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I. Introduction

Congratulations!  You’ve decided to hold Table Talks in your community, have reviewed the Table Talks How-to Guide, and are ready to get started.  Now what?
One of the key components to holding successful Table Talks is the use of trained facilitators.  This Facilitator Training Manual was created as a companion document to the Table Talks How-to Guide to help you in training members of your community to be Table Talks facilitators.   This manual was created for Table Talks sponsoring agencies and their staff or volunteers. Just as the How-to Guide describes how to organize and implement Table Talks for parents, the Facilitator Training Manual gives step-by-step instructions on how to hold a training workshop for Table Talks facilitators.  
Holding a facilitator training is a great way to introduce potential facilitators to the Table Talks initiative and give them hands-on experience to prepare for leading their own Table Talks.  It gives trainees an opportunity to become familiar with the content and format of the Table Talks, and become comfortable in leading group discussions.  
Objectives for your Facilitator Training
A successful facilitator training provides trainees with the opportunity to:

1. Become familiar with the purpose, format, and content of the “Table Talks: Parents Connecting for Alcohol-Free Youth” model

2. Obtain general tips for facilitating Table Talks

3. Practice Table Talk activities

4. Strategize around how to handle challenging facilitation scenarios
(Note:  Throughout this manual we’ll be referring to the “trainer” and the “trainees.”  To clarify, the individual leading this training of facilitators is the “trainer.”  The participants of this training, who are learning how to become facilitators themselves, will be referred to as the “trainees”).
II. Preparing for your Table Talks Facilitator Training
A.  Training Supplies:
The following are materials that as the trainer, you should print out and bring with you to the training for each trainee:

· Table Talks How-to Guide

· Warm-up Activity Handout

· Fact Check Quiz

· Evaluation Forms

The following are additional supplies that the trainer should bring to the training:

· Fact Check Role Play Personality index cards

· Tough Subjects Questions & Role Play Personality index cards

· Newsprint

· Markers

· Pens

To guide your presentation, a PowerPoint Slideshow and accompanying speaker notes are available on the Maine Office of Substance Abuse and Mental Health Services (SAMHS) website.  You can find them on the following webpage:
http://www.maine.gov/dhhs/samhs/osa/prevention/adult/tabletalks/facilitators.htm
If you are using the PowerPoint Slideshow for your training session, also bring:

· Laptop

· Projector

· Thumb drive with PowerPoint Slideshow saved to it
· A print-out of your speaker notes 

If you do not have access to a laptop and projector, an alternative might be to print out copies of the slideshow for yourself and trainees.

B.  Training Agenda:

These facilitator trainings should last about 2.5 hours.  
Note: Much of what is covered in this Facilitator Training Manual is included in the PowerPoint Slideshow and speaker notes, which you can download from the SAMHS website.
1. Introduction and Warm-Up (15 minutes)

2. Overview of Table Talks (10 minutes)

3. How to Facilitate a Table Talk (95 minutes, including a 5-minute stretch break)

4. How to Prepare for a Table Talk (15 minutes)

5. Questions (10 minutes)

6. Evaluation Forms (5 minutes)

C.  Trainer To-Do Checklist:

· Thoroughly read through both the Table Talks How-to Guide and the Facilitator Training Manual
· Download and review the PowerPoint Slideshow and speaker notes, found here:

http://www.maine.gov/dhhs/samhs/osa/prevention/adult/tabletalks/facilitators.htm 
· Prepare training supplies:

· Trainee Handout Packets
· Print, photocopy, and collate the Table Talks How-to Guide, 1 per participant.  To download the How-to Guide, go to: 

http://www.maine.gov/dhhs/samhs/osa/prevention/adult/tabletalks/facilitators.htm
· Print and photocopy the following handouts for each trainee:

· Warm-up activity handout (See Appendix A)

· Fact Check Quiz handout (See Appendix B)

· Evaluation Form (See Appendix E)

· Write out the following on newsprint in bold marker, so that you can post them up during the training:

· Agenda (including time budgeted for each section)
· Objectives

· Ground rules 

· Write or print Fact Check Role Play Personalities on index cards (See Appendix C)
· Write or print Tough Subjects Questions and Tough Subjects Role Play Personalities on index cards (See Appendix D)
III. Holding a Facilitator Training

Room preparation 
Make sure that your training room is set up before the facilitator training actually begins.  This may involve:

· Setting up laptop, projector and screen, if you are using the PowerPoint Slideshow
· Placing newsprint with agenda, objectives & ground rules on wall
· Providing each trainee (or placing at their seat beforehand) with a copy of the Table Talks How-to Guide and activity handouts:
· Warm-up Activity Handout (See Appendix A)
· Fact Check Quiz (See Appendix B)
· Evaluation Form (See Appendix E)
· If possible, arrange the room with several small tables, 4 or 5 chairs at each table, so that trainees can be seated in small groups.  This will make it easier and faster to divide trainees into small groups for the practice activities.
Part 1 - Introduction and Warm-Up (15 minutes)
Introduction (5 minutes)

