fovevone

38
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" at it in searcl of different relationships, contrasts,
. trends, etc.cis the initial step. Then the data usually

13 1 . . - : . P
‘ .
<
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4 Analyzmg Data for Decrsrons

L

Collected data are merely a jumble of information until
they have been organized and analyzed for possible
meanings. For m y community program planners,

“into play all ‘of.the lpgic and lnge‘er that the planner
can draw on.: It requires discipline, because the planner
must never lose sight of the fact that he/she is se ching
for evidence to support or refute the need to solve

- stated problems.

-

At the same tlme,‘analysu requures more than a fittle
ﬂexlblllty and imagination. *Some years ago, a maga-
Zine ran a series of *What-Is-1t?” puzzless The -pictures

. were all of common objects; the puzzle lay in the way

they were photographed—f,rom extremely close up,
from unusual angles,r in unusual combinations. Col-
lected data can pres#fit the same kind of puzzle. By

. the time information has been collected, the planner

is Ill(ely to be quite familiar with the data but may not
yet know much about what they can reveal about the
problem .

.

Organizing and.reorganiziné the collected d'ata to look

1 4

begin to show where, wuth whom, .when, or wnth ‘what .
the fodus of the stated problem Iles :

*_ 'What does the term data analysus mean7

"

Da{a analysis .essentially meahs examining lndlvudual

. ‘pueces of information and identifying relationships

among them so thay inferences or conclusions can be
drawn. . .
. Ry

Who analyzes data?_

n

The planner will probably analyZe the collecwd data
alone or with the help of others involved in the plannlng
process. He/she may have help from someone who spe-
cializes in evaluation activities. It is desirable, however,
for those who analyze the data to be thoroughly familiar

with the purposes of the data collection and also with the

conditions under which the data were collected, in order

- -to avoid false conclusions. For example; in one small

city DWI arrests droppedrom an average of 31 per month
to fewer than 10 per month during a certain period. This
information led the local alcohol council director to as-

. sume that the council’s new campaign on drunk driving

had been |mmed|ately and fantastlcally successful. The

EY , .

A3

reality was that there were fewer arrests because shortly
after the campaign beggn, all but a skeleton crew of
police officers were diverted to special duty on a murder

. investigation. There were simply fewer police officers .

available' to arrest people for DWI. Fortunately, the .

 analysis of the.data is the most challenging and excmng & sheriff, who was on the council’s board of directors
. of the assessment activities. Data analysis oflen calls

pointed out this posgible influence on the data before
the council director came to'an incorrect conclusion =~
about the impact6t the drunk driving campaign.

framework er data analysis?

*_What is the basus point of view, oa{

The pount of view taken in analyzung data depend(gf 4

‘course, on the purpose(s) for which the data were col-

lected as well as how the results of the analysis will bi
used, and by whom. Nevertheless, the following types

‘of vuewpomts are likely 'to shape the framework in which

planners inan alcohollsm service agency analyze data

o The CommUnlty: What mlght the data show,
“mean, or imply for this community? How
might the infarmation affect the community
and vice versa’,‘

) The Program: How fpight the data,relate to

. this program? How might other-pr be
-/~ ' affected by the information? What pr ram- )
ming implications do the data have? ’

e The Planner or P/annlng Group: Do the data
have any special signifi®ince for planning activi-
ties as they have traditionally been conducted

- or are currently understood and projected?

° Alcoho/—re/ated Cor(cems Are the‘re relations
- or implications in the data that might be sig-
nificant for alcohol use and abuse, alcoholism,

. ; $ “™" and alcoholic persons? Might sur& concern
- ‘{‘;} : - r.

" 7arjas influence or be some other way involved
or} reflected in the data that was collected?

E Bes if there is 3 conspiracy of silence about
aldqhollsm data showing a negllglble incidence
of the problem may not he accurate.)

0 The Agency: What implications do the data
have for this agency? For others? For this
agency in relation to other agencies or groups
in the communlty7

When data are to be analyzed, it is wise also to review

each portion of the information in terms of the who,

what, where, how, and when of the problem statement,
as a guide in identifying the key frames of reference for

“the analysis. On occasion, the data may reveal some

38 ’ )
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tending the data collection and gnal
/ &ormatlon on the new ;rrtm‘i’e/n/:{'I

ERIC

Aruitoxt provided by Eic:

’ L4
evidence that was unexpected but appears o be dam-
. aging to the program or the agency. This can so jar

and distract the analyst that the problem statement and
the reasons for collecting the data are forgotten, at least

momentarily. Deliberately returning to the major topics -

in the problem statement refocuses on the task at hand
and, sometimes, helps to put the damaging evndence

into _proper and productlve perspectlve -

“Similatly, the data analysis itself may suggest a frame of

t different from those above. For

reference somew .
instance, the cofiected.information may indicate that ir:\

a gi.ven‘problom area, there may be far more serious
or'urgent problems than the ones stated. I this hap-
pens, the planners should ailow }or consideration of the
newlygncovered proBlem(s) and What might be done
about thefn at that point. Two such possibilities are
revnsmg or rewriting the problem statement(s) and ex-

Careful problem statement worig should make such a
shift in framework a rather rare occurrence. However,
if theineed .tq restate does arise, it is silly to ignore it
“.since Ens needs assessment data analysis is an actnvnty}
of the first pianmng component—-the front end work:
After all, the purpose of a needs asse55ment is to finde
" out what is needed and/or how much it is needed. s
However, if a shift seems necessary, under no circum-
stances should ti;plann’er miake the Shift without in-
cluding the relevant community participants in the
decision of whether or not to change from the original
problem statement(s). '

4 Pl

. How are data analyzed? What are some of

the mechanical activities in data analysis?

"Ordinarily, the mechanical activities of data analysis

seem to be left to on-the-job or experiential learning.

* There are, however, some simple practices that can

enhance such learriing. They are presented here to

" guide the novice analyst and serve as simple checklists

or remmders for the more expenenced 3

® First, the collected assessment data are organ-
ized$0 that they are clear.and easy to read and
* study. For example:

El

+ — The same Kihds of mformatlon are grouped

, together. ’ .

— Where it is-useful, data aré summarized,
collapsed (i-e., combined), abstracted, etc.

is to provide more .

" — whatever organizationa) method(s) are used, ,

® Second, each tabulation, representation, or -

e . ) A 7
: SESSION FIVE

.. 'REFERENCE INFORMATION . -

-

_ Certain kinds of data speak loudest to the

analyst when portrayed in tables, graphs,
charts, maps, diagrams, outlines—all of
* which have a wide variety of forms. .

[

great\care must be taken to label aclurately -
_anddimmediately each unit or portion-of the

datd; e,g., what it is, what time/place it came

{from, who it represents, etc. Thé importance N
of correct labeling cannot be stressed too

much. Given the reality of interfuptiorts and - (
other distractions, it is very.easy jo forget
whether the content of a given table repre-

sents consecutive months or annual averages,

.males females, or both, the nor;b-or south

end of town, etc. L . .

. -

— Itthe analyst used coding of some sort, it is .
essential to record the coding key(s) on the ¢ .
data representation,; e.g., blue=boys, black= :
- girls; thick lihes=the incidence in the north, - |
thin lines=the incidence in the south; dotted
limes=weekly totals, broken Imes—monthly :

¥ totals, etc. . L _ S

grouping of data is searched for trends, patterns,

" peaks and valleys, similarities and differerices.

- Each group is examined to identify any pat-
terns in the individual groups of data.

\

— Patterns or relationships between different
groups of data are sought and studied.

— The patterns méy convey their most impor-
tant meaning when different kinds of data ' .
are examined together. For example,in
certain age or ethriic groups, neightbrhood,
occupational groups, or economic levels,
there may be mote or less evidence of some
behavior, need, or difficul an in others;
or the occurrence of the behavidy, neéds, or .
difficulty varies. among'groups depending on
the time of year, the unemployment rate,
and/or the day of the week. ‘

— Data anal')'/sis as the term is used he;e includes «
data interpretation. It |ncludes not only
what a columtn of figures ora report shows >
or says, but also possible explanations of ’
what-it.may indicate or mean. Strictly
speaking, ‘‘More boys than girls took part”
is the stated result of analyzing some figures.

¢
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“Thls seems to mdlcate that boys were more
. interested than girls,” is one interpretation
of those figures. Other lnterpretatlons
- could be , :

“There were more boys than glrls avall-
“able to partuclpate e .
_“More boys than glrls knew they could.
- take part.”
: « . *“Most girls had already taken part on
e previous trials,” and so'on,

— Data analysls should not be done ina hurry
: 'The cautious planner alfows for occasional
e breaks or tifme away from the data. In that
: way, when he/she returns to a study of the
data, new relations and new interpretations -
o - : . may come to mind. Further it allows for
' - the verification or correction of previously
" identified relatlons and |nterpretat|ons

® Third, the planner steps bagk.for an overali ook
& how the results of data analysis relate to the

- :  stated problem(s) for whlch the data were
, Yoo .gathered. N ‘

-

S - Themain'question is whether the analyzed
* data support, contradlct, or seem-unrelated
to-the stated problem(s) .

— This overview involves |ntegrat|ng all the
conclusions and interpretations arrived atso

far, and provndes the basis for the next assess- -

- ment activity: setting priorities among. :
lcfentlf' ed problems.

~ "When the outcomes of data analysus seem
contradictory or unrelated to the problem
K statements, the needs-assessment activities

should not be seen as “wastéd-effort” (unless .
it happens repeatedly, in which case the pre- -

. liminary evaluation and/or problem state-
ment ictivities probably were not well done).
_The purpose of a needs assessment process

is to find out in a systematic way what needs

to be done; not to just “do an"assessment”’
and then push ontoward “solving’’ a prob-

.lem, regardless of what the investigation has -

- revealed ‘about the stated. problem and/or the
need to solve it in that community. Forex-
ample, the stated problem may be, “Selling «
wine and beer in grocery stores leads to '
many serious car wrecks,”’ The assessment
data may show that fi Ive times as many  °

U .t

" serjous wrecks_0ccurubetWeen 11 p.m. an$P-
3 a.m. (when grocery stores are closed) as
, occur between 8 am, and 9 p.m. (when gro- -

cery stores are open).
a.

" When does datavanal)’SIS begm.

J

. Orgamzatlon of the data can begm as soon as
all the data of one kind have been collected- and
-identified as the  Same kind of data; e.g., when -

all of the survey forms have been returned, each.

individual résponse can be. tabulated on prede.
slgn:M(s), , N

I

‘=" If the planner seeks help from an evaluatl'on

“specialist about the design of the assessment
instruments or Procedures, it is also wise to
ask, at that time for the specialist’s advice .- .
about how 1o record the data from the in-
struments or procedures. ' .

— After drafting the tabulatlon form for re- .
cording data, the’ planner should try it out by
recording the:data from the trialrugs of the -
instruments. Redesigning a form ﬁ&r easjer
and more economlcal than compen ting for
a defective one, .

LS

After each kind of data has been recorded, it
can be reorganized in as many ways as promise -
to be helpful; e.8., data from all of the survey
forms can be regl'ouped by sex, age, occupation,

‘etc., of the informants; all the interview data may -
"be regrouped acc0fdlng to. faVorabIe or unfavor-
able responses, by geographic areas etc.

3

Basic cautions in data analysis are against:

. — drawing prefnature conclusions or making

.interpretations on the basis of incomplete or
incompletely analyzed data; and

- dlscusslng the data analysis findings while
‘analysis is still in progress, Further-analysis
may change—or even reverse—preliminary ™~
trends, relationships; conclusions, and/or
interpretations. Lay people especially (iie.,
community members) tend to not hear or
_to disregard the Planner s qualifying words

" .whén he/she says, “FreMmninary anaIySIs
shows > or “Initial data seem to i
cate. . .” or “It begins to look as tho gh
Trylng to explain the later reversal of a pre-

. mature. |nterpretation or report can be very

painful. S .



; &as nearly correct as it posslbly can be?

\

O

. .

How €an the planner know whethcr the
" needs assessment data analysis is -

® Only by takmg every posnblwrecautlon and
by exercising great diligence can a *“‘correct”’ or

.accurate neéds assessment data analysis be
approached. Resources for needs assessments
are usually limited; therefore absolute. perfec-
tion is rarely attained in-*the real world”’ where

. Ymost planners work. On the other hand, the
time for the quick and dlrty or eyeball analysis
- of data (done for the poss&.le problem area)
has passed. )

e A pnaf_nner can rhake Certain'that the".'ilata analy- B

o sis is as nearly, correct as possible by:

" = exercising great caution and attention to de-

tails in each’ of the assessment activities as-
they are carried out;

S = checkmg and rechecking on accuracy at
every step;

- -asl;ing'questlons about any piece or type of

-"data which “doesn’t make sense"”’ or is par-
ticularly surprising; e.g., a survey record-
form labeled *“Ninth Grade Boys’ which
shows an age range of 16-22 years; -

— being aIert to accurate but mconsrstent or -
surprising data; e.g., the mentioned sudden
- drop in DWI arrests when fewd? police offi-
. cers were on the street; . 3

A
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. — asking evaluation speC|al|sts or other quali-
fied persons to review the planner s anaIysns

and in particQlar his/her lnterpretatlons '
_ drawn from the assessment datah‘#

— comparing h|s/her fi ndmgs wrth those from
other similar. mVestlgatlons, '

._r.

discarding faulty data when they agudentl-
fied as'such; e.g., correct dlrectlons were not
given or followed;

- coIIecung addmonal comparable informa-
" tidnto replace the faulty data (if pOSSIb|e),

- checkmg out assessrent findings wnth those
who were. |nvest|gated anfi/or who know the
target group or subjéct wefl; and

— not extrapolating indiscriminately on n the

=basis of limited information. o

" Data analysns for any purposé, but especsally when itis

done as part of a needs assessment, must rest on.the data .

" being analyzed and interpreted, rathen than onsthe prefer-

ences, interests, or biases of the planner or evaluator. A
decision to allocate Ilmlted resources on the basis of

- slhnted data analyses can only lead to future distrust in
" the commumty in which the planner or pIanmng group

seeks support. The plannmg process allows for constant
revision as new information is revealed. No one realis-
tically expects that every problem investigated will prove

- to be what it appeared to be before it was investigated.

. - A
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- Directions:

SESSION FIVE
. WORKSHEET 1

e rcise in Collectlng and Analyzmg
from a Slmulated Commumty

1. Selecta leader to gulde your small group through

" this exercise and make a brief presentation to the
Iargeﬁgroup on your experlences in doing the
exercise.

)

"2 Review the Reference Information from Session

Four: Collection of Needs Assessment Data (page
28), and from Session Five: Analyzing Data for

Decisions (page 38). Throughout this exercise you

may refer to these materials as you wish.

3.  During th|s exercvse proceed as you might in a
work s|tuat|on It is a simulation of what exists
and occurs outslde a training room.

4.  Since the plannlng process is presented here in the
context of community program development re-
member to use your-tact and socval skills as you
complete this exercise. :

5. Trainers are available to Help you during the exer- ..

cise. Ask for help if you need it. - R

- 6. Follow the directions carefully, and discuss the

questions-provided on the data recording form.

7. . The exercise materials are afranged as follows:

L

; Assurn[i_tions e e e e e 42
- Brief Overview of APIE County. Soo42.0
Selected APIE Courity Health |
Department Recordf® . . .. .. 44
" Selected Fite and Rescue Squad
Records . .. .............. 47
Selected Data from Community ox
Resources ........ e ......48
Assumptions

<2
Your smali group represents a community task force to

work on alcohol-related problems in APIE County Asa

result of a preliminary investigation, you have concluded
that there is some evidence that alcohol abuse isa prob-

42 S -

>

lem among eIderIy persons in the county, and this prob-

lem'statepént has been formulated:

A’Q‘

- Problem Statement: Persons over the age of 62

in AP|E County are abusing alcohol to the ex-

tent that their health and safety are being

serlously affected. . N
Your task force i Is now conducting a needs assessment on
this population gr0up to make a-recommendation to the
county alcoholism agency about shether or not a pro-
gram should be desngn‘ed to solve or reduce the problem.

The accompanying materials have been collected from
agencies and other groups by members of your task
force. You may find that you want to gather other
kinds of data to decide what your recommendation
about a program will eventually be. If so, draw on
what you know of APIE County.and your home com-
mumtles and then assume that the data you fabricate

" was actuaIIy collected by the task
J

» 2

f

‘Brief Over\'/i,e\l'v.'of' AﬁE COunty,‘

(Summary of Information Obtained from the County

Records and Other Sources)

. APIE County is not a wealthy countybut sources of
. employment are quite steady and the co of llvmg is

relatively low. The unemployment rate peaked at 5%

a year ago, and has declined steadily to 4 1/2% now. T
Most workers are employed in a small plant marnufactur-
ing plastic desks and office supplies. The next largest
sources of employmernit are in the service and small
business areas, because the University of APIE is lo-
cated in the county\s,eat ' g

1 The Unlversuty of APIE was a private university up until

10 years ago. As a private institution the University of
APIE had an enroliment of 1 ,500 with a faculty and

‘staff of 80. Now thatitis a State University, the enroll-

ment is 6,000 and with a faculty and staff of 200. As
the Umverslty began to grow so did construction and
other service-related jobs. . Because of the University’s
growth, it has become an integral, mfluentral part of
APIE County. The University of APIE School of
Social Work has a national reputation. Dr. Everett
Young, head . the Social Work School, has spent a

- great deal of his professional life working on problems

confron tlng elderly people.
|

13
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With the advent of Federal revenue sharing and similar - The last census showed a total population of 80,250, .
legislation, APYE County has doubled its economic re- - .« all but 10,500 residents in the county seat, APIE City, -
Purces and expanded city and county government - _or its suburbs. Nearly 8,000 (10%) of the population
\\/serwces for its citizens. The APIE County official sta- - are over the age of 65, and approximately 35,000 (24%) - -
tionery bears the slogan; “A Progressive County on the are under the age of 35. The over-65 population resides -
Move,” and in fact, this does represent the attitudes of - mainly in APJE City, with fewer than 500 in the rural
both the private and government sectors over the last . ~ areas of the county. Of the 8 000 over age 65, 4 500

decade. ST are women; 3 500 are men.

P
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Selected APIE County Health Department Records | S o
‘Community Health Nurse Home Visits to Persons Aged 65 and over in 1976
.' - P ' o S . g \ : E-y/dehce of . 3 '
. Number . 7 C Sex ' - Primary Reason * . |~ Alcohol Problem
Cof Visis Mo F . for Visits Me F
35 15 20 Administer medication | R 5
28 . - 10 18 " Provide treatment - © 4 3
22 - _ 6 16, ' ' Health education/advice - : 7 2
85 T3 54 e 18,5 10
+ 1. What s the total number of visits to women age 65 and over? - ¢ \ e

What is t;m\e_total numiber of men exhibiting alcohol .probiems'?

How many women with evidence of alcohol problems were visited more than or‘ﬁ:e?

o -

. ey N
How many women were visited for more than ong reason?
What evidence(s) of alcohol problems were found? !- _ ) / .
How well prepared are.community health nurses to recognize evidence of alcohol problems? Y :
Is the information given adequate for your assessment needs? -

TAf you were collecting data from community health nurses on the prevalence of alcohol abuse among people 65 _
" - years and older, what pieces or kinds of information would you seek? Why? .
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- Eniergency Room Treatment of"Persons Age 65 a Oldc_:r‘in 1976 o ‘ L Ct
Types of Injuries Treated . M Contributing Factors " F M
N )
- Fractures - ™ - 39  Falls 50 32
Contusions ' 21 ‘Auto Crashes . 2 11
.Concussions o <14 7 Weather Conditions 12- 19
Butns o : 9 . Physical Disabilities . 29 22
Cuts , ' - 16 “ Fires 3 6
Eye Injuries ' -5 Alcohol Consumption « = 31" 29
Gun Shot Wounds 2. 7 " Other Drug Use - 37 - 18
-'Stab Wounds 1 Totals . 183 137
Poisons : o b GRAND TOTAL 320
Drug & AlcoholsReactions 6 S
Other Drug Reactjons , 10
Totls ™ N )
GRAND TOTAL 431 »2
Questions
‘1. How do you account for the fact that the grand to |s differ? . : . 4 .

