Community Grants III Evaluation Manual

Prevention Curriculum Training

Part 1: Youth Prevention Training Evaluation Materials

The following youth prevention evaluation materials will be assembled into packets by the RE Coordinators.  One packet will contain all evaluation materials required for the duration of the youth prevention program.  Creation of packets is discussed in Part 2.

Evaluation Packet:  
OTPF Training Survey: Youth Prevention Curriculum



Packet Identifier Labels

1. OTPF Training Survey: Youth Prevention Curriculum: This single page survey collects demographics and training satisfaction information from each individual participating in the Youth Prevention Training.  This anonymous survey will be completed by each individual receiving Youth Prevention Training.

2. Packet labels and other REC resources:  The survey described above will be prepared prior to the training by the RE Coordinator.  This process is detailed more completely in Part 2.  Protocols, labels and other resources have been designed by OTREC to assist in document management and tracking.  These resources may be accessed at www.otrec.org by the RE Coordinator.

NOTE: When making copies of the original documents, please be sure to maintain the integrity of the form.  All four corner squares must be present on each copy, and the form ID and barcode box must be clear and present on each copy. 

Part 2: Preparation & Distribution of 
Youth Prevention Training Evaluation Packet

1. RE Coordinators will be responsible for the preparation of one Youth Prevention Training Packet for each training conducted by the agency.  

NOTE: All Youth Prevention Training Materials will be posted on www.otrec.org and available for download by RE Coordinators ONLY.  Original copies of all documents will also be provided in the OTREC Evaluation Training Manual.  RE Coordinators are responsible for making copies of the necessary documents and preparing packets with appropriate labeling for program facilitators. OTREC will not have any primary responsibility for other mechanisms of distribution.

2. Youth Prevention Evaluation Packets should contain the following documents:

a. Training Survey: Youth Prevention Curriculum Implementation Instructions

b. Enough copies of the one-page OTPF Training Survey: Youth Prevention Curriculum for each participating individual. 

NOTE:  The RE Coordinator may find it helpful to prepare the packets in advance with a consistent number of Training Survey: Youth Prevention Curriculums. 


OTREC recommends using a 10x12 envelope to create your packets.  These envelopes provide adequate space inside for several surveys.  

3. The Youth Prevention Training Label should be placed on the front of the packet, and the known information should be completed (e.g. Curriculum, Training Site, Date of Training, Trainer Name).  The label can be downloaded at www.otrec.org and is designed to be printed on Avery 5164 labels.

Part 3: Implementation of Youth Prevention 
Training Evaluation Tools

1. The Youth Prevention Training Packet MUST be in the hands of the agency training coordinator prior to the commencement of the youth prevention training.

2. The agency training coordinator should administer the one-page OTPF Training Survey: Youth Prevention Curriculum at the end of the training.  Information obtained from these surveys will be collated by OTREC and reported as fulfillment of work plans and assessment of agency reach.  

3. All surveys, both completed and unused, should be placed in the packet.

4. The packet containing the OTPF Training Survey: Youth Prevention Curriculums, and any unused surveys, should be returned to the RE Coordinator within 48 hours of the completion of the youth prevention program.

5. See Part 3B, “Training Survey: Youth Prevention Curriculum Implementation: Instructions for Agency Training Coordinators” for more detail, available at www.otrec.org. 

Part 3B: OTPF Training Survey for 

Youth Prevention Curriculum Implementation
 Instructions for Agency Training Coordinators
Evaluation Materials in this Packet:

1. OTPF Training Survey: Youth Prevention Curriculum

This survey assesses the characteristics of the individuals you are training to deliver youth prevention curricula, as well as the potential number of youth reached by the newly trained facilitator and their comfort level with the material provided in the training.  This anonymous survey should be completed by each individual receiving training.

HOW TO COMPLETE THIS FORM:  You should administer the one-page OTPF Training Survey: Youth Prevention Curriculum at the end of the training.  Please allow at least five minutes at the end of the training for attendees to complete the brief survey.
SAY ALOUD: “You are now going to be asked to complete a brief survey that will ask you questions about yourself and what you thought of this training.  This survey is completely anonymous—please do not write your name on this survey.  When you have completed the survey, please place it in this envelope.” (Use the packet envelope to collect the completed surveys.)
Place all completed and incomplete surveys in the packet and return the packet to the RE Coordinator.
PLEASE RETURN THE COMPLETED SURVEYS TO (RE COORDINATOR) WITHIN 48 HOURS
Note: This document is available for download at www.otrec.org and can be customized to your agency’s internal protocol (e.g. contact information and time frame).

Part 4: Submitting Youth Prevention 
Training Evaluation Tools to OTREC
1. Any unused Training Survey: Youth Prevention Curriculums can be removed from the packet and used in another training packet to reduce waste of paper.
2. Write your agency id in the Agency ID box at the bottom of the survey.  In the other boxes number the surveys out of the total number of surveys you fax to us for that training.  (e.g. If on March 3rd you train 10 individuals, number the surveys 1 out of 10, 2 out of 10, 3 out of 10…until you reach 10 out of 10).
3. The OTPF Training Survey: Youth Prevention Curriculums should be faxed to the OTREC Fax Data Entry Line at 216-368-0304 or toll-free at 1-877-599-7677.  DO NOT use a fax cover sheet.  Do not fax more than 15 surveys in a single fax transmission.  

4. After successful fax transmission, return the OTPF Training Survey: Youth Prevention Curriculums to the packet.  Collect the fax transmission report from your fax machine and place this document in the packet.  Confirm that the number of pages transmitted matches the number of pages you sent.  

5. NOTE: The fax transmission report is generated by your fax machine, NOT OTREC.  Please refer to your fax machine owner’s manual if you are not sure how to obtain a fax transmission report.

6. Once OTREC receives your OTPF Training Survey: Youth Prevention Curriculums, an OTREC Statewide Field Coordinator will send a confirmation e-mail to the RE Coordinator indicating the number of OTPF Training Survey: Youth Prevention Curriculums received.  OTREC will compile the data and report back in the G-Wiz System.
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