Begin the training by introducing yourself (and any other trainers) as well as the organization(s) you represent (if applicable).  Take a few minutes to review the agenda, objectives, and ground rules for this training with trainees.  These are included in the PowerPoint Slideshow.  We suggest that you also write the agenda (including time budgeted for each section), objectives, and ground rules on separate sheets of newsprint so that they can be kept posted around the room throughout the training.  After reviewing the predetermined ground rules, trainers can give participants a chance to add any missing ground rules to the list.  
Warm-up Activity (10 minutes)
After the trainer has reviewed these items, it’s time to move on to a warm-up activity for the participants.  Here is a sample script:

“Let’s get started and introduce ourselves by doing a quick warm-up activity.  Take a moment and reflect on all of the trainings and meetings you have ever been a part of, including the really good ones, and the really terrible ones! Think about the facilitators for those meetings, and what it was about their actions or style that made the meeting either a positive or negative experience for you.”
Refer them to their worksheet, Warm-up Activity Handout (Appendix A). 

“You’ll see that there are two columns, one with a plus sign and one with a minus sign.  Under the column with the plus sign, list some things about the facilitators’ styles or actions that led to a positive meeting or discussion.  Under the column with the minus sign, list some things about the facilitators’ styles or actions that led to a negative meeting or discussion.  No names, please!  Spend two minutes filling out your worksheet.  Once you have a few items listed, circle ONE item from each column to share with the group. 
[Allow participants two minutes to fill out their handout.]  Ok, now we’re going to go quickly around the room.  Please say your name, the organization you are with, and one positive item and one negative item from your worksheet.  Please be brief so that we have time for everyone to share. As we’re going around, if someone says something that resonates with you, be sure to add it to your list!”
Note: For a large group of more than 12 trainees, you may decide to do sharing in smaller groups rather than going around the room one at a time.  For example, trainees could share with those who are seated at the same table or in pairs.  Then, rather than ask each individual to report out, just ask two or three volunteers to share an item from their “plus” and “minus” column.

Conclude this activity by thanking everyone and asking them to keep their “plus” and “minus” list in mind as they go through today’s training.  Then, move on to Part 2 – Table Talk Overview.
Part 2 - Table Talk Overview (10 minutes)
This section provides trainees with a basic overview of the Table Talk initiative and the purpose of these discussions.  Use the PowerPoint Slideshow and speaker notes as your guide to review the following information about the Table Talk model.  You can also find details listed in the Table Talks How-to Guide.  You’ll want to include:
1. A brief description of the Table Talk model.  Points to include:

· Table Talks are small, informal parent discussions around underage drinking.

· Table Talks are held in a comfortable setting such as a home living room or community meeting space.
· Table Talks are based on the “Tupperware party” model.

· Table Talks are aimed at parents of 5th-8th graders, but they are useful for parents of younger and older kids as well.

2. An overview of the objectives of Table Talks. 
·  We hope that parents who participate in Table Talks will:
· Connect with other parents who care about underage drinking prevention
· Learn new information about underage drinking and how to prevent it
· Share challenges and ideas for preventing underage drinking
· Get practical tips to use at home and share with other parents
3. A brief note on the development of the Table Talk model.  Points to include:

· The model was developed as a joint effort by the Maine Office of Substance Abuse, 21 Reasons Coalition, and Maine’s Environmental Substance Abuse Prevention Center.

· The model was piloted in the towns of Cumberland, Waterville, and Raymond.  The program was refined based on feedback from participating parents and facilitators.
4. An overview of the roles and responsibilities of each of the three parties involved in holding Table Talks, including examples of who could fill each role:

· Sponsoring Agency

· Provides administrative support to facilitators and hosts

· Provides financial support where needed

· Could be a local coalition, parent association, school, non-profit agency, or neighborhood group

· Facilitator

· Organizer, presenter, and moderator for the Table Talk

· Prepares all materials and information for the Table Talk

· Could be a professional from the sponsoring agency, a community member such as a health educator or coalition member, or another group leader

· Note – The facilitator and parent host should not be the same person for any single event  

· Note – Youth should not be used in the role of facilitator

· Parent Host

· Provides or secures the location for the discussion

· Sends out invitations and reminders to friends and acquaintances

· Purchases and serves refreshments, often with money provided by the sponsoring agency

· Could be any parent concerned about underage drinking in the community

· Note – Youth should not be present at the Table Talks

· Note – Alcohol should not be served at the Table Talks

Once you have gone through the Table Talk Overview, it’s time to move on to Part 3 – How to Facilitate a Table Talk. 