What changes in format or‘arrangement would make ithese data clearer to read? -
S, : 1 ‘

2
3. Are emergency foom records of contributing factors ‘
4

45
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7 "% Selected APIE County Law Enforcement Records -
- - ,-'%isposition of 1976 DWI Arrests of Persons 60 Years and Older
4 : . Arrests : <=
= | - M F - Disposition.of Case
» — — -
12 22 Released in Custody of Family or F riend .
' 15 5| |-Placed on Probation
eV : N .
41 10 Sgntenced to DWI School ' i »
s 3] Referred for Alcoholism Treatment
120 | | Sentegfed to Jail and Fined .
VNS 1 1 Lice}le Revoked o
. ' 86, 41 . C ' .
' Quesﬁons
1. 'What do Lhe data reveal about the lnCldence of drunk drlvmg among the elderly in APIE County? What are some
implications of this? . - —
2. . What do Lhey reveal about law enforcement policies toward DWI and Lhe people arrested for it? . R
3. How do these data compare with those in the County Heal th Department records7 ‘ - )
4.  What other information might you want to seek from law enforcement records or personnel? Why?‘
.’( ) 1{’2(:':\"
Y ] 3 » 3 .
. ! rJ/
, ° )
L] @
. {
i . “1 »

l .




Selected Flre and
Rescue Squad Records :

' Summary of APIE City Fire

Alarm Responses in 1976

Number of

Fires Extinguished ° v 191
Fires Out on Arrival « ©212
False Alarmg’ 178

Tovi%l Number olf Fire Alarm Responses 581

i

Summary of APIE City Rescu'e_

. . e ¢
'Sqtlad Responses in 1976
‘Nurﬁger‘ of Persons o '
) Treated at Scene . : Q 216
Transported to Hospital 102
Total Persons Attended 318
- Types of Calls
Fires - " 316
. Cir Wrecks = 297 NS
Drownings : S .6
Heart Attacks, etc. 103 _
Other * ' 25 oy
Total Responses : - 557

Fire and Rescue Squad members estimate that persons

over 60 years of age are in some way involved in approxi-

.

’,

A ¥

- than drinking, but admit that combining them s a
“really bad mix.’ o

b

a k.
VS

~ PSESSION FIVE
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mately 20% of their calls. That is, they are victims or
potent|al victims in fire scares and other B’ISIS situations.

They are however, not often known to cause seripus

fires (e.g., ones in which property damage e‘;‘o@dﬁsoo .
bor people are injured or killed). Furthermo're they re-
port that fewer than{@lf a dozen older people were

" visibly intoxicated when the squad responded to fire

alarms or rescue calls during 1976. The Fire and Rescue |,
Squad members regard smoking as far more dangerous

Questions

* 1. How accurate and complete do youiludge these

s

data to be in regard to the problem under conSIdem- ' A .
tion? Why?" e

2. What questions about the elderly citizens,are raised
by these data? How could you get those questions
.answered? S

'3, How do these figures ;lbe with the aata fromthe = ..

County Health Department? What does that
imply? o ' e

4. What other data would you like to have about the
health and safety of this group of people? Where .. .

would you look for such data? How likely is it '
that you could obtain it? :

Examine the p'res'entati&ormat, and content of
the data. Would you make any changes? What
would yotchange? Why? How?
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- .Selec't'ed, Data From k o with.peop'le énd do something worthwhi‘l S as they
: Communi_ty Resources Lo used to do when they worked or wert#{is;ng
Summary of Interview Wjth Dr. Everett = . L S S
Young of APIE University’s School . Questions S :

of Social o
w rk 1. On thebasis of the graduate students’ data, do you‘ .

agree with Dr. Young's 3ssessment of the problem
or not? Forwhat specific reasons7 :

"Dr. Young says that one of the maost serious problems of
older persons in APIE County (and in other plaqes) is ,
loneliness and isolation. He says that there is a good 4. Consider how you would a"ange these data for
program for them here, but it is not good enough. : easier study and comparison. Use a sheet of flip-

. Three years ago in January, two of Dr. Young's graduate ‘ chart paper to |Ilustrate what you have in mind.

students mailed-a one-page questionnaire to 300 APIE 3. Many people are critical of self-reported data be-
County retired residents receiving Social Security. A cause there is no way to check the accuracy ofan
total of 275 completed and returned the.questionnaire, ‘anonymous form. Are you.suspicioiss of these
revealing the following main patterns._ > ﬁ’r’ . data? Why or why not?

1, Of the 275 respondents (91 menr' 184 women), 183 4. In Ilghi-of the problem being inyestigated, what

" said that as retired persons they found time drag- other inqujries would you make? Of whom?
ging for them. Except for sports events, a majorlty
of the men said that television was boring. Of the Summary of Report on the Umversnty
women, 140 said they used television to help pass of APIE’s School of Pharmacy
the time but would not stay home to watch apro- - Drug Kngjvledge Project
gram if they had somethmg better to do. '

project, five upper level pharmacy students

As ater
2.  Two-thirds of the women lived alone, whereas only surveyed drug knowledge among customers purchasing
15 of the men did. - medicines in five APIE City drug stores. The following -
pieces of data are extracted from their report on 50 -

3. All but 25 of the respondents had relatives living
~in the county, though they usually saw them only
every two or three months. Holidays and birth- 1. Have you (or has the patient) used this medlcme
days, however, were almost always spent with rela- *  before?
tives. All but 26 of the solitary women had enter- : .
' tained relatives at least one meal in the previous six ~ _° Yes 38 No 10 Uncertaln .
months; only 4 of the men living alone had don‘e 0. "o How did you happen to-first buy thns P oduct’

lnterwews

£ .
- 4. Two-thirds of the men and three-quarters of the C 12 ° Doctor’s prescription
women reported that they drove thelr own cars. ) =3 Pharmacist recommendation
The remainder depended on others or public . ! ﬁ 'Famlly friend recommendatlon
. transportatton. _ . __—7_ Advertisement
5. In response to the question, ““How has retirement _ -1 thed it °ff the shelf
. changedoyour habits?”.42 men and 63 women 3a.  Are you aware of any cautions on using this medicine? "
noted (among othe;\thlngs) that they were drink- - o
.ing alcohol on a daily basis now. _ Yes 4 No 46
, 6. Of th,e'men,' 28 said they attended church services 3b. If yes, how did you learn of them?
at least twice a month, and 109.of the women re- . e
ported the same. Participation in church societies, ' -1 Doctor s.dl'rectlon.s
. however, was much more limited: 7 men and 37 1 Pharmacist’s warning
women were active in church groups.. ‘ —1  Package or labg) statement
S - _ _0  From a friend or relativé
7. AII buj 16 men and 20 women indicated that they _0 From ‘the media
wished they had more of an opportunity to mingle 1 Previous unpleasant experience
o 48 ’ 40 e

(.~
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4 - Do you usually ask the pharmacnst whether or not
there are Cautions about usmg a new medicine?

iYes 3 No 44 Occasnonally 3

P

5. ; Have. you ever been cautloned about drmkmg alco-
hol while you are using a partlcular drug’
Yess  No 45 |

Questlons

1. What addltlonal information do you need before '

you can ;udge the relevance of these findings for
your needs assessment7 Why? Where would you
go for it?

L 4

2. _What diff'culties can you identify in this method -
of data collection? Why? How mlght each be
" .overcome? _ . v

3. What educational implications is a survey like
# this llkely to produce7 Who should be educated? -
About what?, / .

The Senior Citizen Volynteer Program .
(SCVP) Membership Group Meeting

The Senior Citizen Volunteer Prograrb (SCVP) involves

approximately 300 persons 60 years of age and over in

a variety of volunteer activities in ‘APIE County. They
provide services for hospitals, nursing homes, house-
-bound senior citizens (e.g., visits, daily telephone checks,
meals-on-wheels, sort and deliver mail or flowers, etc.

to patients). THey also staff the reception desks for
large community meetings and conferences held in

> APIE Courity. They make presentations on their

-

1 ~ SESSION FIVE

'WORKSHEET 1

LA

v

1 careers, travek and hobbies and take.part in other

actlvmes with the schools and community groups.

In general, t}ielr‘purpose is to brmg sa'nsfactlon to
- senior citizens by promoting their involvement in and .
contribution to-community members and events. .

1. _ Given thé information in'the _data above and your
analy Lt, what informatnon would you seek if
this membe of 300 persons invited your task
force to an exploratory meeting on the probjem

/ + under consideration? How would you collect it?
" “How could it be organized for use by the task
force? - : A ,

2 How wou'ld'you organize the data if the SCVP

" :group asked you to present an interim report to
them? What considerations would affect your .
~ choices? How would you interpret that one set
of data in your presentation? Why?

Direstions for Optional Additional Data

If your group wishes, spend pot more than 10 minutes
brainstorming other kinds of data you might seek to
collect, what the sources you might use, and how you
would go about collecting the data. Keep in mind the
purpose of th€needs assessment and the requirements
of the person(s) who will use the results of the
assessment. )

. ® ,
Direcfions for Data Organization Exploration
As a group, review the materials supplied above, and
whatever you may have fabricated. Spend-at least five
minutes considering how such data might be organized—
and reorgamzed—to assist and sharpen the analysis of the -
data. - .

N
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 Priority éetting and decision makingare complex pro-
cesses in which the rules that operate are often unclear.

The purpose of these guides, therefore, is to alert the
planner to the kinds'of topics and questions that can

t help to replace subjectivity and intuition with a meas-

ure of objectivity and evidence for setting priorities and

* making decisions about identified problems:

Rather than simply saying, ‘%Qggends," when the
priorities or decisions of one’s agency are questioned,

the planner should be able to cite what it is that the

‘priorities or decisions depend on. To be sure, some

influences are stronger than others, and the strengths
of the influences vary from time to time and from
place to place. This will be dealt with further in
Session Seven. For the moment, the f;ﬁnvmg quls-
tions are designed to sharpen the way planners ap-
proach decisions that are’to be made on the basis,of -
the needs assessment data. - . /

’

* What are some basic questions that community planners

should ask when confronted with evidence of more than
one community prpb/em wh/ch is worthy of attention? -

"For each problem ghe foIIowmg sorts of questions should

be raised.

® Does it appear that it is possible to solve thus
N\ .

problem7 s
— Can the problem be reduced if not solved7
To what. degrec7 '

- Can parts of it be solved? Which ones? -
a

@ What segments of society are diréctly'affected .
by this problem? (e.g., wdrqen,- parents, young
children, nurses, low income people, auto
drivers, German- Amerlcans smgles)

® How many people are dlrectly affected by this
problem? (e.g., 40% of all women, all auto -
drivers) .

~ ® In what ways and to. what extent are those
people affected by the problem? ‘(e.g., time/
money costs; injury/illness/death/discomfort/
seriousness or continued impact)

o Isthis problem oné that falls wthin the scope of
this agency’s goals and activities?

.= Ifso, whiéh one,(s)?

50

.
v

— If not, is there some other agency within

whose goals it might fall?

If another agency’s goals encompass this prob-
lem, how.could this agency be involved in the
solution of the problem? (e.g., sharing special
knowledge or resource persdnnel) )

Is this problem one for which there is now-
strong evidence of general community concern?

— What likelihood is there that community
support could be generated? - . T %

— How could it be generated or increased?

Is this a current', but probably temporary,
problem7 ¢

— Ifso, what is its likely duratlon7

,%,—,;_”Whatjs the probable scope of |ts impact?

'On what bases can priorities among
“worthy problems"’ be set?

When several broblerhs have been investigated and found
to be worthy of attention, attention usually focuse&on

A

-

the following considerations: \/*w
the Ilkellhood of solvmg or reducing each

problem; ) ¢

the urgency/seriousness/importance of each-
problem’s impact on the community and seg- &
ments of the community; - - .

the estimated extent of current or predictable

community support for working toward the

solution to eachproblem;

— hd

the priority ranking-that the agency or planning
up has already established for certain farget

- groups, regions, program emphasis, etc.;
-

~ ) .
the feasibility of being able to locate and obtain
the resources required to work toward the solu-
tion of each problem; and .

as an ever present political reality in community
program development planning (and in other
situations also), the possible involvement, in-
terest, or support of some community member
or group which cannot be |gnored (i.e., mﬂuence
power, or clout). - = -

e ) ’ “
SR :
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What usually determines the . ° S owing a commuplty some estimates of what
relative weights of those bases - ' . problem costs—in any terms—and what its
in priority setting? - v o - solutlon might save, often serves to motivate.
_ - and elicit support from segments of the com-
Relative weights of the factors invc;l?ed in declsionmak- ’ ' munity that are not otherwise likely to con-
_. ingvary from problem to problemstime to time, com- . ‘cern themselves with community alcohol '
munity to’community, agency:to agency, and people to - o problems : »
_ people—and/or any combination(s) of these. The impor- : » .y
tant actions for planners to take in dealmg with relative Who should be involved in priority ‘
. welghts in priority setting are: , sett'gg for a community? How? : : {
.|dent|fy as clearly a% possible each of the prob- " o The two main groups involwed in setting priori-
able sources of influence; » ‘ties are the alcohol agency or organization. and
® determine as precisely as is reasonable the cur- community representatlves .
rent rela'tion.frhil:s among the influep;es.(e.g., S — the community planner and whatever.othet
. last years p:'or't-y for an organization may not . persons from his/her agency may have - ',
be this year’s; some feuds smolder for years S - ce s
L . . - authority, responsibility, or particular ex-
whereas new and unexpected alliances are perience ih community work of this sort.

sometimesformed); and
— the key community representatives or

P ¢ w.orkbcefosel y and :ctfull:;lwnh c:mmumty \ spokespersons who have been involved, from
. members to rank the pr9 ems when r.no!'e - " possible problem area identification through
. - than one appears to fall in the high priority the other needs assessment activities.
category. - . o
A"tl\'lough a planner or agency may bear the ultlmate ' ® |nvolvement should occur within clearly defined
- parameters; i.e., if an agency or a board is
legal responsibility for action, care should be taken to Iegally respon5|ble for maklng)f' nal decisions,
ma!(e certa!n that there is community support for t.he, comrhunity members should have been made
- actlgr). ThIS- not. only.strengthens the ch.ances of suc- - aware of this from the start, in a tactful way,
. . cess in working on a giyen problem, but it also bolsters and their advisory role clarified.
_the posmon of the planner or agency if difficulties or
opposition shouﬂarlse _ ® Before priorities are set among these problems,

_ if any of the defined problems are likely to re-
.. . . quire the cooperation of other agencies, organi-
What is one particularly effective ' . zations, or groups, the planner should find out

[ ) .
! _\\:ay that planners can show what . ‘ , how his/her problems rank anfong the priorities
dlfferent.problems cost.a , b of those other agencies, etc.
community and the savings that , : o
could result from solving them? Is a list of priorities static or dynamic?

f- ' ' )
°® Piann_e'rs‘ can prepare comparative brojections
. on the relative costs of each of the problems
. and their solutions. Comiparative projections
can be made.in terms of economic, human,
and polltlcal costs of the problems and

As with wrtu{ly everything else in a planning process,

a prld'rlty list should not be regarded as static or final.
Priorities can be changed—but not on a mere whim~
when the situation changes and/or new information
indicates the need for a change. For instance, the day -
after the planner and his/her group decide on the '

- solutions. - g ‘ -
— . problem to which their efforts wijl be applied, the
— Ecoromic costs are by far the easiest to newspaper announces that a professor at the local,
figure, although doing 50 does |nvolve con-  university has received a handsome grant to wosk-on
. snderabl&work » - the same problem in much the same way. "
LI _ . ~
- Human costs are much more difficult to "~ ® Admittedly this should not have come as a
measure precisely, but they may offer *surprise if the planner were truly in touch
especially persuasive arguments. o with the community, but once in a while

\‘l‘ . ] .’ . . , ) . 52\ 3 - ) 51
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there is a surprise which must be taken into ~ this decisibn that each of the assessment activities was
consideration. . carried odt: Making this decision completes thé needs

messment activities, and the planning process moves

® In this case, the planner and his community * into the.program design phase.

-, - group might elect to work on their second-
ranked problem _ ‘ “ o . :
1 L ® Although an agency might in fact elect to , _

' Once priorities among the problems : * work on several problems simultaneously, for L

‘are set, what happens next? : the purposes of illustration and simplicity, this e
training program proceeds on the assumption-
o A detﬁsuon is made about which problem will be worked that the individual planner is approachmg the , \
on first second, etc. It was for the purpose of\making solution of a single problem. :
/ K
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Data Analy nd .

Decision Making E Exercise. r
Qirections. . K

[

Drawing on.the needs assessment data from the simulated -

community exercise recently completed, determine as a
task force whatiaction you wﬂl recommend on the prob-
lem as stated: ) .

Persons over the age of 62 in API€ Countyare
abusmg alcohol to the extent that their h Ith
‘and saf_ety are being seriously affected.

‘Three opifons are open to you:

¢

®. recommend that.a plan be developed to attack
’ y?e problem as stated; - ? <

® recommend that the problem be reject d;'or )

: SESSION FIV.
WORKSHEE

Y " \ .
® recommend:that the problem-be restated and

. a’plan be developed to attack the problem as °
" restated. S -

Whichever option is selected, the itbup should be pre-

pared to present needs assessment evidence insupport of

- the recommendation, The data were collected so that - .~
this decmon could be made about the statecfproblem : ’

Ina real communlty setting, it is quite possible that ﬂ\e )
task force might have conducted needs assessments on L
_several stated problems. In that case, a decision from ) S
“among the three options would have to be made for -
each problem. Then, priorities.would be set ambné all
the, problems that were accepted for work. j

From what you k‘no'w of APIE County‘n“d other places ~ T
like it; consider briefly whether there might be other .
alcohol-related problems that should be ranked as , o -
higher priority(s) than this one. Support your views$ :

with“data provided or fabricated in the last exercise. -

K
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1.

Lookmg Ahead to Analyzmg Data © . Spacing on the page (e 2., center headings,
Back Home S _ v © margin headmgs, indented headings)
- . ' o . < Use of buIIets and hyphens (e g., ° and S

— Use of aIphabetlc and numerlcal outlmmg

"_Directions: S S B
= Use of footnotes

Rev:ew plans you made for collectmg data on

L -your back home problem statement in Sessuon '. , Graphic preseritation of data

Four(page34) Toenle _ o
. - <= Arrangement in graphs, charts, tables, maps:
2. 3Tak|ng at least t\Vo dlfferent kinds of data I,tste/ - (e.g., bar, line, pie graphs, etc. )* ,
« there, begin'to rough out some.possible formats ., Thick and thin liries, broken and solid IineS,
-+ for recording the needs assessment data you ex- etc. L o ‘
pect to get. : ‘ '

o v J'- e = Different cpl;ors L : AP
3. Be conscious that the foIIowmgare among the ‘

. —~ Symbols and deSI s (e.g., arrows dots
. sorts ofconslde{’atlons you will wanttomclude . y Bns (eg, ’

boxes, circles, stick figures)

ISI your deliberation: . L
A '. clear an d | nformatrve fitles: T e 4 ."-Plan formats that will be clear. However, bearin -
. ’ EES ‘mind that it may be necessary to record data in
_ N Okonmse but,mfamngful headings for columns, o relatively simpie ways first (e.g., each school or
e L sectlons, ar portlons of the mformatlon, 4 001 grade separately) before combining several sets
o L o T ~into a broad representatlon (e g., all thlrd grade
= S = major Iabels (e. g students resudents) argimulor g|rIs in the cuty) : T
T labels (e g., male and fémale; grades six, seven, - Yy .
" and eight; home owners and renters), and . - ® In recordmg data, be aware that the more com-
plicated the format, the greater the chance for -
" ® space arrangement and markmgs for cIarlty and-. . -efror (e.g., fi II|ng in the wrong column or. o5
ease of readlng, mcluamg oo R square) .
— ‘Shape of paper to be used - ':— ' 3. When you have roughed out some samp&s share -
. s “ 7«7 them with" your dyad partner or others in the smaII
- -—Slzeofpaper ' o L, T _ ¢
- . o . R A gl'OUp. : * S
: Width of:’olumns. I o ' _O_ Frpm your titles, labels, and arrangements.Can
t_ " Space between &{mns ' . : ) thex tell you the kmd(s) of information they
. - L " would expect to find on the page7
-} l,Jse of Imes and underlining : ' :
o <y 6.‘ Plan ahead as carefully as you can, but never be
" — Use of all caplta! Ietters, caﬁhals and small - - reluctant to redesign a format if people are getting"
@letters . - . the wrong message from it ° e
‘ o . ‘ : : L.
- L -
© ‘ . .
Y \ . N ! v . - . .
’ ' B " : r\
» S 5
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~ Design: - - S e
~ Setting Goals ' PR

L Synonsif This. session introduces the program design

component of the planning process. Partlmpants learn -

- how'to formulate goal statements that are responsive to
- the need(s) of the target group identified during the
assessment phase and selected for actioh: The séssion
emphasizes that goals are 'outcome or result statements
ang not actlwty statements It Iays the groundwork for
the specification of concrete program ob;ectlves

Ob]ectwes. Partlmpants will: 4 .