Part 3 – How to Facilitate a Table Talk (95 minutes with 5-min break)
This is the bulk of the training you’ll be providing.  Use the PowerPoint Slideshow to go through this section with the trainees. This section includes an overview of the content and format of a Table Talk, tips for effective facilitation, and a chance to role play some of the Table Talk activities.  
Make sure each trainee has a copy of the Table Talks How-to Guide in front of them so that they can follow along as you point out different sections within the guide.  Ask trainees to turn to Section III of the How-to Guide, which covers the information that you will review in this portion of the training.  
As you walk the trainees through each section of a Table Talk, you will give a brief description of the section, the amount of time that should be dedicated to that section, the purpose of that section, and any tools or resources that can be used for that section.  For several sections, you will also lead a practice or activity related to that section.  This information is outlined for you in table format in the sections that follow and in detail in the Power Point speaker notes.
“Facilitation Tips” are interspersed throughout the PowerPoint Slideshow.   These tips provide trainees with guidance around how to handle difficult facilitation scenarios.  

A.  Table Talk Set-up Overview (5 minutes)
Using the PowerPoint Slideshow and speaker notes to guide you, take 5 minutes to review what facilitators will need to do to set up for each Table Talk.  This includes how long a Table Talk will last, how early a facilitator should arrive at the location, and what they should do to organize the meeting space.  Finally, review Facilitation Tip #1 in the PowerPoint Slideshow, followed by a quick review of the Table Talk agenda.  
B.  Table Talk Welcome Overview (2-3 minutes)
Next, take 2-3 minutes to provide trainees with a quick review of the Welcome portion of a Table Talk:
	Time frame
	The Welcome should last 5-10 minutes.

	Description
	The facilitator can use the Welcome time to introduce himself or herself to the group.  This is also a good time for facilitators to mention the sponsoring agency with which they are working and any current efforts that they may be conducting, if appropriate.  The facilitator should then review the agenda, objectives, and ground rules for the Table Talk.  If desired, the facilitator can also choose a timekeeper or set up a “parking lot” where they can write down ideas and topics that don’t get fully explored at the discussion, but could be addressed in a future meeting, follow-up email or conversation.

	Purpose
	The welcome portion of the Table Talk informs participants of who the facilitator is and gives them a little information about the sponsoring agency who is putting on the Table Talks.  By reviewing the agenda and objectives, it also begins to lay out the format for the meeting so that the discussion will remain on track.

	Tools/Resources
	On page 10 of the Table Talks How-to Guide there is an overview that facilitators can read through. On page 40 of the How-to Guide, there is an Agenda/Objectives handout that can be provided to the Table Talk participants.  This allows participants to reference back to the agenda, objectives, or ground rules throughout the Table Talk.  


C.  Table Talk Introduction/Icebreakers (7-8 minutes)
Next, take 7-8 minutes to provide trainees with an overview of the Introduction/Icebreakers portion of a Table Talk:
	Time frame
	The Introduction/Icebreaker should last 10-15 minutes.

	Description
	During the Table Talk Introduction/Icebreaker, each Table Talk participant gives a 30-second introduction, including their name, their kids’ ages, and one thing that they would like to get out of the discussion.

	Purpose
	The Introduction/Icebreaker gives Table Talk participants the opportunity to introduce themselves.  It also serves as an icebreaker so that each Table Talk participant has a chance to speak right from the start, and can begin to feel more comfortable speaking in the group.  It is important to emphasize to trainees that when facilitating this icebreaker, make sure to ask each parent participant to only take 30 seconds to share their information to ensure that the meeting stays on track.

	Tools/Resources
	A sample script for the facilitator to lead this activity is on page 11 of the Table Talks How-to Guide.


After describing the Introduction/Icebreaker section, give participants a chance to become more comfortable with the sample scripts provided in the How-to Guide.  Ask participants to take two minutes to read through the Introductions/Icebreakers script on page 11 of the How-to Guide on their own.  Then, if there are no questions, move on to the Fact Check Quiz Overview.  
D.  Fact Check Quiz Overview (5 minutes)
Take 2-3 minutes to go through the Fact Check Quiz portion of a Table Talk:
	Time frame
	The Fact Check Quiz activity should last 20 minutes.

	Description
	This activity is a 5-question quiz that Table Talk participants will take and then self-correct as the facilitator goes through the questions.  The facilitator also leads a short discussion about the information that was introduced in the quiz.

	Purpose
	The Fact Check Quiz allows participants to begin thinking about underage drinking and start discussing the topic.  The information presented in the quiz also dispels some common myths around underage drinking and provides Table Talk participants with some common knowledge around underage drinking.

	Tools/Resources
	A sample script for this activity is on page 12 of the How-to Guide.  In Section V: Facilitator Tools of the Table Talks How-to Guide, we have included a Fact Check Quiz Answer Sheet so that facilitators can go into the Table Talk armed with not only the answers to the quiz, but also the citations for all of the data provided.


Once you have presented the Fact Check Quiz Overview, review Facilitation Tip #2 in the PowerPoint Slideshow.

E.  Fact Check Quiz Facilitation Activity (15 minutes)
Next, it is time for a small-group activity so that trainees can practice facilitating the Fact Check Quiz.  You’ll want your Role Play Personality Cards for the Fact Check Quiz Facilitation Activity ready for this exercise (See Appendix C).  
In this activity, the trainees will break into groups of 4-5 people (Note: If your group of trainees is too small for this, consider doing all of the small group activities as a large group, instead).  
One person in each group will play the facilitator.  They will practice facilitating the activity.  One person in each group will be assigned a Role Play Personality.  They will act out the personality given to them on their role card.  The Role Play Personalities are designed to present the facilitator will some difficult scenarios that they may encounter while facilitating a Table Talk.  The following are the Role Play Personalities to be used for the Fact Check Quiz Facilitation Activity:
Fact Check Quiz Role Play Personality #1:

Disagree with some of the data presented in this activity.

Fact Check Quiz Role Play Personality #2:

Ask difficult questions about the data presented in this activity.  For example:  How many furnishing violations were there in Maine in 2009?

Here is a sample script for introducing this activity:
“Keeping in mind our last facilitation tip about promoting positive communication, we’re going to do an activity to let everyone have a chance to practice the Fact Check Quiz Activity.  Please break up into groups of 4 or 5 (or, if your group is too small for this, stay together as a large group).  In your groups, choose one volunteer to act as the facilitator, and one volunteer to act as a Role Play Personality.  We’ll explain exactly what we mean by that in a minute.”  [Pause for 30 seconds to allow participants to form their groups and assign tasks.] 

 “Ok, is everyone all set?  You should all have a Fact Check Quiz in front of you. It looks like this. [Hold up Fact Check Quiz].  Can our facilitators please raise your hands? You are going to role play leading the Fact Check Quiz Activity using the sample script on page 12 of your Table Talks How-to Guide.  Facilitators, after you introduce the activity, and while participants are taking the quiz, you can read through the rest of the sample script on page 12 and 13, and review the Fact Check Quiz Answers on page 33.  Now, who are our Role Play Personalities?  I will give you a Personality Card. Your job is to read your card and act out this “personality” during the activity.  Remember, while you should be role playing your personality, the goal is to help the facilitator feel more confident, so don’t be afraid to step out of that role somewhat if that feels right.  The rest of the group members, your job is just to act as you would if you were actually a participant at one of these Table Talks. [Hand out Personality Cards].”
“You have 10 minutes to go through the quiz and discuss the information and then we will come back together as a group to share how it went.”  

After giving trainees 10 minutes to complete the activity, bring everyone back together and spend 5 minutes reviewing the activity together.  Try using the following questions: “Can we have a “role play personality” volunteer to read out loud your role card?  Facilitator, how did you handle that difficult scenario?  What went well in this activity? What was difficult about this activity?” Be sure to discuss both Role Play Personalities that were used by the groups.  
Once trainees have discussed the Fact Check Quiz Activity, take a few minutes to review Facilitation Tips #3 and #4 in the PowerPoint Slideshow.  Both of these tips relate to the difficult scenarios that participants faced in the previous activity.  Next, move on to the Tough Subjects Overview.

F.  Tough Subjects Overview (2-3 minutes)
Take 2-3 minutes to review the Tough Subjects portion of the Table Talk:
	Time frame
	The Tough Subjects Discussion should last 45 minutes.

	Description
	This portion of the Table Talk is devoted to open discussion among participants.  Facilitators will lead this discussion using the “Tough Subjects” question cards that are provided in the Table Talk How-To Guide.  There are 10 questions, and the facilitator will either write the questions on index cards or cut them into slips of paper with one question on each slip.  Table Talk participants can then choose which questions they are most interested in discussing.  As the facilitator, you don’t have to cover every question, but can instead discuss the topics in which the group is most interested.  This way, the group guides the discussion while the facilitator is still able to prepare for the questions ahead of time.

	Purpose
	The Tough Subjects Discussion allows parents to engage in open dialogue with other parents around underage drinking.  It also allows parents to share ideas and tips for how to handle situations that they will likely encounter at some point with their children.  This will help parents to create a common set of values and expectations regarding their kids and alcohol, as well.