5
° glven.pr,oblem statements based on the sirfiu- -
o . - lated community, write goal statements ac-
r cording to training program criteria, and

‘ R o .

ERIC -~ ¢

Aruitoxt provided by Eic:

® writea goal statgment responsnve to their back
home problem statements as formulated in the
assessment sesslons

Reference Information' Prograrn Design ‘. cee.. 56

; r - .

Reference Informatlon sWriting a Goal

. Statement e e e 56
,Worksheet1 GoaI-ertlng ExerCIse e, . - 58
. s
3

: - . ‘ ‘ rF e

o€ a
> . \

. 55
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L Program Design ? " Problem: The public lacks information about the

understanding of alcoholism as a disease.

After the Assessment Component of the P|3"m"8 Pro- . Goal: /Toprovide the public with an‘awareness

cess, in which.a problem s systematlcally identified and ' program on the disease concept of alcoholism,
. selected for action by a program- planner and the in- -

volved community group(s), work on the second com- - vab/f-’m’

L
A very small percentage of alcoholic omen*’
are receiving treatment through commu-

ponent is outllned as follows . Y
S o ' ' nity service network. . O,
PROGRAM DES'GN o Goal:*  To increase the number of alcoholic women'
: : S receiving treatment through communlty o
e State goals o T services.

* Specify objectives
" ® Choose strategies

‘What are the characteristics of a goal statement?

- ® lt lmplles a broad and general squtlon by |dentl~ '

® |dentify major activities .
S fy \,jo R A fylng the desired outcome.
o Determine and locat_e neoessary : .
" resources’ : : : o ® |t specifies the target group {e.g., teenagers £he
publlc alcoholic women) .
* Develop ti -phasedacti L N
op me on plan. o It focuses on a selected need (e. g., prevention of
® Outline evaluation deslgn '~ alcohol abuse among teenagers, lack of informa-»
. — i - tion about alcoholism as an |IIness small per- ",
.The component caI led “program design” in this course * “centage of atcoholic women receiving treatment)
is often called "plannnn& In other courses and writings ® It is consistent with the agency’s mission or pur-
13 " AN
on the subject. The term program design’ is used here ~* pose (€.g., developing a prevention program; dis-
to avoid confusion between the overall planning pro- ’ seminating information, extending alcoholism °
cedure that is the subject of this course and the specific | " services to a neglected po ulation)
program planning or design component that is onepart | T o g , popy, o
of the planning process. * ) | . t .
' - .~ What is not included.in a goal statement7
- M ‘. ¢
er in aGo I men . o
V% . ti g a State t o . CItis |mportant o notlce that the goal statement identi-
Wh | ) L . . fies only: what will be accomplished. It does not specify
‘What is a goa statement? , ' ‘ how the outcome will be achieved, when it will come
Yo L ' - about, exactly how m ny mdlvnduals will be affected or
The problem statement is deliberately phrased not to © ‘towhat extent. Eor example, the sample goals do not
'"CIIUd; a squtlo:, bll(;t it dO:;TmPIY 2 50|tl.;‘tl0n. -'l'lhde - tell' what kind of prevention program for tegnagers will
g:c:visdet:hna‘::olsut?:n slt:'t:tne: :‘otrzm;goaalti:':;tat . be instituted; which members of the public ‘will be edu-
s the program planner and the commun’ity group' want _cated by what means; or how the numbers of women
| lished when 4-plan to add -alcoholics treated will be increased. The specifics for
to see in place or accomplished wi en a-plan to address achieving the outcome are developed later, in the form
a glven probIem has been tarried out, . " of ob;e ctives and strategies.

For exampie, - ' ’ ‘
: . What is the purpose of developmg a

"Problem:‘ Alcohol abuse i IS a major contributing factor goal statement7

o _cin, tegnage vandalism and destructlon of - o
T . ‘.commurgty property. . : There are several important reasons for stating a goal »
before moving immediately to objectives.

«  Godl: _To provide a program for teenagers that wnII . . . o
o reduce the alcohol abusq,q\at leads to de- -First, partiéﬁlarliwhen the program planser is working.
' .structlon of communlf‘y property : . with acommunity group, a variety of concerns, pref- o
L 01 - ) . . : . . - vr : ) )
. : ! - : by .
Q 5§ S . o R4 c . e J ., te




erences, and special interests may exist. In such a situa-
tion, often without intending to, people often “hear” -
quite different messages. Each one operates from his *
~ or her own frame of reference i in a discussion. There-
o - fore, it is essential to be certain that, regardless of
wherever egaéh person is “coming from,” the group is
focusing on the same thlng.

A goal statement spells out that focus in a general way

d so pravides a point of agreement from which the

unity program developer and the\nvolved com-

ople can move on to specifics. If the members

ofa planmng group are thinking of several different out-
comes or solutions to a problem, that must be brought
out and dealt with-at this time, rather than accidentally
discovered when someone eventually -5ays, "ls thgt what -
we re trylng to do? | thought we were donng so-and-so'

Second, like a politician's campaign speech, one purpose_
™ . of agoal statement is to elicit support around a point ]
of basic agreement. Once pIanners have reached Sl

agreement at a global level, the likefihood of later reach- -

ing agreement on necessary detailsis increased. PIunglng
‘too soon inta details has snarled many a community 7
effort in nnt-p;cklng and time-wasting pursuits, Cor,;,se-
quently, even though the program planner may aIready
have leapt ahead mentally to the point where he/she. -
could state objectives, the goal statement activity. must

A

Q - ' ' ST o

ERIC: | © =, = E e,

Aruitoxt provided by Eic:

. the solution falls within the

SESSION SiX
"REFERENCE INFORMATION

not be short cwculted in planning for communlty pro-
gram development.

Furthermore, startirig at the global level of a goal state- '
ment increases the probability that the focus will not

~ be nagowed 100 soon. When a solution is considered in -

a broad context, a number of worthwhile alternatlves

may be presented and' considered that would probably
" not even be brought up if a precise objectlve statement
‘were Gffered at this point. '

al statement ensures-that

_ gency’s scope or mission.

It may- help ensure that the 4gency is not impinging on -
work already being done by another agency or-group—
resultmg ina dupllcatlon of effort or a polmlcal em-

._Ubarrassment. Furthermore, formulating a goal state- -

« ent max,suggest ways in which the agency can comple-
‘ment o enhance another-program or programs :

In ad_dltlon, formulatlng

‘In summary, a .goal statement is a broad statement
responsive, to a stated need. It prowdes the what infor-
mation, s distinct from the Aow. . It serves the purposes’.
of cIarlﬂcanon for concerned individuals and groups
provudesa basic focis of agreement serves as a- check-
paint regarding the agency’s mission or goal, and pro-
vides a basis for selecting means and resources to imple-
menta squtlon » -
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T " WORKSHEET1 =~ | o o

'GoaI-Wr_iting Exercise ., - : | .

’

Thts exercise has two parts.: In Part 1 you will be given . and write a goal statement, again containing the four -

* three problem statements drawn from the simulated characteristics listed in this session, S

APIE ommunity. You are to write a goal statemenit

h, containing all four characteristics of a goal You have 10 minutes to complete both parts. Then for

* 10 minutes, meet with your partner and chéck each

- st hent
= other’s work to be sure that each goal statement in--
For Part 2, take your back home problem statement > cludes the four charactenstlcs
Part 1 S _ . .

4 ' ‘

\,ﬂ’oblcm #1: A sngmfcant number of senior cmzam are bec6m[ng ill as a result of consuming alcohol while taking
e medlcatlons - .o v B

Goal #]:

_Przb/em #2: Alcohol consumption has been a factor in over 25% of the automobile collisions caused by people over 60.

ot N N . 1

Godl #2:

Ve

- .
..

Prob/em #3 A significant number offlmmobule senior cmzens are con5|stent consumers of excesswe amounts of
¢

chohol . . - : . oo
J o i P _ .. : . Ay

Goal #3:+ _

" ke
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- - Back home problem statement: ? 3 =
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Program
‘Design: .
Specmcatlon

of
Objectlves

P
> e VP
) ' ] . N . . T \
Synopsis: In the previogs session, participants learned - @ write a program objective for their back home
how to formulate well written goal statements for a pro- problem. - :
gram addressing an identified need. In this session, they S : L i
work at making these outcome statements specific, time- - Reference Inforrnati_on: The Essential
phased, and measurable. When properly formulated, pro- - " Characteristics of a Program Objective. aeoe. 62
bjec ide th al ’
gram objectives provide the bases for evaluating the Worksheet 1: Exercise on Chamcterlstrcs of o :

degree To which  program goes accordlng‘toﬂ%n. - aProgram Objective. . ......... ve.-... 63
. Worksheet 2: ert_y Program Objectives from -pv\
<~  Simulated Commumty Goals............ 73_}

" Objectives: Participants will:

o idemi the four esseonal e| eme ts of a program
by " progr Workqheet 3 Wrmng a Program Objectlve for -

objective usmg the criteria ‘r*ovnded in- the train- ‘
\ - ing p’rogram, . ' } Back Ho Problem.................. n .24
J " . @ given qsample goal statement, wrlte program i Reference Information: Outline of Evaluation
g}b;ect_lyes using the four criteria;and _ Design ........ e Y -

P
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REFERE\CE IN_FORMA'TIO'ILQ

.The Essential Characterlstlcs ofa
‘ Program Objective

Whatjs an obiective? _

.
An objective is a statement which specifies the activity
for reaching a goal or outcome. In contrast to the

identifies the target group;
stetes the result;
in hgeasurable terms; and

® ident?ﬁes’whefi the result wi_lj,happen.l

a

broad goal statement, an objective is much more precise! As the above pairs of goal and ob;ectnve statements show,

in stating how. the outcome is to be reached. For

example
’ ).

‘ Goa/.' T6 prowde a program for teenage,
will-reduce the alcohol abuse that I
\to destruction of community property
_ Objectlve. To sponsor a series of free monthly
o .athletjc events for students at Luke High
‘? School from September to May of the
. next school year.

Goa/: .Tovproride the public with an awareness
program on the disease concept of
alcoholism.

- To publish a series of five feature articles

Objfective: - v
- on the disease of alcoholism in the local

newspaper during the months of October

and November, 1980

Goo/: . & Toincrease'the number of alcoholit’
' ". women receiving treatment through com-
_ - mumty services. :
Objer:tlve.' To increase by 50% between | anuary and
' . June of 1981, the number of alcoholic

1

women in Catchment Area D receiving
treatment through the Beaver Valley Com-
munity Agency.

What are the essential characteristics .
/Jof an objective? S

o~

A useful objective has fou;,essentiatlt characteristics:

the target group is more preécisely stated in objectrves.
Objectives identify clearly the persons with, for, or on
whom the result will be accomplished.

“Likewise, the resu/t is more speciﬁcally spelled out in an

objective (e.g., a series of five feature articles on the
disease of alcoholism is an awareness campaign).

The result is stal easurable terms—how many, to
what extent, etc. (e.g., 50% more than the number of
-alcoholic women now being treated through the Beaver
Valley Community Agency vs. alcoholic women). Some-
times the measure is merely a yes or no: is the result in
existence or isn’t.it? Were the five monthly feature
storles published or not7 Iy

Identlfymg when the result will happen simply means
_setting a specific date or a specific time limit within
which the result will.occur or be in place (e.g., within.
the next school year; during October and November,
,1980). .

v

A realistic. awareness of what is involved i in, and reqmred
for, reaching the objective must guide the planner in
drafting objectives. The nextfsessions will provide some
techniques and procedures for ensuring the reality of
objectives. Foy the moment, it is wise to be cautious
.and canservative in stating objectives. Asan illustration,
perhaps it will be more effective @$ponsor events for
the teenagers every weekend, rather than once a month
On the other hand, the plannerand community-group |
mayfind that sponsoring the monthly events taxes
them and thieir resources to the limit or beyond.

o
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WORKSHEET 1
s . 14 N T
. ° - Exercise on Characteristics , " s, > - Conducta campaign to increase public - .‘
A Qf a Program Ob}ectlve . awareness of alcohol-related problems.
’ ( For each of the followmg statements, put an X in the 6. Increase by two the I comhy/‘
" space beside eachitatement that has these three charac- ¢ groups voluntarily contributing goods o
teristics: target group, specific statement of resu/t to be a . services to the halfway house on a regular
accompllshed and measumble terms. - ) basis.
. : . . \ . R . ? < .‘ i .
A 1.. —_ Establish alcoholism referral system in Y A Estabflsh a staff benefit plan that is ac--
the five largest pollce departments i in this ’ ceptable to both board of dlrectors and
State. , . staff, S _
2. __ __ Provide alcohol abuse prevention tralnlng 8 Explore formation of a State halfway house
' to schoof teachers : 2 association.  °
- 3. Add one psychologist to the treatment . 9. " Assign additional counselors where needed. -
‘ - -center’s clinical staff as a halfitime S v
consultant : _ oo o S S .
- ' . 10. ______ Reduce the unemployment rate for the e
. 4. . Reduce alcohollsm toa Ievel acceptable to S .resndents of the halfway house by 50
= , . the pubhc o Lo percent .
S 0T ' o N : v
_ T, ' : S : -
Lo~ oo . : . . s . o /
\‘ ‘ N H. . ) “ . . . ) )
: . : _ . 2
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- You should have placed an X' before statements 1,3,6,7, . . v
.10, : C - , ’ :
“Take another look at any you missed. Do those state- ' . '

‘:MB"{“ you specifically who the target group is, what ' o - , "- '
the expected result is, and how it is.tob’emg_asu(ed? - B ¥

o
: _
v , i }
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- .
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" - The fourth characteristic of a useful bbjectjve is the time o L e
_ frame; that is, we are told exactly when the result will - e
' , omby what date it will be completely ' ' C

| Wllich of the following stat?ments specify af:learl time A g R 3
v 1. Assoon as possible. . - ' o
2. By the last day of each month, .
3. Immediately. ] _ | - S
4. Whenfeasible, | o
5. By July1,1983, - o ' S . )

{

Answer: ___ " L . .
(Number(s)) : . SRS
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SESSION SEVEN

Numbers 2 and 5 specuﬁcally state by what time, or date,-
we could expect a result 1o happen The other statements

don’t tell us how soon is possible; or when is immediately

« (today? thns week?), or how soon feasible i is.

Useful objectives must spec:fy when'a result will happen
by stating a date or gwmg a number of days, months, or

years.

-, : 3 .
* - ¢
.o !
- L .
\ . s
<
L d ' - ’
) _ & j
. o . »
. / . _ \ J/
- 3 ‘/
| - .
. I.I .
- o 72N
S F
’ 4
\___ \ /.-"’/ —_—
s . /
, 7
«

‘{
N <
- .
1 4
't . .
N .
14
) :
—
E
<
. -
B
1
g
v
I}
r
-
R
’
-
.
7

r .




—— e o e e e e e e e e e e e+ e & & m e ke o oo o+ om — -

; o S .. SESSION SEVEN
-, N _ WORKSHEET 1

. o .

o List belowshefodr characteristics of a useful objective. /_\ : : ,

’

1.

. - . ‘
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The four essential ; terisﬁcﬁofausefufprogramobo . oo o
]OCMWWOI Ng: I . :

lderitif'esthetaryetgroup, .. , v e
;tates specifcally the result to be accompllshed '

.

in mmumble terms, and
. ujenufes when the result wnll happen . - 3

" The order in which you listed them is riot important, as
qugas it is clear what is being stated in measurable terms. - .

- . .
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.
- - : .
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S NOW try to find each of the four characterlstlcs inthe B
e objectlve below. L - . e )
' _Ob]ectlve. . N e o - ‘ o g

Prowde 80 hpurs of lnserwce trammg annually T AR - T ;.-

to: all chmcal staff mé ers within- five years. - - . . -._' o P

T. Underlme the parts ofthlsoblectlve that |dentlfy.. L o : cy T -
2. Double underhne the parts ‘that state the intended o e _ B

oo

. ~ result. _ - Tema Tt . L e v ;
PR Place a-around the parts that are measurable Tk
o 4 -the ‘time frame S S .
o ° -
. ;
'zlb ‘p - . . .
S o
© . v
- 4
4 o st
- ) ) '
/ € - N . ‘0
- £ . Y ) .
4 . Py
. . J“» -
i .
- ®
° {,\q BN
AN . - ?
A " ° " - A
. n
A ) ‘ _
o, |
. . S
1
S 6O :
v e . - : . ’
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Your answer should look fike this. =« .. R ? L e -
. . . - L . o BN . T v . o e 0 "h
' N 4 ”w .

: Prouidelsohburs[o'finsemcet'raining L

: to. dlinical staff members ‘within'five years. D T - - J
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DL : ._' -Now do Ma with the following objectives.’

} - Underline the target group. - -
) Double'underline the'specifc r;sult intended._ '

2
3. Put a-around the- measurable parts .
4

‘.‘0 . "the tlmeframe : v co
. '\

. _ Provtde medlcal and ps chologlcal screem‘tg
s - services for all treaqr_ne_nt applicants in this

. . program within two years, L A

RS

. 2 . _
_ B. . Establish in(‘this ﬁncy a statistieal record-

keeplng system that is con5|stent wuth State

" assoctatlon stankr.ds by the beglnnlng of -

L the next budget year.

R

C. By September 30’ 1981 provnde 20 hours

.of trammg to each of"i 50 shop supervusors
o .
‘in identif_ying antP documenting unsatisfactory
job performancds to ensuré appropriate re-
job p: roancés toensuire appropri
- feral to Company Emploi{e/e 'Assis'tance

A\]

Programs.
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Aruitoxt provided by Eic:

-

’

. SESSION SEVEN
~ WORKSHEET 1



F 3 - K — -
- ‘e | . ) . e R : .:;\-..
-~ SESSION SEVEN : . S S -
WORKSHEET 1 - < i : o o b
f 4 : e .n L ’
Your. answers should marked Ii'ke'ihéie. . ‘ )
A. . Provide medical dnd psychological screening . o - ‘
g _
. . . ¥ .
facllmes for . apphcans for treatment in thus , ' :
program - o .
B.  Establish in this agency a statistical record- ’
_keeping system that is [consistent with State - ' j

association“standards | (by the beginning of the

" next budget year,D .. : o - , » ‘ : : . .
- €. (By September 30, 1981)) provide [20| hours ofw S 4 : .

. . F . .
training tqeach of 15@ shop supervisors in = -
. identifying and documenting unsatiéfac.tory job’

Berformances to ensure appropriate referral to

comphny Employee Assistance Programs.' '
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"~ < \ex  SESSION SEVEN *
§ , : . . . WORKSHEET 2
{; . . ) . ) . ‘ . ’ ’ - - . .
??}t;.» T . X
Wmmg Proglzam Objectlées from . 2. Choosea reporter to record your objectives orf a
Slmu|atéa;€9mmunity Goals _ S - piece of flipthart paper for presentation to the
...... . . . Iarge group. . .
. A «a . A
Goal Statement: .The goal of a pilot prevention &qrm 3. For each °b‘°“"’° on the flipchart paper,
. - is to provide information to the senior-: . _ -
- citizen population about the harmful T, ® l“;"d:i' Im:hthe pa'? of each statement that )
- effects of consuming alcohol whlle _ -identify the target group. '
taking.medication. ' , ; * @ Double underline the parts that state the
‘ ' intended results: .. p
Your group task: . : o , .® Place a box around the parts thatare - _
1. Work together o write two program objectives measur able. - S -
from the above goal statement. o ® Circle the time frame. = . -
. ! . . . ) # '/ o . )
) o ? N
X Co * .
~Objective #1: . Y
S \
. - ) ~ . ]
- .
' 7
Objective #2: A
. . 5 e
7, -~ T -~
f Ve ?
— .
< e/_ ; 4 " .
- .\ : ’ ! i
rd
?
b 1 .
. o
ey
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SESSION SEVEN

" WORKSHEET 3 ’
Wntmg a Program Objectwe for T o
‘Back Home Problem * ST /4

* ®  You have 10 minutes to formulaté a program objec-
= tive from the goal statement you used fdr your “back -
home problem (Sessmn 6, Wofksheet 1 page 58)

g

®rogram Objective;

2

a4

v

1." Underline the parts of thls ob;ectlve that |dent|fyvthe L
. target group. ) : L o

2. Double underline the parts that state the mtended
results.

o
)

3. Place a-around the ﬂhrts that are measurable .

4 Circlthe time frame T

® At the concmlon of this task share the objective
“with your dyad- partner

re

74 -




) . - .

Outline of Program E-valuatioh Design

Often people think 6f evaluatlon as the last activity the

planner engages in after the plan has been implemented.

But evaluatlon beglns as soon‘as the goal statements
and program objeotlves have been written. The goal

. state ent(s) identjfies the broad areas of concern; the
program objectives state what the ﬁianner will do and
how. Jong it will take to accomplish the stated results;
the third link<the evaluatlon design—includes the

methods and, pro??;‘ures the pianner uses to determmé ’

whether or not he]

task. S
__An outline of%exevaluatlon deslgn should mcIJde the,
E folhmng

e has succeeded in completmg the

. . [
" ¥

»

¥

N

B

N

Elk\l‘c :. R -.:h : -

Aruitoxt provided by Eic:

SESSION SEVEN
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<

-

1

® the types of information ghat should be col-
lected to determine whether program ob]ecnves _
have been achieved;
' 3 - . e
® 3 plan for COIIectmg the necessary information;
and . . 1

© ® the date on which the evaluation findings will be
- reported 50 that the results can assist the planner ..
in making necessary revisions in the existing .
plan 8r other decisions about the program. . -
. X L

i : \
These parts of a progra\m evaluation deslgn should have a

familiar tone, since they have already been encountered-in

~ the assessment component.” A needs assessment is, jn fact,
. a particular kind of evaluahon«actwn)" '

~
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Program
- Design:

Chcosmg q Stratégy T

g ) ¢
‘ . - . . Z . . T
) r"lop'sis: This égssiqn prc;Vides a model t6 help‘par-b - 'Reference Ih}ormation: Decision Model for
{Apants choose a strategy for carrying out the pro- Selecting®Strategy .. . .. ... N 78
ram objective(s). Participants focus first on identifying N o ) ) . :
sible strategies; next on choosing the strategy that Workshge 1: Strategy Selactlon Exercise ... 80
puill accgmph;h t,h_-eb?b"f:"vi fwu: the f::est or.:jeast. _% ‘Reference Information: Agency arid .
important undesirable side effects; and then on identi- - C¢mmunity Resource Inventory ‘.
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.  SESSION EIGHT . «
T REFERENCE INFORMATION '

A crsron Model for Selectrn,/a Strategy

A s\trategy, -as the term is used here, is “the science and
art ofemploymg the essential forces or resources to
prqvuﬁe the maxumum support to some adopted policy.”
It is the how for accompllshmg ob]ectives and goals

The decision model offered here for selecting a strategy
.has four parts )

Part One: A bralnstorming session and listing of all pos-
sible ways an objective r?lt'be attained.. All .
suggestic\)/xafe listed as they are made. All sugges-
) tions made are equally acceptable; no ]udgments

about the quallty of the suggestions are to be made
at this stage.

T

Part Two: App/icat/'on of quality criteria to the list
produced in brainstorming. Now judgments are
made about the quality of each suggested’ strategy.
The following criteria should be uged:

“® s the suggestion complete? Doesat fully address
the obgective? - T

v
)

.o ls it coordinated (or-can it be ¢oordinated)
. = within itself, with other suggestions, and/or lth

what already exists? ", e

" Is it flexible enough to"accalainodate possible
" future shlfts in o:mphasls7 E ,
@ [sit SImp/e enough that it can be accompllshed .
wrthout a-disproportionate amount of effort?

e Isit exp//c1t enough 1 everyone who'reads lt“\
will understand it the same way? ,- -~ g

Suggestlons that do not meet all of the quallty criteria
C 'should be ¢ither discarded—or ceworded so that they .
'mge‘t the criteria. _ T T

Part Three: The prediction of probable consequences of
) =’ theXemaining suggestions. In order to avoid being
- } surptised later, bgcause an acceptablc strategy did *
1\ . . all it was supposed to do—and some it wasn ‘tin-
. " tended to—the planner should predict two kinds of
consequerices: forwx:h acceptable strategy]

. .. -Immgdjate or direct consequences of a's ra‘} .

A& 0 are the expected ones. They are the/corsequences
wh;ch are sought. They are impor, ant and rela-

. ﬂvelyfeasy to predlct

o /nd/rect consequences or side affefts afa strategy
# - are ones which occur when a strategy is imple-

.

-

N T N A
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. Part Four:

mented, but they may not be intended or ex-
pected.”Predicting them is difficult if the planner
is not thoroughly familiar wjth the parts of the
-Oommumty involved and affected; e.g., what was
done’ Béfore and is being done now,by whom,

+ and with what results. Side dfects can be favor-

able, and if they are, they should be capitalized,
on as soon as they are identified. They can also

be unfavorable (or actually destructive) in their
results, As soon as damaging or potentially dam-
aging side effects are identified, steps should be = -

taken to eliminate or decrease their undesired-
lmpact Knownng the kinds of things which

.ralse hackles among key pe(_)_ple and segments of
the communiity helps tremepdously in making®
valid predictions of oUtcomcs and thereby per-
mits the avoidance of most unpjeasant conse-
quences. Conversely, capltallzmg on the prefer-
ences of key commumfy people and groups

guves the strategy extra support.

Sett/ng priorities among thq acceptab/e
strategies on th is of the strengths of their
advantages a dlsadvantages Advantages and
disadvanfages can also be-desctibed as positives -
and negatives—factors in favoy of the strategy and

* factors working against it=and these factdrs can be

glver{'mlatwe values or welghts to help decide on .
thé merit of a given strategy, or to choose among .
strategies. This kind of werghtlng procedure can be . -

: dlagramed as a fulcfum effect..

Factors Favoring
. Change or Solution

Factors Restraining
Change\ or Solutnon

l}:l'l_/bosltxves outwelgh the hegatlves the balance

wiltilt toward a positive ogtcome and the strategy

“* will be successful. For example an objegtive may

be to raxsdsl 000 in matchmg funds, within 2
months f r a pilot revqnt'on program for youth.
Suggestcd‘ st ateglc%gc from a fund’ralsmg party

featuring topless dancefs to a bake sale. '

3y : .-

.
/
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On the plus side, the party strategy might:be'very
luérative. On the finus side, it would be so offen-

_ sive to so many elements in thie comnunity, from
the agency director to the volunteer women’s

groups, that the minus factors would at Ieast out-
’ S

weigh the pluses.

Therefore the thlrd strategy is the one selected . ’

The key feature of this decnsnon makmg techmque

is to assign some sort of weight or valye to the vy
factors in question, whether- by giving them numeri-
cal.values or simply Iat;elin‘g them as, for example, ,

; major, moderate, or insignificant in importance.
o . . ¢

y S — This decnsnon-makmg method which is similar to a -«
. . — . Force Field Analysis, can be used in any, decns:on-
The bake sale might not offend anyone’s sensibili- - . making situation that involves a weighing of posi-
ties, but it would take a tremendous Aumber of . tiveand negative factors. For example, a similar
cookies sofd to raise $1 000 within. thb _projected . procedure was used in selecting the problem focus,
~ 2-month time frame, : . “.-_ -in asking, "how-important is this problem for this
-community?” It Could be used in choosmg agoal,

by analyzing what posmve and negatlve factors.

exist that contribute to the status quo, and what
“additional posmve factor-or force could tip the

balange in the desired d|rect|on {or prevent a shift.

towarll a less desigable status or situation). It can

be used in choosil gamong several objectives, bal- . .
ancmg expendlture of time and resources against .
irmpact on the problém or funherance of the goal.

Because many of the factors that must be consid-

v _ o ered in unity planning are intangibles that *
o . C I T can’ be’ measured in numbers or doIIars or any - .g
A third suggested strategy is to organize a work * absolute. terms, the"knowledge of ﬁe commumty
bank. Young people would do odd jobs for com- . that the planner ind planning group have.is of o
munity’ members-ahd the proceeds would goto the - ~ crycial importance in recognizing and weighing the - " *'
\fund—raising effort. This would require some or- " relative strength and directioni of the forces or fac- .
- ' nization to carry out on time, but would be suf- . tors involved. The strength.of this decmon -making
’ }iently lucrative, would meet with community . teghnique is that it helps take.decisions out of the*
’ approval, and Would have the added benefitof in- " realm of the vague and puts them pn a more solid
volvipg young people in a positive activity. " foundatlon
L] - <

~
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.

- by 30 percent among the APIE County populatlon aged o
60 and above. .

P Ty
gss'suo'u EIGHT » .
WORKSHEET 1.  _ A
. . .
Strategy Selection Exercise .

Directions: Read the reference mformatlon starting’
on page 78 Decnsnon Model for Selecting a Strategy SR

Then asa group, apply the Stratzgy Decision Model to
the objective bélow, so that a strategy for implementing
the objective can be selected. You will have 40 minutes -
to complete the exercise. .

’

Objective: . Within one yéar, the incidenice of 'harmful.'

effects (i.e.; those requiring medical tr atment) from

confbmmg alcohol and medication, be decreased

1. Select ac recorder to list on theﬂ;pchart all sug-
gestions as you brainstorm strategles for meeting
" this objective.- (Maxlmum time: flve mindtes.)

.\.

/ .,
2: Wlth each group member taking a dlfferent qual-
ity cnter' fon for special attention, examine the
. brainstormed list to eliminate those whlch do
" not meet the criteria. - » :

'3, List the remaining suggestions, each on asepa- -

rate flipchart. Divide your group 50 that one or

more person works on each acceptable suggested L

strategy “Then, using the format, belowpreduct
the probable consequences of each of the ac-

ceptable strategies from your group. EER
‘- NOTE: Use what you know about APIE County as

1

i

the basis /for your predictions. Where it is’ necessary -

own community to add information that might
help in |dent|fymg possible side effects. / ,

or-appropriate, draw on your knowledge of your/

Acceptable Strategy:

¢

Direct consequéncés of this‘stra‘legy. (Be specific.)

a. : : .

. ° N v . ’
Ly Q. . A
a. — i a’ - - It -
s re~ : T o s ’ 4
N . - - ) . . N 4 £
: 1o P hd - 7
o R =7 . . i -
. ;- R B - , a . O R ; .
“ i . VK‘\ N R
c. : . ‘ ' - 2 \
- o 4 ..-’ > 5 B
. ' - . .
d_ e .
1 \ e
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4. When the indirect consequences for all of the .«  6.-Examine the relative strengths of the opposing
[lternatives and acceptable strategies have been . .- forces foi"the strategy(s) yau have been working -
¢ -~ listed, go back to that list and mark each in- o -on and make a decision with the other'group
C .t direct consequence with a + sign (+ = positive mémbers about which strategy should be chosen
: * factor of force) or a - sign (- = negatnve factor - " sto attain the objective. - . 3
.o or force). < 4 . o
5. Rcv:ew the indirect conscquences list once again NOTE This same process is followed for the dTect
ERAv o * and mark the weighting you give 0 gach of the * , _consequenges. With them, however, the positive
P 0 - factors. Use either “major,” *r moderate,” “in- - * and negative consequences and their strengths are
©ooM T significant,’ ’ or a numerical value to'Tepresent usually more easily recognized. Therefore, the .
oo your we:gh}mg of the strengths- of the , - focus here has been on the important: but frequently‘;
consequences. qwerlooked mdlrect consequences of a strategy.
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Agengy and Commumty RCSOUI'CC out the job successfully; i.e., as it is stated in,
lnventory» Gmdelmes N o the objective(s)?” N S

After a strat'egy has been chosen for meeting an &,jec." Y. 2 Which of the requtred‘resources.are on hand and
tive and it} goal, a program planner ,dem,ﬁes the main available when needed? Which resources must

activities which must be-done in carrymg out the - - be mobilized® Which of the resources cannot o
strategy. Then, he/she lists the resources foreach ac- be obtained? L .
tivity and takes an |nventory of their availability. - , e L
‘ K 3. How important to the job are the unavailable
As the term is used here, the word, activity, describes a , ~ “resources? What other resources can be substi-
rather broad process or function in a spectf' ic area of . " tuted for the unavailable resoufces?
work which must be done to accomplish adesired ob-. =~ -~ . . . ;
. jective or outcome. Each activity is made up of groups . . 4. Based on this resou‘rce;inventOry, is the proposed
* of related tasks. For example, **making a presentatlon . project attainable within the agency X scope of
to the Rotary Club on local aleoholism semices” may be " resources? - _
an activity that some program worker intends to perform. . Coe, . Pe .

. .sentation (e.g., film projdctor screen, and film, pam-
. sentation (e.g., projécto tm, p “and money. Each of these.broad categories can of course
« ‘phlets); testing the equipment, checking on the avail- " ”
be subdivided if destred (e. 8:) personnel might be sepa-
ability of window shades and the placement gf electrical ..
dtlets, etc. .. .rated into several different kinds of ?ersonnel qunteqrs
o _ - . . T and pald staff; professionals ang paraprofesslonals, cleri- . *
Before‘-the pIanner starts a resource inventor-y, hefshe: cal workers, maintenance staff" admlnlstrgtors and treat- P
{ ment staff) . /
“ -~ reviews the ob;ectwe and strategy, - e . : : : . C .
R l/sts the major activities regulre d'to carry out the Whatever categories are spec:f‘ ed, the resource inventory
strategy; N ) ‘ must be done with an eye to reality. Just because a re-
. . ) ' . LT ‘ . " source is known to exist in a community, the planner
. —~ checks the list of activities or reorders itsothat  should not assume that it will be mage available for a
K the activities are listed in the sequence in which  given “worthy” project. The candid planner will prob- -
they are doﬁe and ' ‘ . ably find that a'great many important resources mus be
' s ,{P nboblhzed That s really what a commumty effort is all
- speclﬁes for each major actnvnty the kinds of re- about anyway. _ .
sources needed to complete the activity, - \ S N AY
Although thére are many possible ways for olan.ning a Some plannlers find it-more Ioglcal and produ?;tlve to
" community resource mventory, key quesuons to ask take gen'era tesource inventories for several acceptable
, about resourges are: o [ v strategies before selecting one strategy. Thatisall = e
; R . % .- right; the same pririciples and procedures apply. After.
1. Wh.at Facxlmes equrpment mformatlon exPer- * ~sthe strategy is chosen its acnvrlles are'listed and the in-
tise, personnef, money are required to carry ve?to proceeds-as descrlbed above '
v Ty ¢ . . e . S . a . N
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P' g - . ) \ '\ " - . .
. y . _
.'_ . ] N —y ° . N R "
. o -, b - -
& “ .« - ¥ -
- | 504 - R | S
. . e DI . ¥ 1, v
° . & - 4 ) .
‘|\_ - - L) < . ) 2, > . ) - E_‘,' . ™
o . : / ¢ - :
: SOV - D | -- S
. v . E .. . : - el
: ‘ \-'u:;/”‘('?' e R ' ‘ PR :
o .8 T . SRR & o '
. N . . b SRR o s - - N
E MC A " - Yoo *

Aruitoxt provided by Eic:

Among the tasks to be done i in completing that activity
areythese: finding out the characterlst_lcs of the audience;
selectmg approprlate content and form for the presenta-
‘tion; preparlng the prese fﬁon identlfylng and collect- ~

Therg are many ways that the Identified, necessary resources .

. can be grouped., Sometimes an agency or a project requires
some particular system of categorization. However, the
following basic grouping p{::em is one that many,planners
find helpful: facilities,;equipment, supplies, personnel,

ing the equlpment and mgterials needed. for the pre-
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. ‘Agency and-Community;Resodréé Inyen‘;d_ry-:EXerciée\ S '  Lo T,
N . _— o, i ' o . - T

Directions: In doingthis exefase, draw again on\sfour own knowlotfse and ex é enqe as well as.what you knqw abou! LR ..
APIE County Lt S . . L ST

.
Y e s

** . Youwill have 20 mmuf‘es to cemplete this form as an individual. -When time is caIIe’d eXChange your, m‘ventegy w"nNn- one. :
k or two others in.your grouﬂ Crlthue each other’s mventorles and gjve feedback on themJ using the A‘gency and Cﬁw

- munity Resource Inventory Guidelines for reference. Lot :

.
S

. - Strategy selected by the.group in the last exercise ( Wor'ksheet 1): & .
- . . f . . ) . <. .

ERI
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SESSION EIGHT € : ‘ ' o S
WORKSHEET 3 \ ..

- ' L & .
N s t.:‘
Strategy Selectlon and Communlty Part ﬂ—Applying Quality Criteria ' :
- Resource Inventory for * Consider th " have lsted according to th
- onsider the suggestions you ave listed according to the
Back Home Problem _following criteria: -‘completeness ﬂexlblllty, simplicity,
o * . explicitness. (Refer to Decision Model, page 78, if
Inathe following exercise you will focus on developing a necessary.) Discard or rephrase any suggested strate-
strategy for your back home problem objective as de- : gles that don’t meet the criteria.-
veloped in Sessmn Seven. You will then inventory the ' '
agency and commumty resources ‘needed to carry put
thls strategy. - 7 -
. T " Part lll—Analyzmg Direct and lndlrect
Part I—Bralnstorming Possible Strategies Consequences -
. e 2 r ~ .
erte the objectl e(s) you selected for your back home Choose the stra_tegies and list them on the next page.
problem ona ﬂlp 't page and ask your small group- : R : ’
rto brainstorm possnble strategies to carry out the objec- - .
. tive(s) in the space below A two-minute limit is set for
* this activity * Part lV-—=Welght|ng Cdnsequences ‘
- S . - Label each Ilsted consequence posftlve (+) or négative (-)
' Yoo B} and assign a Weight to its importance or force... U
: numeric scale or labels such as “major,””” “moderate R
s B msngmf'C<?t." '
. o . Repeal.lll and IV for each acceptable strategy PN
¥ z
',f . .. o Ty o e .
,9.' : i - R .
' S , T * Part V—Developlng Resource Inventory
. N ;,km N .
o k4 .
W O - - ) Vi “Take the “best" strategy, the one with the fewest nega;
N ~ - - . ﬁ tive and the most positive weights. List the major actlwty
s . * I L or activities involved in carrymg it out in the spaces pro-
_ _ "' vided on the followmg pages. Next, list the facnlltles
s K ’ ST S equlpment supplles personnel, and ‘money ‘needed to
% i : - carry out the activity and chegk off whether each item )
R '_/ I s, ison Kagd, neecjs to be mobilized, or is totally unavall- ¢
-//' . _ . ) < ql -able. The work you' ’do at this stage is necessarilypre- -
A o, - .- . liminary because of the time constraints of the session- -
, : ' ' ‘@'~1- L . and: because you will probably need further |nformat|on
i _ ) T ) ¥ ,g:%— t lt provrdes a dlrectlon |% whlch' to prqceeq Iater in
- = ’ — - ' i t;zmmg prbgramand b k at your own agency. '
-z . e . MR R . ool
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?lme-Phased Actnon Plan Guudelmes_ -at the same Yime, and the day a volunieer is
. o- h\/ 3 available he/she may work on seq’eral tasks in
A time-phased action plan is a means for the plap er to one ogmore actmty, '
show in graphic forms what his/her pla involves{ who , ® .the Knowledge, expenence skill, ‘and COanlt-
' d°°‘ it, and when it is to get d°"° - ' ~ment level of the ptople lnvolved . -
. .._’P@’Ion_for'ls construction |nv01ves these steps: e the kinds of natural, local, mechanical, per—
, -.'_2_.,_-;;g.._‘-??-'.}',i;‘év,‘e;' of the program ob/ect/'ves o . sonal—and’ whatever—kinds of events, circum-
AL ;‘w stances, conditions that may affect schedules

.,,j»a review of the strategy selected for |mplement-
f’ ing each of the program objectives -

) ® a/isting of the major activities which must be
done to carry out each strategy

. 7 - . N .
a reordering of the major activities so that they

]

" . are listed in their order of occurrence P

° a'llstlng of the tasks WhICh comprlse’aﬂi of the .
madjor actnvntle;

® areordering of the tasks in ‘their order of '

occurrence

r

® areview of the'communl?y-'resource inventory
LA

Deve/oplng onconstructing a tl’ne-phased action plan

mvolves these steps: »

® specifying what

S ® o
Wt be done (i.e., the activity
» tasks) : , 4

w -

' |dent|fy4ng who the persons are that will be
responsnble for domg each task, and

. determining when each task is . be chpIe«ted

‘ ‘The planner draws on ‘the knowledge and expenenee tbat
he/she and other available, reliable people have about:

® the tirne materials; and equipment-requirements
for completlng €ach task (e.g., and typists about
typing time and equnpment), .

® the possibility of amore economlcal use of re-
sources by.combining or overlgpping some
€ tasks and actifities, or parts of them (e. %
althgugh they are listed sequentially, the se-
Quence most often refers to the time they are
" to start) Several actMttes are usuaIIy going on

©

‘-

i

. o~a

, An action plan can be used as?