	Tools/Resources
	A sample script for this activity is on page 13 of the How-to Guide.  On page 34 of the Table Talks How-To Guide, the facilitators will find the Tough Subjects Question Cards.  On page 44, facilitators can also find the Tough Subjects Responses, which they can use to guide the discussion around each question.


G.  Tough Subjects Facilitation Activity (30 minutes)
Once you have reviewed the Tough Subjects Overview with the trainees, it’s time to lead an activity for trainees to practice facilitating the Tough Subjects Discussion.  In this activity, ask trainees to break into the same small groups as were used in the Fact Check Quiz Facilitation Activity.   Be sure to remind people to take turns volunteering to act as facilitators and Role Play Personalities so that everyone gets to participate.
The Tough Subjects are practiced in two rounds of discussion, each for 5 minutes.  Each round uses different Tough Subjects Questions and corresponding Role Play Personalities.  In round 1, groups will be assigned either set A or set B of Questions and Personalities.  In round 2, groups will be assigned either set C or set D. 
Round 1 (5 minutes)
For the first round of discussion, use sets A and B of the questions and Role Play Personalities (below), which should have been written out beforehand on separate index cards (See Appendix D). 
Each small group will be assigned either set A or set B.  Depending on the number of groups that you have at your training, you may have some groups using the same Tough Subjects Question and Role Play Personality.   For example, if you plan to have three groups, you’ll need three sets of index cards, so you might have two groups do set A, and one group do set B.   
Be sure that when you hand out the index cards you give Question A and Personality A to the same group, and Question B and Personality B to the same group.
Round 1 - SETS A and B:
Tough Subjects Question A:

What are some examples of ways that you can limit your child’s access to alcohol in your home or community?
· Tough Subjects Role Play Personality A:
Begin talking about a topic area unrelated to the current discussion.  For example: talk about a kids’ sports game, an upcoming event, etc.
Tough Subjects Question B:

What would you do if your child told you of plans for an underage drinking party?

· Tough Subjects Role Play Personality B:
Make up a story about going to underage drinking parties when you were younger and share this story during the discussion.
Here is a sample script for introducing this activity:

“Now we’re going to do an activity to let everyone have a chance to practice the Tough Subjects Discussion.  Returning to the small groups that you worked with last time, we need each group to choose a new volunteer to act as the facilitator, and a new volunteer to act as a Role Play Personality.  [Pause for 30 seconds to allow participants to form their groups and assign tasks.] 

 “Ok, is everyone all set?  Can our facilitators please raise your hands? Instead of the participants choosing the question to be discussed as you would in an actual Table Talk, I will give each facilitator a Tough Subjects Question that your group will be discussing.  Facilitators:  You are going to role play leading the Tough Subjects Discussion using the sample script on page 14 and the Tough Subjects Responses on pages 44-46 of your Table Talks How-to Guides.”

“Who are our Role Play Personalities?  I will give you each a Personality card.  Just like in the last activity, your job is to read your card and act out this “personality” during the activity.  Remember, while you should be role playing your personality, the goal is to help the facilitator feel more confident, so don’t be afraid to step out of that role somewhat if that feels right.  The rest of the group members, your job is to act as you would if you were actually a participant at one of these Table Talks. [Hand out Tough Subjects Questions and Personality Cards].”

“You have 5 minutes to spend on your Tough Subjects question, and then we are going to switch things up!”  

After giving trainees 5 minutes to complete the activity, call time.  Then ask each group to select a new facilitator and a new Role Play Personality for the second discussion.  Remind them to take turns volunteering to act as facilitators and Role Play Personalities so that everyone gets to participate.
Round 2 (5 minutes)
For the second round of discussion, use sets C and D of the questions and Role Play Personalities (below), which should have been written out beforehand on separate index cards (See Appendix D). 

Each small group will be assigned either set C or set D.  As in round 1, depending on the number of groups that you have at your training, you may have some groups using the same Tough Subjects Question and Role Play Personality.   For example, if you plan to have three groups, you’ll need three sets of index cards, so you might have two groups do set C, and one group do set D.   

Again, be sure that when you hand out the index cards you give Question C and Personality C to the same group, and Question D and Personality D to the same group.
Round 2 - SETS C and D:

Tough Subjects Question C:

What are some examples of ways that you can connect with the parents of your teen’s friends?
· Tough Subjects Role Play Personality C:
Purposefully take over the conversation until the facilitator asks for participation from others in the group.
Tough Subjects Question D:

What would you say to your son or daughter if his or her friends were drinking?