. Py

. Anaction plan shouId provnde ata glance the informa-

' whelming to produce and to revnse—and it can depress

- (e.g., bllzzards,holldays"ﬂﬁUEamcal‘ break:
-downs, |IInesses) and

-

® any need to revnse -an action plan onge it has

been developed & . v . | ‘

-

® an outline for describing a pr_oje'ct}f program V
® achecklist fol determining progress

9 - .

an /ndicator of problems, and

apossible clue about.which parts of the plan
need changing to correct the problems (e.g.,
X’s tasks are most often donelate or wrong;
certam kinds of tasks usuaIIy slow down the

dae)

*

tion a planner needs. Therefore it should fit hls/hef

* need for detanl A plan that is teo broad often doesn’t
- give enough’ information; lmportant pieces are often .
~overlooked. A plan that is too detailed can be over-,~~

enthusiasm, espectally among commumty partncxpants in
the project or program. Like Goldilogks, a planner has
to try out several levels to fnd th\pemfcny IeveI that,
is “‘just rlght for a.given project. .

The designer of a.time-phased act'ion plan must be:

*thorough,

definite, but

willing to revise, and above all,

realistic-

CER W

A
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Developmg a_Tiine-Phased Actlon PIanJ

Dlrectltfns . .
1. Read:Reference Informauon on?age 94,
mdlvndually : .

.

.

2. For 5 minutes, work with your partner wlecﬁng one
of the strategies arid resource inventories for two of
. the ‘more complex activities you identified in Session

8. Develop a time-phased actlon plan on the follow- .

ing pages. .
Draw from what you know- about APIE County afi;&
from your own background .
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Be_speciﬁc as is p;)ssible and seems appropriate to
allow't'the*plan to segve all of its possible uses for the’

planner Y .
. s ov/ .
3.7 If you run into .a $nag, please ask the tramers to help
_You get around it . ) . ) K

4. Since thisis a first draft, neatness does not count.
Don’t be afraid to add, delete, combine, or separate
items as you wothhrough the plan. Just leave a
little more space than you would ordinarily to allow
for insertions as you work -By.all mdgns, use a pen-
cil as yot draft your plan L4
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o T. The objective: Within one year, the incidence of harmful effects (i.e., Lhose requmng medlcal treatm rom
- comblmngakohol and medlcatxon), wi
-7 60 and abovz

. i . ] 1; “
. .- i . %
. 2. The strategy selected is L.
t ." ’- ®
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+ 13. The actlvmes requlred to |mplement this strategy are: :
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’ The time stated for reachmgthts objective (se¢ #1, the objective, above) ic.one year, $0 12month§;|s all the tth.;‘,'l'v‘e» ambean | 2months (January
through December; May 1977 through April 1978; etc., depending on wiem the project s started .,', B K

. 'N 'r _

'°'$ ’

For eath actiity,| hst below the tasks as you have ordered them (numbe <t bestartedtf fs th ) Then labeftﬁe qt@r eolumns wnth the f rstslx months ti
- the year {frstcolumn names the f rst month of the project, =iz}, -

‘f t"t i i o Z
, Remember thatportlonsofdlfferent taskscanoverlap (e.g., Some people 'mybemakmg phone calls while otheps mmrm'ﬁmmg) ,il - :%
FROM HEREON PLEASE USEPENCILSONLY ' , : / u ' ‘-M S g\ o

Take into account the resultsof the resource inventory. Oppostte each sk aumber, drawa line through the&nh(s 9 925 - the monznig) that the tas
will b happening. Put an X atthe end of th ineto repesent completion ~the task, [T IS MORE USEFULfN T ENERH. TODOWNHACI‘IVITY
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" Time-Phased Action “an fav Back Home Problem

1

"y

[N A

Directions:
-+ " Beas precise and as ~#alistic as ossi-1a, :
Praomiem Stmement:
~
Goal Sfbte_niént: . i
Objectives:. (List at least twc
No. 1. - a
L2 -
No. 2 ; .
~ z +
*
No. 3 :
F
. L
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Saruregy selected for achieving objectiv= no. : - : »_ ' -
’ - ’ + .
R ] . et 2% v _ o s
- . B ™ ' ’ ) - >
L PR o L 5 . . o
Muor w'ctivitie!  aiillone iecarfrying out the selected strategy: (List =vem below, then number the: - sequer=mmliy in_
the lef: margir o ) . . ]
— — - 1? - - -
! —_— e > w ’
. T & y
L - fe T s
] g ; _ (

" Use wsou}c/ e inventory you dévle1oped m Sessuon Enght for Actmtm 1and 2. If you did not complete that exercise or
- prete o choose different actlvmes for your time-phasec dction ptan, enter thein above, and use the forms on the follow-

Ing r=ames in preparing the resource inventory for Lhem . .
." - - . ° -
- , 0
5 . .
i’ . ) e
L) . rl v ‘
. . . .
L] L]
S ’
. - -
- i - P L]
. : ‘ ,
-
. b ) . ! i
. \n .
. B i - . . R
L ] . - H
-~ . : < l ~
o : . _ } (15 | . o
. . » . R N '
;o B S, \ ’ ’ 7 : 103
o ‘ e
, . N :

EMC a. . : < s a

Aruitoxt provided by Eic:



SESSION MINE g . . -
WORKSHEET 2 ] ' , .-
U - — ] &~
-~ "Activity No, 1:
)
s
o

Complete the inveator

. . o,
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N} The time stated forvreachrngthrsobrectire(see #1, the objective, above) is neyear 50 12monthsis all the trmeaquable They G beany]?mbrwrs grun’
N (]anuaryrthrough December,May1977through Aprr|1978 etc.), depen ngon "whign theprojectrsstarted - o § ;&
. : , 16
- For each activity, Irst below the taslﬂ/you have ordered them (number_ is to be started f rst, etc. ) Then label the other columns rmth the f rstsin % 2
™ months of the year ((irs column namesthef rstmonthofthe poject ete).” - L »»,"@ LRz
o | Y 3
Remember thatportronsofdrfferenttasksean overlap (e, some people may be makrngphone callswhrleothersare typrngsomethrng) z peoocoam
FROMHEREON PLEASEUSE[’ENCILSONLY e P
Take into account the results of the resource rnventory Opposrte exch task number, drav a Irne through the month{s) (or part(s) of the month(s)) thg, ©
the ask will be happening, Putan X at Xat the end of th lne to represent complion oFthe task. IT 1S MORE USEFUL INTHIS EXERClSE T0DO ONE oA
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Session X

_Implementation: =

‘Program Management
and Coordination - .

v

k)

v i

Synopm Thls sessnon is desngned to al(ow the planner :

to explore some management skills used in implement-
ing a community prpgrarr_! and to explore the importance
of e_stablishing and using information exchange channels
~to keep al participating parties informed on the progress
of an establlshed plan The ongoing role of evaluation
-and revision is also discussed.
Obiectives: Participants will'be able to: |
- @ describe several manafgement skills.that can *
- assist them in implementing a planned program;
and ‘

ERIC

Aruitoxt provided by Eic:

" .® describe an information exchange channel that
can be used to keep participating parties in-
forméd on the progress of an established plan. -

Reference Informatlon Implementatlon ..... 114
. ,‘Wc_)rksheet 1: Managemeﬁf/Monitoring/ '
Supervising Skills . ......... e .. 115
Wo_rksheet 2: Information- Exchange
Charinels ............5.. e s 17
o . . 5 - ) -
/
114 :
. « 9 . . .
- _ - - 113



* SESSION TEN - e
- REFERENCE INFORMATION | )

I‘mplaéme'pt'ation i : . 'Managing/Monitoring/Supervisingrpel"forr'nance ,
. . : N o ~ of assigned activities.
" Natrally the actual implementation tasks of carrying =,

"out any project of program are specific to that pro- - ] Establlshment and use of m.formatlon-exchange

-~

ject or program and so cannot be’ discussed as part 'channels
' of '3 generic planning process. However, the imble- e Coordination of participating resoUrces
. mentation of any program does include four aspects
or activities that can and should be considered as v ®. Adjusting the .designed program plan .as
part of the planning procedure These are the necessary.
following: - :
- , . '
. L]
s . .
iy ) )
A}
. )
% v, J -
.:/7 < ‘) -
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SESSION TEN ’

'

’ | S WORKSHEETI S

Management/Mon|tormg/SuperV|smg 3a.
Skl“S I ) .ues or tasks, |nc dmg the anticipated com&tlon
. dates and the gtual completion dates? * ~
Dlrectlons o o , . L S
_ yes. no . t
: v This worksheet contains two sect:ons L . '
o ¥ es, are the anti
'3 Sectlon 1 consists of - a shoryself-assessment 3b i the answer to #3a.i s yes, an an C|pated
completion dates and the actual completuon dates
quiz on your management skills. Use approxl- .
' ly 10 minutes t '
mate y 0 minutes to complete the qulz L a) almost ex: - c) rarely close
® Secuon 2 consists of a I|st of activities the o actly the . ‘
. program manager should consider in imple- ! same . i !
o menting an alcoholism service project. ’ " & I e
e o . , , b) reasonably d) never close
® At the end of 10 minutes, ‘a2 discussion will be\ < close .
. convened by the trainer to ailow you to réact
v to_the quiz and activities listed in Section 2 : .
of this worksheet—or omitted fromit. .
® This worksheet represents = anagement Ob- , ) ,
P & Part Il: Monitorgpg Events y I

jectiye (MBO) approach. Cc nsider whether or

S not such an approach is suitable or applicable 4a.
to your agency and the groups you work with.
. o
X .
6 .
: " 4b.
- Section 1
Part I:  Making Assignments
Given a prog'ram or a task to implement, how well
*._€an you explain the various parts of the program
or task so that others know exactly what is e>-
pected of them?
. L 5.
1. When you assign someone a joo, d« ow and
understand exactly what they are ¢: ~z.7v to do?-

yes :
2a. ‘After the job has been assignec to  meane, do
ou ask that person to paraphrase - assigned
", - task for you?
_yes
2b. |f the answer to #2ais yes, are t - arac+rases
accurate?
\ -
a) always ¢) rare!
-._b) most of d) neve

the time

F

O

ERIC

Aruitoxt provided by Eic:

When assigning tasks to others do you builc-in
formal checkpointssto-see how the Bvents z-e
progressinggprior to the comptetion date?

yes no .

If the answer to #4a is yes, do you give formal
feedback on whether or not everits are proceed-
ing according to plans?

» i) always c) rare'y
b) most of 2 d) never A
the time

Afe you able periodically to take all the parts of a
k or program and lay them out to determine
he successes and failures, strengths and weak-
nesses, of the v-mole task or activity?

- a)alw s - [ c) rarely
b) most-of d) never
the time L,

Are you able 1~ keep ever ne involved in the
project/progra—: informed =bout the: progress of
the overall promct/program7

v ~

a)“alw ’s c) rarely
__b) mos: of d)lnever
‘the time, °
115
§
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4

e time and energy to explain to
s ~f <ne task than it does td
al task?
N -

» _cftarely © ¢ .
N [

il Vo ¢

b) most’of d) pever
the time

8. Ifthe answer to #7 i isaor b why7 (Explain

~ briefly.) .

- Section 2. T
- L 4

- i

Part 111:  Management of Personnel and A v
Participating Agencies

~ Giver tne best plans and stratheal of the ~

success of the plans will depend upon your ab:hty asa
manager to relate to other peopie. ‘

-9 How familiar are you with the skills and abllmes

of the people who work with you?

o

a) very - c) not sure *
- ’ familiar
. v ~
._b) familia- d) not familiar
' atall

10.  How often do you give positive feedback to a staff
persor’ or participating agency for a job well done? -

a) very often ¢) seldom

b) often d) not az all

11.. Do you prowde written positive feedback to staff

or parucumtmg agency on occasions other than
their formal évaluations (e.g., letters of
commendation)?

a) very often c) seldom

. b) oftep’ d) n‘ét at aii

116

- - . ‘
When called upon to the lead yspons|bllm to man-
age a project, or program, the commuriity program de-
veloper should cons‘ide the importance of thexrollowmg ,
activitiés. " -

' o

f

v ) - ) - N
¢ Outlining explrcnly the a55|gned activities others
are expected to undertake,

‘ . . L - P
Getting feedback from those assigmed the task-
} on whether or not they fully understand what is
expectéd of them, ‘

.

o
’

® Keeping a written record of who is assigned a
§ task, the. anticipated completion date, and the
actual date it i completed: 4

.. ¢

® Building in formal checkpoihts when assigning
tasks, to see how the tasks are progressing.

# Providing formal feedback to thoseWho are'as-
signed the task whether or not the tasks are pro-
ceéding according to plans.

-® Per adically taking all parts of a task, project; or
prozzam and laying them out to determine the
successes and failures, strengths and weaknesses

'of t~e whole pro;ect/program

» .Reeping everyone involved in the project/
program informed about the progress of the
overzll project/program.

[

® Being able to assess the skills and abilities of
the people who work with you. .

- .

Providing positive feedbac‘k t%p:ople for jobs
well done on occasions other titan fornfd\ evalua-
tions (e.g., letters of cbmmendation).

- : \

—

~
Py
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Infor tlon-Exchange Channels / L ‘ ~ ~whether it.is proceedlng acco?dlng to plans or
' ‘ . : encounterlng difffculties. A ~ A
Dlrect?s - . L ~ NAS -
ey 3 s s . Step 3 aIr\t_'orm each partucupatlng party howmany
. Tb@worksheet lntrodlﬁes an mformatlon-exchange sys. t.o. coples of :;s rep:rts ar; néeded, and when,
" tem,thalt can assist in keeping program participants in- - A re, and 10 w or: they are o be suﬁ'm;ttled
formed on how a project or program is proceeding. , ~ f cngncourag; eac zarty to, maintain a folder
. There is n® paint in completing tie worksheet dyring  ~ .~ of all reports from O‘be' participating 38:"5'35
the tramlng prograny; it is to be rea'd and dlscussed for - N\ or.gmuz;tlons and brig it to schedule
l'ﬂppllcabullty inyour own agency. ® . N eetings. )
- ke . v . O

'\ - . . . T
Step 4: Schedgle pe.riodic meetings of all participating
‘parties. Prepare and-circulate agendas-in

Step.1: Listall participatlng agencies b?groups.and
dvance. : ] o~

brxeﬂy list their activities and the anticipated

et.. ‘ completlon date of each. .
. \ . . . .
Step 2: .Ha each agency orgroup briefly list the Step 5: As the coordinator or-teant leader, or program *
' s it en'gaged in most recently while pro- manager, be sure to keep an up-to-date fileon. -*
ceeding toward the completion of its asslgned ’ - all reports and have a SUppIy of bIanR forms
activities. Also have each agency briefly state for distribution. o G
@ - . . *N ,
‘-_} . H\v )
) . R k
\ .
\: LA - ~ - -
z ; \ , ' Y
-~ 'v a Ay
- v .
\ [ .
. oy ‘
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SAMPLE INSTRUCTIONS: - '

Each agenc: or ghoup is responsible for sendmg three copies nf its completed form to th other agencles by the 2th of each monih, A debriefi ng megting will e
held on e last working day of each month, Each contact person or a representanve should attend that meeting,
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Synopsis: This sgssion focuses the participants’ atten- o ® list three planning activities that would cori-
tion on'the need for conducting an evaluagion of the sy _ tribute to the effectiveness of their program .
* program developed. It’brings together many activities © - evaluation. ~ '
that were considered in earlier sessions and shows how . . . voo-
they relate to and centribute to the evaluation effort. )
Suggested techmq.ues fqr conducting mfb_rmal,.md!rect,- Reference Information: Reasons to
- of process evaluation are offered aldng with guidelines Evalpate """""""" 17
~ for selecting an evaluator to assist in_the design and '
- :‘ execution of their back home evaluation effort, 4. Reference Informatlon Approaches to L
Prograrh Evaluation ......... e 122
Objectives: Participants, WI|| . , , .
Reference Informptlon ¢ ‘Brief Summary of
_ . @ identify three reasons for program evaluatlon - Common Evaluation Techniques. . . . . . 128
.- : : :
.o ® identify three nonformal approaches to pro- Worksheet 1: An Evaluation Readifiegs s
~ . gram évaluation; : : Checklist . ........0............. 130
; , hitid v
' . . . . . . " e : L) ) .
° complete an evaluation readiness checklis; - Worksheet 2: Evaluation Planning Sheet One .. 131
A 3 . . . ‘
® list one advantage and one disadvantage for Worksheet.3: Evaluation Planning Sheet Two. . . 134
each data-gathering technique descrlbed in the N
session; . : Worksheet 4: Takmg Stock of Evaluation ;
. . L . Planning. ........ o 136
° ,Ilst three advamages and{ three disadvantages 4 , .
: of using an outside evalyator; v *« Reference Information: Evaluation Data. .. .. 139
® complete a set of evaluation worksheets for one Reference Information: Use of an Qutside ‘1
. objective of their back home problems;.. ©~ . - ... EvaluationConsultant*. .. .......... T40 |
. . o . - Lo B , . : , . f
. ® list three steps that would increasethe objes- -~ Reference Information: Objectivity/Planning . _
tivity of their evaluation effort; and g Suggestions for Evaluation Methods .. .. = 141
. . N ) . . ' R ' N - ' ‘ v o "" )
. ) . X - _ ") . é . - . "" . C
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N RGISOﬂS tO Evaluatef e " “" ures.say, fo:gettmg tha;.other-lmportant factors or bene-
v 3 .., \ Lo o ~,. e '. ﬁes should be taken mto conslderat.|on SN d

y — ~
’ Tﬁ“e‘ff 3’“ n‘BBIG'f 83567:05 Wh-)‘im 1"‘“‘""“3' orgigi. Fourth,‘(VaIuatron data can serve an éf{ectlve public
. zauén or quna'y sﬁéuldmlwﬁ cond an evaluatlon rela_;Jons funcubn by pro\fdlng the prqgram direcsor

L of athy. ﬁoﬂﬁ“? peing proposed' '\. Ty ~\'11h theIngormation needetl {o justify Ne-continuation
B ey, T iy CRm L Soréxpanisioh of the progratp, SUCh informatiof ¢ cangie,
. {; First, tl'w evaluation can as‘snst,‘the ayncy in ‘determlmng invaluable wK’en deaf' ng wm“au lic or.prrvate officials ™~
»=* . whether or not the programobjectives wefe met. The' . 2"who have some gay as to the money’a program will be
$ro e}‘xent to which an enyalbaulon effa c\an ass)si imdeter- - aHotte'U from e budget they qon;rol .
. mWing thex ectiveriess of a pr_gr;s%m attaining its . :
R ob]ectis di cuy related to how clear y the bb;ectlveso) " Fifth, Ilké-many other 35PeCt$'Of the p]anmng process <

designing and. carrylng but program evaluation requires
much morg than can be provnde&m this single session.

- Second, pragram eva,ua,tlon can heIp pmpomtgpt onIy *~ In other portions of the trainthg program in which®

the program I'gve been defi ned

the weaknesses of the program but also itsStrengths, evaluation issues and activities'were dlswsse\ga myas v
“Such an identification is heIpfuI in revising the program ¢ ~ recommentded that persons wha are qualified and ex-

» because it.provides the factual information upon which penenced in program evaluation be used as consultants
a program-director can base those decisjons. Perhaps N That recommendation is repeated strongly here. When
funds or pessBnnel could be added to strengltden a . aplanner depends on evaluation data to inicate the ef-
weak area or perhaps that area should-be dropped from fectiveness of a program it stands tofeason that the

' the program Whatever the decrslon it is best made with "~ design of the evaluatlon ‘instruments, methodology, and
information collected.specifically to answer such - the evaluation itself should not be left in the hands of
“questions. o . "amateurs or be based on trial and error learmng
Third, program evaiuation can help determine whether a Furthermore, it |s usually very dlff'cult for a'person who
program is costing too much in relat|on to'the benefits has other signifi icant ties to.a program to ovércome his/
derived from the prograim. Special care must be taken in  * her personaI or professional involvements and become as
deciding this when dealing with social problems; there is objective as an outslde evaluatlon c0nsu|tant generally
often a tendency to rely_too heavily on what dollar fig- ‘canbe. : '
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_Approaches to Program Evaluation . What are some common, useful techniques and
. instruments to use in doing informdl program
ot " The. evaluatnon component of this training program “evaluation? . ‘ I

focuses on action-oriented, applied approaches to evalu-
n formal evaluation or research- -
'r|ented evaluation. Both approaches to evaluation.are
eﬂtirely legitimate; they dlffer baslcally, however, in
‘their intendéd purposes. -

Four means for gathering program evaluation ihforma-'
tion that are discussed here are: usmgquestlonnaqres (

and checkllsts and conducting |nterV|ews and obser-
“vations. They have been touched on in the assessment,
: component, but fur;her important comments are intyo- "
Formal evaluatlon or research may, mcndentally, yield " ~duced in the context of planning for program evaluation.
~ some practlcal appllcatlon but its primary purpose - C '
s usuaTIy to aid‘in the formulatlon of abstract pre-
dictions. The number of variables over which the eval- - < What should a planner or evaluator be aware of

'

Questionnaires

= uator has'control js typically greater in-formal eval- usmgquest/onna/res’
_uatidon than it is in informal -or action ‘evaluation. ‘. -
Similarly, the degree of control over the variables - , ® A questionnaire is baslcally an attempt to
. . % ismore s;rlngent in reseamhnrffczrmal evaluatlon ) ) * standardize a set of questions about a partlcu- ’
< 4 .l‘b g

Because fhls tralmng program is |ntended for persons ) lar tOpIC N .