· Tough Subjects Role Play Personality D:
Purposefully do not participate in the conversation unless encouraged by the facilitator.
Here is a sample script you can use for switching roles:


“Okay everyone, hopefully your Tough Subjects Discussion went well!  So that all participants have a chance to role play as the facilitator, we’re going to switch things up!  I need each group to choose a NEW facilitator and a NEW Role Play Personality.  I will give a new Tough Subjects question to each facilitator, and a new Personality card to each Role Play Personality.  We’re going to do the same thing as before, but using your new roles and discussion questions.  Okay, facilitators, you have another 5 minutes to lead the Tough Subjects Discussion using the script on page 14 and the answers on pages 44-46 of your Table Talks How-to Guides.  Then we’re going to come together and talk about the exercise.  [Hand out the new Tough Subjects Question Cards and Personality Cards.]”

After giving participants 5 minutes to complete the exercise, bring everyone back together as a larger group and spend 15 minutes reviewing the activity together.  Try using the following questions:  “Can we have a Role Play Personality volunteer to read out loud your Personality card?  Facilitator, how did you handle that difficult scenario?  What went well in this activity? What was difficult about this activity?”   Be sure to discuss both Role Play Personalities used in Round 1 as well as both Role Play Personalities used in Round 2.
Once participants have finished the Tough Subjects exercise, take 5 minutes to review Facilitation Tips #5, #6, #7, and #8 in the PowerPoint Slideshow.  All of these tips relate to the difficult scenarios that participants faced in the previous activity.  

Note: Now may be a good time to give trainees a 5-minute break before moving on to the next section.  However, depending on the energy of the group and flow of the activities, a break could be taken at any time, at the trainer’s discretion.
Next, move on to the Next Actions Overview.

H.  Table Talks Next Actions Overview (10 minutes)
Take 10 minutes to review the Next Actions portion of the Table Talk with trainees. 
	Time frame
	The Next Actions section should last 15 minutes.

	Description
	During this section of the Table Talk, the facilitator leads a brainstorming session with Table Talk participants to come up with “Next Actions” that participants can take after they leave the discussion.  The facilitator should write these brainstormed Next Actions down either on newsprint or regular paper to bring back to the Sponsoring Agency and to include in their Facilitator Feedback Form.  The facilitator should then give each participant an index card on which to list three things that they can do when leaving the Table Talk and three people with whom they can share the information that they learned. Participants will keep this card for themselves, as a personal reminder.

	Purpose
	The Next Actions activity allows Table Talk participants to bring together everything that they learned throughout the discussion and think about how they can apply what they learned to their lives.  It also provides parents with concrete actions and tips that they can use to prevent underage drinking in their home and community.

	Tools/Resources
	The sample script on pages 15-16 of the Table Talks How-to Guide contains suggested Next Actions that the facilitator can provide to the group during the brainstorming session.  Table Talk participants are also given SAMHS’s 5 Tips to Prevent Underage Drinking handout, and Writing a Family Contract handout, which can be referenced during this activity (See Section VI: Participant Handouts of the How-to Guide for both items).


Then, provide some examples of Next Actions that the trainees can suggest to their Table Talk participants:
· Quick Actions to suggest to Table Talk participants:

· Thank store clerks who card people buying alcohol

· Write a Family Contract (Section VI: Participant Handouts, page 49 in the How-to Guide)
· Write letters to the editor

· Wait up for your teen

· Create a parent phone tree
· Longer Term Actions to suggest to Table Talk participants:

· Join your local prevention coalition

· Host your own Table Talk

· Create/join a town-specific Task Force

Note: This portion of the Facilitator Training is also a good time to let facilitators know what types of follow-up activities the sponsoring agency is able to support directly.  For example, is the sponsoring agency able to provide support for…
· More Table Talks?

· A facilitator to meet with parents who want to continue the discussion or discuss another topic?

· Creation of a local Parent Task Force?

If the sponsoring agency is interested in supporting a specific follow-up activity, let facilitators know so that they can use the Table Talks to recruit interested parents.   Any agency-sponsored follow-up activities should be added to the “Count Me In!” sign-up sheet (Section V: Facilitator Tools, page 37 in the How-to Guide), which is used in the next section.
After finishing the review of the Next Actions, move on to the Feedback Forms Overview.

I.  Table Talks Feedback Forms Overview (2-3 minutes)
Spend 2-3 minutes reviewing the Feedback Form portion of the Table Talk.
	Time frame
	The Feedback Form portion should last 5 minutes.

	Description
	The facilitator should provide Table Talk participants with 5 minutes to fill out feedback forms on the Table Talk.  The facilitator can also give participants the opportunity to speak with them privately at a later date, either in a conversation or an email regarding any feedback on the Table Talk.  
This is also a good time to pass out the “Count Me In!” Sign-up Sheet, found on page 37 of the Table Talks How-to Guide.