. actually working in the alcoholism services field, re- - - ® The toplcs _of the questionnaire may be opin:

- search or formal evaluation is not discussed further . e ion's, feelings; and attitudes o[ they' may be -
here... Instead, the content of this session centers on .  cognitive or factual in nature, foréxample,?:_ |

achieving an action-oriented, practical evaluation goal . . S
" namely; to provide information for program planning, — “How ?0 you feel about third party pay-
development, or operation. Three approaches to this ments?”““What do\outhmk of giving money

'goal are discussed briefly below, together with some - to a panhan "QObVIOUSW has the .

. data collection technidues approprlate to each. Somie ( . sha
~  of the technlques were touched on in the assessment " = “Hdw many clients er}Lered the Riverlet 35 o
component of this training program. THey are repeated r ) .
" Treatment-Center during the month of Aug~
+ - here- because “their usefulness is by no means limited to , st2/ “What creden (als doés this agenicy Fe-
the collection of needs, assessment data. It should be us lcoholi /t | hg 73' o
-~ noted that the techniques mentloned can also’be used - B quire its alco olism counse\ors‘ to have: o
in gathering research or formal evaluatlon data. (See " ® Ordinarily, questionnaires are régarded as self- T
Aﬁpendlx A for references to books on evaluatlon ) ’ reportigdg instruments which may therefore be
- : ~ subject to the.respondent’s distortion or to -
. lnformal Program Evaluation - ‘. misinterpretation.
What are the maln character/stlcs of lnformat/on — The 4esp0ndent to the questionnaire answers’
- pragram evaluation?” the questions. (usually in writing) without the
_ o D ~ benefit of feedback of his/her mterpretatlon
. ° Informalprogram evaluation ls.us;ﬂ in a set- . of the question.
ting other than a formal research study.. :
L AU L - Therefore itis lmperatlve ‘to make the ques-
® It gathers and analyzes informatjon about a _ s . tions as clear and precise as possible,
‘program in its functiofal setting. - _ . ) ]
. .® |t uses various methods, techniques, and instru- What two basic types quuesﬂom are there? '
.« ' mients to focus the information-gathering pro- = C oo .
< . cess upon selected aspecys. of tl}? program. & ® Questions used in questlonnalres can be “closed-
: : : ended” or “open-ended” questions. A ques-
T The eorﬁr(uctlon and-use OfQCh instruments . tionnaire may consist entirely of one type or it e
] ) provides agommon basis for comparing the L 'may be a mix of both types )
} . © . - responses of different individuals or other, .
' kinds of data sources related to the program ‘® _Cl'bsed-ended questhns are those in which the
" or involved in it. T + .evaluator (and/or questionnaire designer) have
. 122 ‘ . . - . B . , - R
) o : . L TS L ¢ . . -

ERIC -~ - 7 L ee e : .

Aruitoxt provided by Eic:



dellberately Iamated the posslble responses. For
example,

— “Check whether you agree, disagree, )
uncertain about this i ftem or point. v

-parking for volunteer workers?
Yes ; “No

SESSION ELEYEN - o
REFERENCE | FORMATION

D, el e e o S
. \ . 4 .

® Either a face-to-face or telephone interviewal- -
" I6ws the interviewer Jo adapt the level- of focus
on a particular toprc to the capa‘blllty of the
respondent to apswer ' .

— For example, questions can be rephrased;

«  — additional details or clarifi tion can be

~ asked for; or emotional tones can be re-’

gponded to. .. S

: “What hours is the cllnlqopen on Saturdays?”

® - The trick wnth closed-ended questlons is to make
as certain as possible that the‘right questions are
asked‘and the right answers ‘are provf'ded for .
' respondents to choose from, »

- What is “nght » of course, goes back to the
‘reason for which the question is being asked
i.e., What is the purpose of this evaluation
actrvrty7 Who will use. the data to make what -
decisions? :

0 Open-ended questions do not restrict the possrbld
responses. They are often used to gather infor-
mdtion on topics whrch may be somewhat af-.
fectively or sub;ectlvely oriented, or are other-
wise unclear .or loosely delineated. They repre-
sent’an unstructured exploration of a topic on
which responses may vary greatly: becau;b of

7

differences in feelings and/or experlences LT

v ¥

~ Well phrased open-ended questions can pro-
duce a range of informatidn from the persons
questioned:. a kind of respondents’ self-
identification- of what they want to say on a’
topic.

-® The diffi iculty wtth open-ended questions, how-
, ever, comes in classifying and coding them, and
‘also in interpreting the.intens‘ity ofjhe' :
* responses.

- Every respondent i is likely totake a so?ne-
"~ what unique tack on open-ended questions,
- so trying to identify trends among all the
respondents can be a demandlng task for the

evaluator. :

-

“ Interviews

e

What are some characteristics of interviews?

“An interview may involve either face-to-face or telephone
contact between the lnterwewer and respondent.

124

® Because there is direct interaction between the
interviewer and the respondent (whether i per-

- son or by phone), the interviewer can note a -
number of incidental or extraneous behaviors K
and emotions which are not a planned part of

. aninterview, but  which may assist the evaluator
! in‘analyzing and |nterpret|ng the SO|ICIted inter- -
view data.

-

X
—For example‘, “Most people had difﬁculty in
~ understanding Question Five.” “Atleasthalf =~
* the people wanted to know whether they had
< to answer Questlon Nine.’3+*Several re- _
- spondents thought that Qtestlons Eight and
Fourteen were the same.” “Generally,
people paused a fairly long time before answer-
ing Number Six "o

A

What are the two basic types of /nterv/ews’

L lnterwews can basrcally be claSsrf'ed as elther ,
““structured” or “unstructured” interviews, re-_- ,
gardless of the medium through whlch they are

" conducted. -

- v

® Structured interviews are ones in which each
questlon is carefully worded and the lnterwe_yver
|s requ|red ’
- — to maintain precisely the wordrng of the !
questions; and

— to ask the questions in the exact sequence T
prowded in the quest|onna|re -

-®" Although it mlght seem easier to conduct a )
* structured interview than an unstructured one,
that is not necessarily 0. -

— Respondents sometlmes prov:de more |nfor-
mation than a question 1 asks for. They may
resent being asked a later question which
covers the information already given. .

- Interwewers to whom this happens some- !
times resent “‘appearing stupid” by havtng to

-us

>

~
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Checklists -

ask for'informatiOn that the respondent pre-
viously volunteered.

'® Unstructured interviews permit the interviewers

to change the wording or sequence of thé ques-

* tions in adaptation to the response poteritial of
the respondents.

. Possible dangers whith must be guarded against

" in unstructured interviews are wandering off

“the-top concern or failing to ask about
some altogether ) .

S - To av0|d these pOSSIbI|ItIeS even persons.

"~ conducting unstructured interviews syste-
matically use |nterwew instrumentssuch-as -

" guides or checklists to make certain that-no .
-predetermmed data are omitted.’ -

- ® Checklists have rhany uses in the planning pro: L

cess, but they are especially helpful in carrying
~out prograr'nse‘\?aluation procedures. )

" What are some advantages of uslng checkllsts in

program evaluation? i S

A

124

)

-

_® Checklists can be presented‘.m qulte sumple
formats. :

- Therefore, they can be used qmckly and

-~ Each item response requires some degree of
judgment and perhaps decision making.

- Therefore, more is asked of the respondent

- than mere marks on a paper. v

—~ The eff' iciency of a checkllst, and probably
the effectiveness of the responses, can be ad-
versely affécted by checklists that are too long
or detailed. When that happens, the major ad-
vantage of using a checklist is lost.

_® The major disadvantage of a checklist is the very

limited amount of |nformatlon prowded by the
responses

L

- There is no opportumty for respondents to -
quajlfy their responses

= A checklist is closed-ended; there is no, op-"
portunity for the respondent to volunteer’
additional information,

Observatlons 4

‘What characterlzes observatlon as an evaluation
technique? .

easily. . ‘\ : -

— The data recorded on checkllsts can be easily
tabylated.

* ® ‘Checklists are particularly useful instruments for
recording the incidence of such diverse data as
attitudes feelings,'behaviors, skills, and events.

® TRe key pomt in deﬂgmng a checklist to use in .

- program evaluation is.the realization that the -
apparent simplicity of the final product(s) is -
usually the result of a considerable amount of
pIanmng, designing, and redeﬂgmng '

-~ A checklist of the items which collectively
-define the parameters of certain tasks, feel-
ings, or events requires a thorough examina-
~tion of what items are the subject 9i?wrest
and how they will be identified.

® Since checklist items require only a check mark
or a simple yes or no answer, the evaluator

“hould exercise restraint in the number of

items to be checked. ‘

~
r

\

ou

8]
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® When used in program evaluation, observaflon ‘
must be organized, directed, sys\sr?va.tlc and

recorded. , >

is, when the purppse of observation is

- g&her program evalu\pfon data, observers do
-+~ notsimply ‘‘keep their eyes open’’ to )vhat" :
"happens or does not happen. i) T

L Observation as an evaluation approach can be
either explicit and openfy ackgowledged, or un-
obtrusuve and covert.

— An observer may spend adayi in the reception
room of an alcoholism treatment agency;
Those who pass through the room may or

' may not be toldithat he/she i is an observer,
and what is being. observed “ t.

® Regardless of the purpose of the observation, four
basic questions should be answered in evaluating
by observation. .

— What is to be :observed? (E.g., What data are
to be collected and_how much of it?)

— How will the observatien(s) be recorded?
(E.g., What |nstrument(s) will be used in re-
cordlng the data7) .

-
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. ~— What methods will be used to maximize the - — They have biases, interests, and emotions
accuracy of the observation(s)? (E.g., Will " . which can limit, if not actually dlstort, what
saveral observers be used? Hod often will ob- s . they consciously observe. - o
servatxons be made?) ' ) %
. . ® Observations are usually written as notes and/or
- What relationship should exist between the . as marks on checklists, or sometinies they are |
. . - observer and the focus of the observation(s)?* spoken directly into a tape recorder on the spot.
(E.g., Should the subject of the observation(s) = « = ° . i _
"~ be aware of the observer and his/herrole and” . . o S
function? Should the observer and observed Indirect Program Evaluation o
interact; if so, how and to what e’xtent?) .
What are the chamcterlst/cs of /nd/rect progmm
® ‘Observation tells what happened or occurred evuluatlon? : .
g:;::‘:trifc::r?;é;d::a:m tell what those .. lndlrect program eva!uatxon (often called
' . : “unobtrusive measuremnent”’) does not require
— Atbest, observatxon provtdes asampling of - . the cooperation of the program participants
selected events over a period of time ) o " _ "in collecting the evaluation lnformatlon
— The significance of the recorded events or T e Indirect evaluatlon approaches-or methods do
behaviors must be interpreted by the evalua: : not intrude on or interfere with the data-
. , - tor, often with the assistance of the observer. ~ gathering process, and therefore, they do not
R e e sinfluence or contaminate the data which is -~
P j L L gathered (e g, counting the number of a!cohol
T e kst s o i fomatnracures akn o oty
table in a teen center durlng a partlcular penod
ences gre)tly the inferences that can be made of time). - '
. aE v o - . T
¢ . .
= The mak highly structured the categone;, _ What aretwo common appmac}es to /nd/rect L
© oy . . the fewer inferences)can be drawn. For ex- §_pr0gram eva/uat/on? "‘ N e A A
T ,ample, for the category of the “receptlon- r PR ' ,i" ST
ist’s greeting of entering chentt ** an ob- | flsmg records and- observatlon methbds Ay

server ' would probably note that he}phe does - common appr&ches to indirect progr '
greet them if a simple “Hi or Hello” is uttered.

However, unless the gategory is structured to . Records . ",_’ - )
e g aper e ot & Kospng ndo crining s b
assistance) I’t could not be inferred that the - identified as one mdlrect approach fo.
’ evaluation, )

_receptionist was fully or1=ffect|vely carrymg C L

out that role, o T2 Fore exa'mp}.e‘; recor_ds whith can be accumu- - .
oL lated without involvi ogram ici- - -

— Unstructured observation categories do allow o d-‘.” th t. v ving th gram particl

- S . . pants in comﬁllmg thém can be one source of

¢, for a wide range of inferences that may be -
. * desirable under certain circumstances; e'g, - indirect evaluthon data. That is, records of
' ' P who attends scheduled meetings of the pro- .

the observation of the general cllmate or
gram planning groups; newspaper accounts .
flavor of a sntuathn .
, of program activities; the number of people
. . ;at meetings who come late and/or leave
® Unstructured observation, however, because it . early; etc. -

bl is so dependent on the observer(s) rather than on * g :
set procedures or strict categories, often gener- — |Iarly, agreat deal of information relevant
ates serious problems of observer reliability. to an alcoholism services-related pr gram has
\ , already beerl collected by other pgople for
- Human observers do not operate like cameras ' ather purposes. Data from other agencies, in-
or tape recorders, taking in all the discrete » _ stitations, and organizations (local, state, and
A ' stimuli within their purview. » : natlona!) can be examined and con5|dered in
4 T 12s
/
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relatlon to data gathered specifically for the - e ’Conver.sation sampling such as the type and
program to/be evaluated, and therefore, tied- .. . frequency of agreement statements, as well as
’ : 1o its objegtives. For exa.mple, if an alcohollern ' ' who makes them on what topics.

® Time duration, or the amount of attention paid
-+ . by a person to a particular objegt or activity. -

lnform tion. What are some additional cautions abaut

.7 Indirect evaluation? . o
- n e . i
J . -
R . ® Itisunlikely that the exclusive use of indirect
. Observatyo’n - ~ o evaluation methods could meet all of the
evaluation needs of a community pro@@m de- “
Whlatal.tslﬂre role of;l;e observer in a" Indlrect o ] _ signed to develop or expand alcohollsm related
evo/uation approac ) _ S servnces
°® .
In/indirect evaluatlon, .the observer often as- .  Itcan, however, be particularly useful:
2 sumes a passive role.’ o ;o ]
O R “ 7 - — when the focus of observation is a sensitive *
- -+ -~ He/she does not partlmpate in whatever-is : ] _
: . . or awkward one; and ‘4 -
) . being observed . . _ . : ) o .
: ) — when there is need or desire for additional
Sometlmes in gatherlng unobtrusnve measure- IRE . .
s, it is ropriata.for. the ob tob or ancillary data that might help to explain
men is appropria r.the observer ¢ ~ or clarify other'data.

. concealed or miot identified as.an obsen_/_er

C - This' must bé handled carefully as it may be o
.. - ‘e e ) : - R
- seen as a violation of program participants " Program Process Evaluatiop B )
/ privacy or asa deceptlon T o ' T St

L. Oéhhonally, the observer is |dent|f' ed as such, u:hen and why Is program process eva/uation used?

ﬂh - . . N . ) ) . Ly )
but s of the observatlon is mrr epre- . ® Process evaluation 45 used to gather information ,
d.0F; ncorrectly 'de"t'red (e.g., saying that during the implementation of % program.

_-; jhe observer is attending to the presenting prob- - . .
Iems of clients, whereas the true focus of evalua- ' — It collects data on howfclot»ely the program -

tion data is the age, race, or nelghborhood etc. - is being carried out in rélation to its de5|gn .
-of the clients), | and schedule. o .

T - Again this must be done cautiously, but its ‘ — The data on departure(s) from the program
. advantage is that the focus of the observa- . « design and schedule are used in making de-
, tion is much less likely to be contaminated o cisions regarding modlf cation of the-
or distorted by the observation process. S : program
W/hat -are some common indirect.indicators used as * What are some aspects of one major approach m
the focus of obserwtion(s) in indirect evaluation? - process eva/uatlon? : Y
B 'Concrete physmal SIgns such as clothmg, halr ® Schedule observatlon is a major techmque for
1 ~general appearance, “jewelry, types of houses doing process evaluation.
““ lived in by the subject of observation, etc. ' . . . -
: ’ . : ‘ ] lnschedﬁ'le observation, the main function of
e Expressive movement such’ as nonverbal cues - the observer is to monitor program events to see
(e.g., nodding, scowling, gestureS) that the . whether and to what extent they deviate from'
N subject exhibits. 7 . the originally planned program.
® Physical location as such, how the participants " .® The purpose of schedule observation is not to
~ group themselves durlng formal and informal insure adherence to the proposed schedule but
. program event?3. o, to note instances and causes of deviation.
) s ) ':-.»\_‘.A.,.r..“-,,.--»1..\ ..y__- . €y . ) ! !
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® This information contributes valuable data for
making program revision decisions.

Combining Evaluation Approacﬁes’

Itis generally acknowledged that the more ways of -
looking at something, the better the picture of the sub-
ject. In asimilar way, empldying one evaluation ap-

-proach limits observation of the subject to one per-
spective. Mowever, if a variety of evaluation approaches :

is used to examine a program, the information gathere
presents a composite view more reprasentative »Bf what
is actually happening in the program. .1t is therefore
strongly recommended that an attempt be made to em:

©
.

i

-
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plQy some combination of the three approaches de- -

scribed above. It is, of course, unrealistic to attempt to

use all of the evaluation techniques listed above. The

-amount of money, time, and the level of experience

brought to the evaluation activity.must all be considered.

£

Observation as an evaluation technique is used in all

“three approaches. Since it is the most common way to
' gather evaluation 'data, particular attention should be

paid to the suggested procedures for- gathering informa-

tion using this technique. Advantages and disadvantages
of using olservation as well as other common evaluation’
techniques are presented in a table on the foIIowmg two

pages.

N
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-~ Brief Summary of Common Evaluation Techniques
! .‘ tv ’ : ) . v' . [ .
' Techniques " Advantages | oo ?isadvzntases References
. o greater refiability with closed-ended "i‘ ¥ low percentage of retums when maifed
.I N questions N e structure'eliminates possible alternate |
N | Questionnaire | o if anon'ymous,'may encourage honesty | responses. Kerlinger, Fred N, Founde
f | ! and frankness of response 0 umformltyofdatamaybemlsleadmg = tionsofBehwio;a/ Research,
0 o economical in time and money @ yequires skill to construct properly NewYork: Rinehart &
R | e o R Winston, 1966.
M o allows flexibility in wording and sequence | ® time consuming to conduct ;
A | nterview of questions ® information obtained is dependenton - Seliz Clie; Mare Jahods
L O provides time to explore, probe aea of |- silofintenewer : | 'Morto; e uts’ch'W Cook ke-
’ neest | : b search Methods in Social Re-
E K - o - .| lations, New York: Holt, -
N | Checlists | © Simple format ‘ o ofter limited to specific behaviars, Rinehart & Winston. 1950,
Al o exsly used by untrained personnel sequence of events, etc. h
L ' L ® construction requires care | Thomdike. Robert L.and ’
V. — ~ T T Elizabeth Hagep, Measurement
A 9 provides record of what actually happened. | @ costin observer time 1sh1gh | and Evdlution in Psych(;/ogy |
S . or did not Rappen . : . | O observer may have some degree of | and Edwaribn.'-New York:
|| - | 0 independent of the subjects’ willingness to impact on ituation ¥ John Wil '
: ; y & Sons, 1961,
0 Qbsgwatxon .| Tespond e ® must be selective (can only look at a* 1 ¢
N ® observer can relate what is happening to | “certain number of categories or events)
' . the objectives of the program - o obsérvers operate from biases A » -
— A
. 4 e
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CE o ae provided by other sources (lesscost) - | méybetime consuming to earch
L O S '____La[c_oftén_apartof.theprog‘ramor.car'x‘.......‘ 4 through records {roquires selectivity) - - Webb, Eugene | Dorald T,
NA |Records | eslybeadded - ® ahigh degree of inference may be Campbel, RD. Schwartz and
DL || ® may be permanent required L. B. Sechrest, Unobtrusive
1 I 8. may violate confidentility Measures: Nowreactive Re-
“RA . , _ . " search in the Social Sciences,
ET o see Informal Evaluation ® should not be used a sole means of Chicago: Rand McNaly,
Cl 0bservafion 8. appropriate for group situations _ \ evaluation- 4 1966; :
TO| ® avoids or decreases contamination o high degree of inference required - '
N : ® may be viewed as “spying” A
' \;—l .
| ) E y Y s ¥ N
A _ 9 see comments under Informal and | @ see.comments under Informal and |
ol Schedll Indirect Evaluation Indirect Evaluation | Popham, W. James, Educationa!
U |-Schedule K . . uaton, E .
C o | Observation | * €2 to observe L danger' of letting t!te schedule become Evaluation. Englewood Cliffs
E'? R ’ criteriausually‘ readily available as part major criterion -+ - | New Jersey: Prgntice-HaII,]975.
5 | - of program design , . : :
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_SESSIONELEVEN _ . IR
WORKSHEET1 ) T - ‘ o : _ ‘
An Evaluation Readiness Checklist

\‘ . - . L .A )

~

If you can answer YES to all of, the questlons listed betow then y you are sufficiently- prepared to initiate evaluation
‘planmng foryour program This session focuses on. those questtons not covered in prevuous sessions with heavy .
. emphasis on questlons 5and9. : : :

‘
3 - - . .
. . N - .

* .

Direqtions: Indicate your'respon‘se to each of the questions listed below: by plécing a‘chgi:k in th(fjace provided, .o

-

\ . . ) - ,_w.: | R \’ ; . - . ,_. . - .A — )
‘ Question : S : Response
- HAVE | DETERMINED: o ‘ ... - . .YES. NO
. - ) . - - . - I‘ . - t - - - - — -
1.~ What is being evaluated; -, - - \ L T /’/\ ‘ S
© 2. Whatis the purpose of this gvaluation? . T o e
- . e B . . 0 . . . N
=3, What are the progr‘am goals? . _ : —_— K . 2/ -
4. What are the prdgram objectives? ﬁ : :
5. What kind 6f.program evaluation (i.e. |ndlrelt mformal or prospss) will yleld the most * ‘ :
; useful data’ _ =Y | . v -
6.« How will'réSuIvts of.evglu;atio_h data be-usec.i7 -"- e ' I o P WLt ,"“
7. Wh‘a“.t resources are available for evaluation? - :
© 8.£ - How much time is allowed for the evaluation activity? +
——— : v —= .
9. W-ﬁfll conduct the evaluation? o . . e
" A) - In-house person? e . N A ’
B)  Outside evaluation specialist? o \: e B _ P
_ § .
R ) ' /
! T /
o
i
-~ ! L4 4 . ) /

SR o . ' . F‘”\\\
-« .~ . Y . . \
B . . \




Evaluation Planning Sh_éet‘v One

Directions: -

. ' B L
Working individually, study the completed sample for
Worksheet 2* on page 132. Then complete WOrkshect
_20n page 133 as follows.

1.  Under “objectlve” enter the objective to be evalu-

1 - ated, including medsurable terms. (Use an objec-
*  tive developed for your back home problem.)
2. Un.der ','criterja" indicate:

..

Py

® source of the information; -
® date on which’ information will become avall-
able concerning the objectiye; and - )
- ® who will provide the needéd data.

3>. Under ‘‘target completion date” enter the time
" 'you-anticipate will be required to achneve the
stated objective.

) 4. Under “problem addressed” make explicit the link

,be;ween this objegtive and the program needs or
problem statement. ¢

" SESSION ELEVEN
WORKSHEET. 2
’ 14 : .

.
¥ ¥

5.  Evaluation re?sourws"may be available in-house or
require outside consultant expertise. :

6. Indicate yes or no as a response for the obiectiqre.'
Lirtk the objective to the program’s overall goals. N

7.  Enter interim evaluation dates.
»
8. . List interim evaluation measures.
.o~ = .

After cbmplet_ing the steps above, ask yourself:’

Is the objective measurable? Is the abjective
time-limited? Is it realistic, given available re- .
sources and program policies? ¢
Theén discuss with the group how to overcome problem
ageas and reformulate a workable objective, if necessary.

d A
"Worksheets 2 and 3 and their accompanymg instruc-
tions have been adapted from Fuhdamentals of Program
E valuatlon Tralnee’s Resource Manual, developed by
the-National Drug Abuse (nter for Training and Re-
source Development, 1901 North Moore Street,
Arlmgton Virginia 22209, 1977.

s
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E T E N
~ Sample Evaluation Sheet One Lo %
s B | L .2R
L S ,%x
7 - . . *-’ rm
"Agency: Ellenbirg Alcoholism Treatment Center. - | -E%
4 | | . | m
. a ! . ', . l ‘ . J" '4
Program Goa: To upgrade ks o kool counseor sein it s e, ) N
. i | : . . ' ) ‘ ‘. '
Who Wil Use Evaluation Data: Canter Director and Training Consultant | s
T S L
| ljrpoue(s)éfﬁvaluatign Data: To monitor change inirie supenvisors repaytspending i clinical supervsion of lcoholism counselrs
; ,' . v, ) E | -‘p , o o o ‘l . . \ .
R . -
) ) B We o 6 e ;) .
N S lotis ]
| ' | " objective
', -consistent ,
-+ (Criteria |, At with |
for. - Target L the program - Intetim o
' © | measuring completion | Problem . resources goals/ evluation | - Interim
Objective f objectie | gate | addressed . available? poliies” {1+ dates measures
Mol | Diwese | 6% | iogdiy | Vet | v | 1308 | Examiaion o
wil receive from 6/30/77 | counselingree | apablity of K “weekly time
Sthmore | asindicated on ceived by Present training | shéets,
| linical super- | weekly time dlients, staff, v
| visontime, | sheets o B ! v
| fromtheir'{ | dlinical ! / : ' i
| dinical | Supervisors, g .
L '
\ } ' ‘
L]
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. Evaluaton Planning S_heet One

e Yy

’

PROGRAMGOAL: |
Lo e . Co . ' ’,‘ v,“‘

) o | o o
1 ' ' ' ! . " : . ". ‘ .
I . . ' \ . . “. .
j "1‘.

L ,

;. WHOWILL USEEVALUATION DATA: __-

| E } ! K ' , " o ' . : . y
, ' T R S | ;

L4

 PURPOSEIS) OF EVALUATION DATA: __

i
. LI

o S
A , - lsthis © - ‘
S R / B _ objective
o ‘ , - 1 | consistent -
/ Criteria - o “ . Awe with * °
[ fo | Tage T the «progiam - .
| measuring completion Problem resources .+ | goals/ eva]ugtion  Interim
| bjective - date addressed -+ avaifable? - policies? | dates measures |
t |

@ )

(3)

Interim

4 /“
/
J
J
/ .
/
| ! ; . -/
/ . ‘
J . .
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* Evaluation Planning Shet Ty

Directions: I o

.l‘. vl

A

Study the sample on this page

!

On the next page wrrte 3 back home goal statement an objective for ityand mentally rdentrfy it strategy, -

Nextenterone ormoredatacollectron methodsthatappearapproprrateforthe strategy Keepin mind the purpose of the data in relatron to theob|ectrve ,

the type(s) of data you can actually collect the trmerequrred to collect the daq,_the obtrusiveness of the proposed collectron method; etc,

"Repeat the proces for each objective, -

- Enter the projected outcome (re anticipated result(s) for each measurement method).

Frnally, state explicitly any assumptrons or lpgrcal steps that have been rrnplrcrt until this pornt

3

A C

!
A

y

Program Gaa Statement:—;Members of the.Arlington clergy vlillobroaden theirasistance o people who seek their help for alcoholvelated problems,
‘ A e . t , ‘ : l

T (A1ANVYS)
€ LIAIHSHAOM
‘NIAITII NOISS3AS

Objectie - Measurement method

[ Poptedoutone

1.
4 )
!

-

Meaning of outcome in meeting |
program goal

| Byb months after progam | o) Questlo[trnaire .

- that asist alcoholic persons
|- and their families,

A

~ | implementation,.to increase N
“by 50% the number of re- |
ferrals made by Arlington . | b} Interviews

ey Dwnicersoures | . |

Indication of how many referrals
were made in six-month per,io)d’

- and to which service resources,

| b) The 10% of clergymen who e- *

ported the fewest referrals will

~ beinteniewed t determine why

they did or did not refer pegple

to alcoholism service resources,

a) A determinaion of whether o not a 50% increase
in referrals was gcompli ished compared wrth
baselinedate. <

b} Whether there is a ned for further efforts toen-

- Courage clergy members to make additional use of
alcoholrsm Service resources and if 50, how this
" mightbedone,

L3

€
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ion Planni | {
Evaluation Planning Sheet Two : ’
. , | i . )
. | | o o |
Program Goal Statement: ____\ o
.. Objectve Measurement method Projeced outcome Meaning ogrg:::;";: meeting
. |
1 <r- \
i -h ‘u f / " :, " L ..I,\ .
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- SESSION ELEVEN |
WORKSHEET 4 | : S5

Taking Stock of Evaluation Planning . | :
The training program has emphasized repeatedly that the planning process requires—and to a certain extent benefits
from—interaction and cooperation with other persons and groups. This, of course, holds for planning and designing
- the evaluation component activities. Other people who are reasonably familiar with the topic being evaluated fre-
“quently bring fresh insights and suggestions. This exercise provides an opportunityfor that to occur again in relation *
o planning evaluation of your back home program.. - :

-

Dirgctions - -

1. Select a person to report the, small group’s problems and questions to the large group.

2. . Individually complete Steps 1 and 2 below. . : . .

3.  Then as a small group work through Step 3, being frank about your questions, contributions, concerns, or

* uncertainties. . ; -
4. Reporter prepares a summary of Step 3 outcomes.
Step 1: Using the space below, rank the evaluation methods for each objective in priority order in terms of thelr
-abliity to Indicate whether program goals have or have not been met. Eliminate methods that do not provide
outcomes that tell you something about the extent to which program goals have been achieved. _

-

. Objective 1 . Objective 2 " : Qbiectivé 3, etc.

hd « (
r .




| ST L | . SESSION ELEVEN
Z.,_ o . - . WONKSHEET 4

’
’

Step 2: "For each evaluation. met_hod; identify the poténtial proble}rs it may pog‘to h;._e pmgram when {mplemented,
B List problem areas. ' ' : . P :

’

. " ~ “ . . )
Objective 1. = - : Objective2 - ' .. Objective 3, etc.
. r’&/‘i
* = .. . 2 8 . .
Ty
, T
§
? -
+ § .
) s . J ) :
. 4/ )

Step 3:- Doyou want to change priorities or eliminate any mezds? Be careful not to eliminate any methods too

quickly. Discuss your assumptions with others before eliminating a method. Are your assumptions realistic?
List below your final priorities among program evaluation approach, techniques, or instruments.

B

-

e

o S - o 137w




_ SESSION'ELEVEN . IR .
WORKSHEET 4 B ' -

Step 4: As the reports fromeach group are made and you receive comments about the concerns, assumptions, etc. -
* . ' from the large group, use this space to make notes about topics or.points you may want to follow u?ﬁoﬁ\with
' - your evaluation conspltant when you are working on the plan for evaluatirig your back home progrim.

: 7 : . -

3
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- : SESSION ELEVEN

REFERENCE INFORMATION

T~

' L

Evaluation Data ' @ Do not.conclude that an observation made by
: L . _ - ', onlyone observer isinaccuraté. *
What TO D? with the Evaluatlon Data : _ S ® Do not take comments at face value (COnSIdel’
B o, . the.context in which the comments were made; -
- The foi@pwrng steps outline a process for arranglng col- ‘ . e.g, body language, time of day, sequence of
!Iected evaluation data in a way that facilitates inter: ° : o questlons, etc.). -
pretatlon The process is simple but time consuming. . -
However, the validity of conclusions depends on how - ® Il to consider the individual perspec-

)

accurately these steps are carned out.*

® Each set of the responses from observatlons " TheDo's
* completed questionnaires, interviews, etc. I/D

must be examined for patterns among the ® Analyze the summary. statements for the varlous

aspects of the pilot program derived from ob-

responses
sgrvations.’ Prepare a brief statement describing
° Categorles should be identified under which , " their meanlng(s) and possible significance.
. the responses can be summarized, . ! :

_ A ) Prepare s|m|Iar descrlptlve statements based oh
® Under each category, all the responses made - the summaries of other evaluation techniques,
_that fit into that category shquld be listed. ; _ such as questionnaires, tests, interviews, etc.

U ' e
. ® For each categéty, the above list should bé Each evaluation technique should have a sum-
: “mary statement. )

edited to eliminate duplicate kinds.of responses.

® Compare the summary statements from the dlf-
ferent evaluation approaches on)y when they
deal with the same aspect of the program. Look

Some Do’s and Don’ts of Evaluation - for areas of agreemerrt and disagreement. When
compafing data in this manner the evajuator

'Data Interpretation ' . S -

) . should be sensitive to such things as differences
in nuances of language as well as the various
perspectives of the respondents.

® A short summary of the most impértant items
under each category should be prepared. :

Regardless of the quantity and quality of data collected,
the value of the information can be completely negated

by the way the data are interpreted. The following ® State conclusions in a concise, straightforward
guidelin€s will assist in interpreting the information _ ©  manner. :

_ collected.

: a _ ® Prepare a draft of recommendations.
The Don’ts ) o ' . ' .

’

/- ® Do not assume that consensus among one

O

ERIC - -

Aruitoxt provided by Eic:

group of observers (participants, trainers, ad- '
ministrators, etc. ) guarantees accurate *You may wish to review the reference information on
judgment. . assessment in Sessions Three, lfour, and Five.

.
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Use of an Olitside Evaluation Coensultant

SESSION. .
. REFERENCE INFORMATION

N

~

LEVEN

s

4 . I

’

When dec:dmg who should be responsible for |mplement|ng the evaluatuon des:gn for a program or pro;ect consider the
following possnbllmes

~3

~

N
N

Possible Advantages Possible Disadvantages
In-house 1. Cost may be lower. E /o 1. Lack of objectivity. o A
Person . \ ‘ .
2. Can be involved in early planning of 2. May not have skills needed for instru-
evaluation as an ongoing activity. ment design or_st;tistical analysis.
. ) .
3. May have awaregess and undergtanding 3. May not have credibility with superiors
of program goals or peers.
* ‘ «
: - 1
, . 4. His knowledge of how program functlons 4. Evaluation may be one of many
i3 e * responsibilities.
. ) i‘ . ¥
Outside . 1. Should have broad ran1ge of-skills in 1. May not have awareness and under- )
Evaluation ** ° instrument design, evaluation design, and standing of program goals. B
report writing. . P
: . . \
. » 2. May not have knowledge of program - _
2. Must have credibility. functions. . ' .
£ . C:‘_/L\ °
J . | co
3. Can maintain neutrality or objectivity. 3. May not be mvolved in early planmng of
. a - evaluation.
4. Could consult in-house person on — n
) ' evaluation, - 4. Cost may be higher.
- v ) ‘ ) 3 \K/ N
» ’ : \
T . . i » \_\ "‘ol
- /—/—'\ 4
. ) ’ 4
J
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| - SESSION ELEVEN '
. REFERENCE INFORMATION
- . s
Obiectivity/PIanning Suggestions o . "~ the design and construction of any data col- .
. for Evaluation Methods ] _ ' Yection instruments to be used;
: : b : ' ~ instructions that clarify and describe the
Objectivity ' - i ‘ _speciﬂc procedures to bg followed; and
3 . Probably there i no such thlng as tota?y objectlve o -a schedule for the observntions, surveys, inter-
. evaluation. Bven the use of an outside evaluator does ~ .- views,orteststo be administered.
not guarantee absolute objectivity. All evaluators bring " e Individuals:-who are to use any bfthedatae——
- their own sets of biases about how to treat evaluation gathering instruments should be trained in the (
data. The following steps are suggestions thatmay - principles and techniques of evaluation relevant’
help increase the objectivity of the evaluation effort : . §0 the particular method or instrument,
: 14

Q

ERIC

Aruitoxt provided by Eic:

regardless of who carries out the evaluation;
After the decision has been

, made to employ anoutside eyaluation .
s consultant what must be done7 .

° Evaluators should review their own attltudes
and biases which might influence their |nter-
~ pretation of the évaluation data.

"= This is_particularly important for persons " @ Two necessaryflinctions for the program per-
who will be evaluating programs.in the sonnel arey/ - -

. aJcoholisnm*field. ' : -
’ - — to maKeTertain that the program is prepared -

® Whenever poséible, the appropriateness of data- for evaluation (e.g., apply the Evaluation
- gathering evaluation instruments should be Readiness Checklist); and
examined by others involved in planning th\e -
program N — to brief or orient the evaluation consultant
Yo An overview of the program should be maif- 0 Preliminary act:vut:es for doing these mclué
tained and reviewed periodically so that all of ~ making specific and detailed listings of the
the program elements arg seen as part of an ‘ program elements to be evaluated;

. integrated system. :
) — specification of program complexity to be

= ltis su'rpri.si.nﬁy easy—even when striving - used in defining the area(s) of expertise
fot objegdivity—to become so engrossed in 7 , needed by the evaluation; and .
one program element that the total pucture . . : ‘ :
is obscured. : N . — briefing of key program personnel to ensure
) ) . . their cooperation in evaluation activities.
® The focus of evaluation éfforts must be on im- ' v

ortant details rather than inconsequential ones. . . . .
P 9 What information will an evaluation

consultant need from program personnel?

Plannihg Suggestions ,
for Evaluation Methods o e Toprovide thorough and effective evaluation ~~ ~
L o ' . assistance, the evaluation specialist needs:
he effectiveness of the evaluation of any proposed pro- 4 : . Ce—
ram can be enhanced by observing the followmg sugges- k — aclear definition of what is to be eyaluated, -
t:ons when planning the evaluation methods to be used. - ‘ including a review of,the proposed evalua- *

tion methodologies, approaches, etc.;

e The purposes of the evaluation efforts as well as

how the results.of the evaluatiorfeffort will be — aset of timgmes for deliverable items such

used should be made explicit to.everyone in- as instruments, .reports, etc and /
volved in the program, ' : -

_ " . i — information about areas in which conflicts :
® _As the details of the program are worked out, ’ of interest might eRist between some pro-

“th€ evaluation consultant should be sure to g gram personnel and the evaluation

include: ' . : .objectives,

\ . ,

140w
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. ) . -
What other matters must program : : : reports, the exchange of comments, critj-
personnel attend to? . : . " cisms, and recommendations);

® - After evaluation activities are underway, the . v - — make certain that all evaluation expenditures
are cleared with the\ proper authorities; and

person(s) responsible for directing the program ¢ \ J

" should: - . .
»t . - . . — help the evaluation consultant resolve what-
" — be sure that communication channels are . ever unanticipated problems may arise.
established and used (e.g., periodic progress )
- N ( ' . B ?
» - ’ ~ . ) -

SESSION NOTES: . R
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Session ._X_H‘,

e a—

Complehon of o

~ Preliminary Plan. for

' \
Back:Home Problem . =
, ) ,
"o ,
’ - .P }“‘
.. ) Y o
s @ , ¢ v
. on ). '
&‘F . -
Synopsls Afterabnef summarizing discussion of the Objective:* Participants will: R 7

“planning process, participants will work individually on
their preliminary plans. for their back home problems,
with a final apportunity to ask for assistahce from the
trainers. They will then discuss their planning problems
as a group and identify a helping network for future °
“contacts.

L)

® complete their prellrr;mary or partial plans’for' _
attacking their back home proBIems

Reference Information: Time-Phased

Action Plan ‘Reminders . ............ 144
.
v, Y
: e
- Y]
< 7.
13 ’. *
\\v\\i\.‘
—
!
- ) '
15/ ‘
) ‘ ’ 2 143
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SESSION TWELVE . oo L ' L o
N ,..REFERENCE lNFORMATION—— e LT -
' ° > . . .
‘Time-Phased Action Pla'n'_-Reminders ... - — Limitbrainstorming actuvuty on each ob;ec-' ;
» - R o ' tive to three minutes, - v
NOTE: It will. berheipful to use consis'tently the check- ‘1~ Make no )udgments at thls point.
lists and techniques provided in the training . .- 4
. program as you build your planning skills, so e 'Applv quality criteria to each strategy listed:

o ~ _that‘@mportant step or détail is overlooked. . — completeness;

4@ " It will also be advantageous to develop a review R

' rejatlonshlp with someone inyour agency who flexibility; .

can critique your efforts in the way that your ] e simplicity' ) _
dyad partner did during training. The followr R AU : .
“Heminders providé only an outline of what " .= explicitness. - ' St

. be dope in developing a time-phased action plan. .
S N : : o D|s5ard or rephrase unacceptable strategles for -

Stating the I.iroblem and the Program Goai(s)-- '  each objective.” -

o State the problem selected for action, and the . Strategy Selectlon T

"rmldledtoadds
_ﬁroga goals develop res Itﬁ . - @ Forall acceptable strategles for each ob;ectlve

C '.-3- This helps to keep the starting point and gen-

eral direction(s) in mind as details recewe = list direct and indirect consequences; ; .