	Purpose
	The Feedback Forms allow the sponsoring agency to obtain evaluation feedback on the Table Talks and whether they are fulfilling their stated objectives.  
The “Count Me In!” Sign-up Sheet gives Table Talk participants the opportunity to provide their contact information to the sponsoring agency and to sign up for things like hosting their own Table Talk or joining a mailing list.

	Tools/Resources
	The participant feedback form is on page 51 of the Table Talks How-to Guide.  The sample “Count Me In!” Sign-up Sheet is on page 37 of the How-to Guide.


Note: If the sponsoring agency has edited the “Count Me In!” Sign-up Sheet to include specific follow-up activities, be sure to give trainees a copy.
After reviewing the Follow-up Actions, you are ready to move onto Part 4 of the training.

Part 4 – How to Prepare for a Table Talk (15 minutes)

Now that trainees know what a Table Talk consists of and how to run one, it’s important to make sure that they have everything that they need to effectively prepare for their Table Talk.  The Table Talks How-to Guide has many helpful resources that trainees should be made aware of.  Following the PowerPoint Slideshow, spend some time reviewing these sections of the How-to Guide with trainees.  As you cover each item, ask trainees to follow along in their copies of the How-to Guide.  The section numbers below refer to the corresponding number in the Table Talks How-to Guide:
Section IV: Planning Tools (pages 19-28 of the Table Talks How-to Guide)
Let trainees know that these items are mostly for the sponsoring agency, but point out those items that are specific to facilitators:
· To-Do Checklist for Facilitators

· Review this list with trainees item by item, so that they leave the training knowing how to prepare for their Table Talk.

· To-Do Checklist for Host

· Facilitators should send this to the host prior to the Table Talk

· Sample Invitation

· Facilitators should send this to the host prior to the Table Talk

Section V: Facilitator Tools (pages 29-38 of the Table Talks How-to Guide)

Let trainees know that all of the items in this section of the Table Talks How-to Guide should be brought by the facilitator to the Table Talk so that the resources are on hand during the discussion.  These items include:
· Facilitator Tips

· These address the difficult scenarios that were encountered during the role playing activities.  The tips can be referred to as a “cheat sheet” for handling difficult situations that might arise during the Table Talks.
· Underage Drinking: Fact Check Quiz Answers

· Tough Subjects Questions Cards

· Facilitators will need to prepare these ahead of time by either writing the questions on index cards, or printing and cutting them into slips of paper.

· “Count Me In!” Sign-up Sheet
· Facilitators should speak with their Sponsoring Agency about how they would like to use the “Count Me In!” Sign-up Sheet.

· Facilitator Feedback Form

Section VI: Participant Handouts (page 39-51 of the Table Talks How-to Guide)

Let trainees know that the sponsoring agency is responsible for putting together parent participant folders or packets with all of the materials in this section.  It is the facilitator’s job to become familiar with these materials so that they can field any questions that they may receive.  Let facilitators know that additional materials aside from what is in the How-to Guide can be included in the participant packets.  If facilitators would like something specific to be added, they should let someone from the Sponsoring Agency know.  The trainer should briefly touch on each item in this section.   
Note: You can also use this opportunity to share any additional handouts that the sponsoring agency is choosing to include in the participant handout packets.  Options for additional materials include additional SAMHS materials, MAPSA (Maine Alliance to Prevent Substance Abuse) Parents and Advocacy handout or a handout listing local treatment and other referral resources.
Part 5 - Conclusion of your Facilitator Training (15 minutes)
Q & A Section:  After completing Part 4 – How to Prepare for a Table Talk, provide 10 minutes for attendees to ask any additional questions that they may have.  

Evaluation Forms:  Once questions are complete, provide trainees with the Evaluation Form and give them 5 minutes to complete them and return them to you.

Congratulations on holding your Table Talks Facilitator Training!  On the following pages, you will find all handouts necessary for your training.
IV. Appendices
On the following pages, you will find all of the necessary tools for your training.

· Appendix A: Warm-up Activity Handout

· Appendix B: Fact Check Quiz

· Appendix C: Role Play Personalities - Fact Check Quiz Facilitation Activity

· Appendix D: Questions/ Role Play Personalities - Tough Subjects Facilitation Activity

· Appendix E: Feedback Forms
Appendix A: Warm-up Activity Handout

Table Talks Facilitator Training

Warm-up Activity
Instructions:  

1. Reflect for a moment on all the meetings and discussions you’ve ever been a part of.  Think about what it was about the facilitation or leadership of the meeting that helped make it a positive or negative experience. 

2.  In the column marked “+”, list some things about the facilitator’s style or actions that led to a good discussion or meeting.  

3. In the column marked “—”, list some things about the facilitator’s style or actions that resulted in a negative discussion.  