~ more, and mdre attention. . . et . ‘ _' - determine negative and positiveinﬂuences°
- 1 - L . - . -
C Statmg Ob;ectlveofor Each Progmm Goal ‘. :i.lC - weight:the 'mp°m"°e of the influences. g
‘ 4" o T '. . Select ‘the most promising strategy (s) for each
X Xk Knowmg the speclﬁcmes olf the ob;ect[vesr’s . o objective.
& absolutely essentlalfqr deslgnlogthe program : R K Y

Ce

|mplement|ng, and»evaluatmg it : Co_mmunity Resour'ce Inventory
L lert work on‘wrltlng each objectlve to 10 RS ° h | d T
~ minutes, to avoid getting bogged down in |nde- - o f o each strategy selecte LT

cision or too many detalls - |dent|fy the basic resources needed

’ R N
— Check specnfcally for-the four characterlstlcs SR © . facilities, equipment, S”pp"es perso I'
; of a program bijective: identification of tar= . . s, money, c;ther jand. T
, get group, the intended resulf, measurable : - = determine whether they are on hand, to be
R "9"“5 and time Kfe:me o o o moblllzed -or not available. :
v “—- Rewrite as needed. . S
; X : ] Actuvuty Identnflcatlon and Orgamzatuon .
" ' Be‘reallstlc about.rqtchmg the goal-—even at ,
' thls’pomt , ] . S - S e For each strategy ldentlfy the major activities
%h ‘ . requ|red to carry it out.
— ‘Fhink small and precise rather than grand and .
global N T o T = L|st the act'\/ltles as they come ;o m|nd
‘.. RG\VFItE ob)ectives if subsequent'planninﬁ ac- . - When no more activities come to mlnd, num-
tivities reveal the need to do so, e.g., - o - ~ber them in order of probable occurrence
s I " . . making certain that each is a separate activity
- . Increase time. . ' . _ _rather than a portion of another activity.

—. Reduce the number of events, clients, etc. » . :
Identification and Organization

-

Bramstormmﬁ Possnble Strategles : ‘ T of Tasks and *‘Doers”
" ® Work with your plamming group to brainstorm ® «For each ma;d‘&eﬁmty identify exactly’ what
I possllble strategies for each objective, o must be done to complete each activity.
B Y 151 S S
o . ' R St 4 - ’ . C 4




T SESSIONTWELVE

. LI : . e e e "REFERENCE INFORMATION
"\. . . . '. S . -~ R ‘ . " N . B
- — List the tasks as they are thought of. L fl'irpb-Phased Ac‘tion Plan :
. . 2 /-
~ When no more tasks can be called to mind, - . ® Using the training program materials and ex-
- number them' 3&“""8 to their necessary or | - perierices as starting pouq_ts ‘design a format to.
) probable occurrence in. completlng the S show when each task is 't begm and end
) ' actlvny . “ . -y
0 Conslder o ) :
L ldentlfy who will be responsible for doing-each- ', o . . '
. task. . ) , — whether your time-phased action plari or
. L -7 some part of it should display-weeks or days
. @ Rc}:ew the activities and tasks listed t9~see ' T > rather than months; and '
whether modifications should be made in the o ’
commumty resources mventory , . " — whether some complicated task should be :
L ’  broken down into its subtasks for adequate
) - If necessary ’ modlfy the Inventory o .- allocation of time and “doers.” o
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Appendix A: SRR
Annotated'Bibliography =

. ’ .
> - B
| Genera'l”Referen'ces: Books ' I relatlonshlps, and the role of natlona] voluntary v ’\ '
= ' organizations in community programming are S
Cross, jay N. Guide to the Commun/ty Contral of Alco- * included. Pact Three, “Community O'rgamzatlon .
holism. New York: Amencan Public Health in Practice,” which includes articles on general ~ * B
. Assocmtlon, 1968 (128 pages) o < " methods, fact fmdmg, planning, conferences.and-
© committees, educatlon interpretation and public
l:etelnd:ldlto al'd the pll'ofessmnal health worker a relatians, fund raising, and social 4ction and re-
the.local level in developing a community alco- cording may be of the most mterest fo the com-
holism program. Principles of program develop- - munity programmer
ment are discussed, rather thap spec:f' ic services .
and activities. The first two sections deal with —* o Alfred |, Studles In Soclal Pollcy and Planning.
« social, physiological, aod psychologlcal aspects + New York: Russell Sage Foundation, 1969. '
/7 ' of drinking and provide a general discussion of the . ‘ (326 pages)

problém of alcoholism. Part Three, “Alcoholism'- - y . ' ’ .
Program Development," presents planning princi- « In thls companion volume to.Theory and Practice

ples in terms of organizational considerations, . of Social Planning, the author is particularly con- |
goals and objectives, resources and services, com- cerned with “the demonstration through use of a ‘
Al number of critical planning concepts often-dis-

“ munity perspective,roles of agencies and organi-

~ zations, prevention planning, financing, staffing, cussed only in the abstract.” Problems discussed

LY and program- cofnponents. A bnef bibliography - include the. 'War Agamst Poverty," 1uvemle prob-
is mcluded o . ' oo lems, income security; city planmng, community
‘ , o ’ . psychiatry, and delivery of social’ service at a local '
- Harper, Ernest B., and Duriham, Arthur, eds. Community “’level. Alcohol préblems and programs are- not
. Organization in Action. New York: Association - spécifi cally discussed. , REaTIN

Press, 1959 (532 pages) . , - S
Kahn Alfred J. - Theory and Practice of Soclal Pianning.

- Deslgnéd primarily for students of social work, New York; Russell Sage Foundation, 1969. (348
 this collgction of,teadmgs includes experiences, " pages)
‘ methods, and principles that can be useful to'any_, 4 LR v -
A community planner. Selectionson group be- Preser}t\ed-as"a model for “how to think about
‘ 'havior, group}’dynamlcs, and cgrﬁmttees on con- L planning issues,” this book isa broad’developm'ent
fllct and mtegration, commumty structure and . " of social planmng, def' ned by the author as L
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v pohcy chouce and programmmg in the Irght of
facts projections and applications of vajues.” The
~ planning process is presented in terms of definition
of the planning task, policy formulation, program- -
ming, and evaluation and feedback. Within this
framework, all of the broad social planning issues , '
are discissed, and the dynamic na_ture of the plan-
ning process is emphasized. The three chapters on
programaning-may be the most useful. Topics -
comprise general considerations budgeting and
cost effectiveness, and programmmg problems in
socnal service dellvery 4

al Institute on Alcohol Abuse and Rlcoholism.
ping Community Services for Alcohollcs:
Some Beginning Princlples. ‘Rockville: Maryland:
NIAAA (DHEW), 1971. ‘For sale by the Superin-
tendent of Documents; U.S. Government Printing
Office, Washlngton D.C. 20402, DHEW. Pul;!ica-
tion No.'(ADM) 75- 175 Price: 8f§ cents (39_, '
pages) ,.\ '

Proposes the formatlon ofa network ofJ:ommunlty

services for alcoholics and their families’ constructed o

primarily of existing service resources within the
community, with a recogmtlon of the likeness of
alcoholism to other health and social problems.
The nature of the problem of alcoholism is dis-

cussed briefly, in terms of the alcoholic,’ pubﬁlc atti- -

‘tudés towards alcoholism, treatment.approaches,. .
and the need for comprehensive community ser-
vices. Elemients of effective service delivery and
gmdelihes for organlzmg community resoufces are
given, and the importance of evaIuatron to program
de,velopment is discussed. A brief annotated bibli- -
ography is included. .
Robbins, Dawd Comprehens/ve He%/th Plarining: Selec-
tive Read/ngs New York:* Health l‘nsurance Insti-

_tute 1969 (48 pages) .

An annotated blbllography organized under the '
follov |ng toplcs

® Co prehensuve communlty pIannlng
L Pla?:nlng theory and techniques
® Health services planning

. "Health manpower planning
Env_|r0nmenta{ health planning
Warren Ronald LesF é. Study/r'g, Your. Community. New
York: Russell Sage Foundatlon 1955, (362 pages)
‘A corqprehensuve guide to studying almost all as-
. pects oiaﬁcommumty Areas discussed include

) communlty b ckground and setting;.economic life; -
_ government; ics; law enforeement ‘community . .

.

Klmﬂr housmg, recreation; rellglous activities; _
social insurance and public assistance; aids to family
living and child welfare; health; provisions for spe-
cial groups; communication; intergroup relation-

- ships; assocuatlons and community organizations.
The final chapters are devoted to discussion of or-
ganizing and. conductlng a community survey and
a mary of Important aspects of the community
to®Be considered in such an endeavor

A

«

Wynne, Ronald D., et al A Guide to Cammunlty Actlon
forAIcohoIlsm Services, Final report to the Na-
tional Institute on Alcohol Abuse and Alcoholism,
Se'ptember 1975.* (193 pages plus appendices)

N
Intended for- mdwrduals ently involved with the
" alcoholism problem in their comimunities and for
those in a direct service role who want tg expand
to address larger issues and problems. THe authors
- dIStlnguISh between ‘“‘community orgamzatlon" and
e "soctat/bianmng," which is treated ina companion
: 'volume. Part | provides an introductian, hlstorlcal
overview, 32d discussion of community response
to organizations for alcoholism services, organizer -
roIe community mobllrzatlon and common prob-
‘ Iems and, suggestedvsolutlons in community. organl-
- zation. 'Part 11 comprises several case studles and |
,Part Ilisa "workbook" and annotated )

blbllography

e
Y
k4

.:\".

Wynne, Ronald D., et al. The “State of the Art" /n
Community Plann/ng for Alcoholism Services.
' Final report to National Instituté on Alcohol
Abuse and Alcoholism, September 1975 * (32

- . pages) Q i

A review of the issues that confront social planners
in the alcohol field, a “look at the types of formal
documents available, at who develops them, and
what methods they use to achieve their objectives.”
In-Part |, Section'| describes the:structure of the
planning effort and includes a summary of training
available for alcoholism planners, Section 11

- describes the planning pracess, from needs assess- ,
ment to evaluation.-Section 11| discusses six major

. issues and trends in the alcoholism field of concern ..
to planners. Part |l presents four case studies to
'demonstratej?ﬁu‘mber of planning approaches.
Part 111 is a Bibl iography, including annotations of
80 major references. ‘

- T et
*A limited number of reprlyts are available from Wynne
& Associates, 3915 megston St., N. W Washlngton

-D.C. 20015

s




General References. l’enodlcals

Ve

Beigel, A.; Hunter, E.; Tamerin, }.; Chapln.,E and

-

* “alcomprehensive co

Lowery, M. Planmng for the Development of

Comprehensive Alcoholism Services: I: The

Prevalence Survey. American Journai of Psy-
131 (1974) 111216, .

ors emphasize the need for prevalence

d ta in"the specific community when planning
unity alcoholism program X
_and describe a short-term, low-cost survey method,
" together with examples of how the data obtained
can be used in progmm_plgnmng.

Beigel, A.; McCabe,zT.;Tamerin,, J.; Lowery, M.; Chapin,

E.; and. Hunter, E. Planning for the Developient *
“of Comprehensive Alcoholism Services: 11: As -
_sessing Commumty Awareness and Attitudes.
—American /ouma/ of Psychlatry 131 (1974)
1116-21.

The authors suggest that the following dnmensrons
need to be assessed in the development of an effec-
tive community education and treatment program:;
(1) attitudes toward alcohol use and buse; . .

L .(2_)_dr1nkmg habits; (3) awareness of dvailable
e resources for alcoholics;' (4) extent of personal
“drinking problems;-and (5) comparative percep-

tions of alcohol abuse in different ethnic groups.

The procedure they have used to make these as-

sessments is described and examples of how data
gathered can be used in the plannlng process are

presented.

'

Belgel Allan. PIanmng for the Development of Compre-

B

hensive Community AIcohohsm Services: Organi-
zational Approaches. jouma/ of Drug issues.’ 4
(1974) 142-48.. L

This paper,\tthd ina series on alcoholism plan-
ning, presents advantages and dlsadvantages of
four different approaches to drganization of com-
prehensive community-based alcoholism services:
(1) the ‘‘governmental approach”; (2) the “'single -
community agency approach”; (3) the “consor- -

~ tium approach", and (4) the “for profit approach.” A

A discussion of “certain substantlve issues that
transcend any and all of these organizatjonal ap-
proaches’ N&cludes the compositlon of oommumty
boards, an effective combmatlon of traditional
versus nontraditional treatment approaches; ade- -
quate program planning; arrangements for conti-
nufty of care; and stabnllty of funding resources.

Holder, L., and Deniston, O. A Degision Making Ap-

_proach to Comprehensive Health Planning, Pub-
lic Health Reports. 83 (1968) 559-68

T

s

" The authors offer a definition of pIanmng, suggest
ways of looking at health planning objectives,
attempt to differentiate among forms and methods
employed in health planning, and surpmarize some
of their experiences in working with 21 communi-
ties throughout the Nation through the National .
Commission on Community Services’ Community
Action Studies Project (CASP). Several themes
.that became apparent from the CASP study are

* discussed:

W

4,

1. No single agency or group has domain over‘the
health needs ofa commumty

Health'ls atotal commumty affalr

Local State and natlonal bodies must work
as “partners.in progress

A coordinated approach transcending tradi-
tional geographic and political boundaries may
be needed. :

5. Regional action planning is a prerequisite to
development of community health services.

6. The health issue is intertwined with other com-

munity issues (economic devetopment educa-
~tion, transportation, etc.). ) |

Selig, Andrew L. Program PIanning Evaluatlon and the

Evaluatlon References

Problem of Alcoholism, American Journal of
Pubiic Hea/th 65 ( 1975) 72—75 . -

- e

Briefly describes ejgﬁ steps or functions in the
program planning process: (1) value orientation;
(2) problem identification; (3) goal setting;

. (4) goal measuring criteria; (5) program planning;
_(6) program |mp|ementat|on (7) assessment; and
+(8) feedback. A case study is discussed briefly to"
lllu_strate the: apphcatlon of the first five steps.

»
N

Books

Abrams L Annette, Garfield Emlly F ; and SWJsher

JohnD. Accountablllty in Drug Education: A
Modei for Evaluation, Washmgton D C. Drug
Abuse Council, 1973 .

>

- First in a series of handbooks providing practlcﬂ
methodologlcal guidance for drug program plannersﬁ\/

and administrators. The manual gives step-by-step
explanatlons of the processes involved in planning -
and assessing program effectlveness keyed to the
&ader s Ie\iof mvolvement -

Babble Earl R. Survey Research Methods Belmont,

15¢

~
.

Cahforma Wadsworth Publlshmg Company, Inc,,
1973.
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< Abasic text for those interested in ﬂeslgnmg and - The manual allows the re;
. using a survey as part of therr evaluation effort. * = . basic systems approach to program evaluatlon
A practical text that cornbir;jﬂ\e theorybehind .  The manual is divided into
_ survey research with examplesof how to design ~ - - focuses on one component of th
. the survey mstrument collect and analyze the ' goal statements, progtam objectives, and evaluation
. . data, as well as how to report the fi ndmgs. . design. By completing a series of worksheets for .
_ : - ? - each module, the reader applies the information
-B , B. The -evaluation of primary preventlon pro- .- presented to her or her own program. Extensive -
yams. In: Comprehensive Mental Health: The reference materials on evaluation are provided °
- Challengé of Evaluation. Roberts, Leigh M., et al., . in the following areas: graing, treatment, pre
(eds.). Madison: University of Wlsconsm Press.’ ' ventior!,.\ﬁd management: information systems
1968, Lo ‘ , . 'rAvailable ffom the publisher at 1901 North Moore '
. . Good suggestions for evaluating; includes caveats . Street, A"""S“’". Virginia 22249 '
' and pitfalls. . -
i v . Popham, W. James. Educatlonal Evaluation.’ Englewood
_Campbell, Donald, and Stanley, Julian. Experimental Cllffs, N.J.: Prentice-Hall, 1975. ~
and Quas-Experimental Designs for Résearch, - - While focusiog on education, the eyaluation tech-
Chicago: Rand McNally, 1963. - - nigues discusked are applicable to a wide variety of
- A pioneering work and basrc text for evaluators . sociatagtion programs. The author concisely and
and researchers. U clea%resents the ma;or evaluation .issugs, con- .
: - o . cepts) and techniques as’ ‘they have developed over -
Chabotar, Kent J., and Lad, Lawrence J. Evaluation :h:.::{y e :”"‘em”s examples make this
Guidelines for Training Programs. East Lansing: :
Michigan State Umverslty. 1974, ' A Rossi, Peter}';l.', and W|II|_ams,'Walter, (eds.). Evaluating
The table of contents of this comprehensive work SociakfPrograms: Theory Practice and Politics.
is structured in such a way so as to guide the ¢~ New ¥grk: Semiriar Press, 1972. R

_ to those sections which pertain to the parti
evaluatlon questions the user waiTts answer /
The text covers such areas as why and what to’

//_ The material is organized under the three headings
) listed in the title, The book should be of particu-
lar interest to program directors or managers who

. _evaluate,’ the criteria for efiectlve evajuation, re- " may be setting up or participating in a Iarge scale
“ngp : . search desrgn evaluatlon measures, and data . . =" evaluation research project.
ST arralyses ,

: -
Tripodi, Tony; Fellin, Phillip; and Epstein, Irwin. Social ¢
Program Evaluation Guidelines for Health, Educa-
tion, and Welfare Administrators. Itasca, lllinois:

Available from School of Public and Envuron-
mental Affairs, Indiana University, 400 East 7th

Street, Room 313, Bloommgton, Indiana 47401 . F. E. Peacock Publishers, Inc.. 1971."
$10.00. -+ F.E Peacox , Inc., .
i - | ~« .- Good for beginners. - Very clear and concise.
, .
Harnett, Carolyn. Drug progr am evaluatlon—a p"me" We|ss Carol H. Evaluatlon Research Method's for Assess-
gﬁgﬁo:ef:p]pgl;':m _ Madlson Wlsconsm : ing Proyram Effectiveness. Englewood Cllffs, N. J
; - ., . . Prentice-Hall, 1972.
+ An outline of methods of evaluation. Covers the - " Presents a new methodological approach to evalua-
=~ reasons for doing an evaluation, when, hol, and ;. tive research that increases the testability of as-
o * who should evaluate. _ ~ “sumptions that prlmary preventlon is cost-
— ' SR s  effective. .
National Drug Abuse Center for Training and Resource o _ , '
Development. Fundamentals of Program Evalua-- ~Zusman, Jack, and Wurster, Cecil R. (eds.). Pfogram
tion: Trainee’s Resource Manual, Arlington, Evaluation: Alcohol, Drug Abuse, and Mental
Virginia: National Drug Abuse Center for Train- - Health Services. Lexington, Massachusetts D.C.
"'ing and Resource Development, 1977. ® _ . Heath and Company, 1975 o ,“.

12
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Trainer

Requirements:

%

F N
- Methodology:

ATime ‘

Requirements:

-

"Both tralmng skllls and first hand experience with or knowl e of program development n the .

> alcohol field are requisites for conducting Qns course, The rf ing skills requlred include gx-

pertise in setting up and managing training events and skill in m} ging group dynamics a
moderating group discussion, Experience in the development o aJoohoI service programs is
important in leading group dlscusstons. It is recommended that twozramers cooperate in”
presenting this course, perhaps combining the above mentloned 13 3

'Session One: lntroductuon and Welcome 5 ‘
Session Two: : -Planmng and Community lnvolvemenF 3 . el
Session Three: ° Assessment: Stating the Problem
Session Four: - Assessment: Collecting Data About ‘ ,
Session Five: Assessment: Analyzing the Data for D@ISgBies, '
Session Six: Program Design: Setting Goals SR
Sessiorf Seven: . Program Desngn Specification of Objecyvee,;a_.: )
Session Eight: Program Design: Choosing a.Strategy <. - 4
Session Nine: "Program Design: Time-Phased Action Plan..j*"
- Session Ten: Implementation: Program Managementan C rgmatlbn '
Session Eleven: Program Evaluation - .° — e LT e .
Session Twelve: Completion of Preliminary Plan for Backf-l e Problem o s f

Small large group discussions, |nd|v1dual and small group work, tmner presentatlons

Yo

" individual readin .-
o 8- . . /.. ,

. - . N U . ° ; .
Approximately 30 hours plus breaks. - Sessions vary in ‘leigth from about 1 to 2 1/2 hours.
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