4. Circle one item from each column to share with the group.

	Facilitator Styles and Actions

	+
	—

	
	


Appendix B: Fact Check Quiz
Underage Drinking: Fact Check Quiz
Parents: Please take a few minutes to complete this sheet.  Don’t worry – this is for your eyes only! 

1.  True or False? Alcohol is safer than other drugs.

2.  What fraction of underage drinking deaths are the result of auto crashes? 

             A.) 1/2

             B.)  3/4 

             C.)  2/3 

             D.)  1/3 

3.  True or False?  In Europe, youth drink more responsibly than in the U.S.

4.  What are the penalties for giving minors alcohol or a place to consume alcohol in Maine?
              A.) Up to 1 year in jail

             B.) A fine of up to $2000  

             C.) Both A and B

             D.) None of the above
5.  How old are most humans when their brain becomes fully developed?

Appendix C: Role Play Personalities - Fact Check Quiz Facilitation Activity
As the trainer, you should copy these Role Play Personalities onto index cards prior to the training, and make some extra copies just in case. You will need enough index cards so that each group will have one card.  So, depending on the number of groups, there might be some groups using the same Role Play Personality.  For example, if you expect 12 people to attend the training, and plan to divide them into three groups of four people, then you will need 3 index cards for this activity, with two groups using the same Role Play Personality.  
Fact Check Quiz Role Play Personality #1:

Disagree with some of the data presented in this activity.
Fact Check Quiz Role Play Personality #2:

Ask difficult questions about the data presented in this activity.  For example:  How many furnishing violations were there in Maine in the past year?

Appendix D:  Questions/Role Play Personalities - Tough Subjects Facilitation Activity
This activity has two rounds of discussion, each lasting 5 minutes.  Each round uses different sets of Questions and Personalities.  In round 1, groups will be assigned set A or B.  In round 2, groups will be assigned set C or D. 

As the trainer, you should copy these Tough Subjects Questions and Role Play Personalities onto separate index cards prior to the training.  As you did for the Fact Check activity, you may need to make some extra copies just in case. You will need enough sets of index cards so that each group will have one Question card and one Personality card for each round.  So, depending on the number of groups, there might be some groups using the same Question and Personality.  
	
	Tough Subjects Question
	Role Play Personality

	Round 1
	Question A:

What are some examples of ways that you can limit your child’s access to alcohol in your home or community?


	Role Play Personality A:

Begin talking about a topic area unrelated to the current discussion.  For example: talk about a kids’ sports game, an upcoming event, etc.

	
	Question B:

What would you do if your child told you of plans for an underage drinking party?


	Role Play Personality B:

Make up a story about going to underage drinking parties when you were younger and share this story during the discussion.

	Round 2
	Question C:

What are some examples of ways that you can connect with the parents of your teen’s friends?


	Role Play Personality C:

Purposefully take over the conversation until the facilitator asks for participation from others in the group.



	
	Question D:

What would you say to your son or daughter if his or her friends were drinking?
	Role Play Personality D:

Purposefully do not participate in the conversation unless encouraged by the facilitator.


Appendix E: Evaluation Form
Table Talks Facilitator Training – [Insert date here]

Evaluation Form

We value your feedback about the “Table Talks: Parents Connecting for Alcohol-Free Youth” Facilitator Training.  Please let us know what you think by filling out this form.  Thank you!

1) Please rate your overall satisfaction with each of the following aspects of your training experience:
	
	Very Satisfied
	Satisfied
	Dissatisfied
	Very Dissatisfied

	Quality of information presented
	
	         
	        
	

	Organization of presenters
	
	
	
	

	Opportunities for sharing, questions, and discussion
	
	
	
	

	Handouts/Materials
	
	
	
	


2) Please rate how strongly you agree with the following statements:
	
	Strongly Agree
	Agree
	Disagree
	Strongly Disagree

	After participating in this training, I am now familiar with the purpose of the “Table Talks: Parents Connecting for Alcohol-Free Youth” model.
	
	
	
	

	After participating in this training, I am now familiar with the format and content of the “Table Talks: Parents Connecting for Alcohol-Free Youth” model.
	
	
	
	

	During this training, I obtained general tips for facilitating Table Talks.
	
	
	
	

	This training gave me the opportunity to practice Table Talk activities.
	
	
	
	

	This training allowed me to strategize around how to handle challenging facilitation scenarios.
	
	
	
	

	After participating in this training, I feel prepared to begin facilitating Table Talks.
	
	
	
	


Please continue on back (
3) What part of the training was the most beneficial?

4) What could be improved in this training?
5) Do you have any other comments or feedback that you would like to share?

Maine Office of Substance Abuse & Mental Health Services
41 Anthony Avenue

#11 State House Station

Augusta, ME 04333-0011

Ph: 207-287-2595

TTY:  711 Maine Relay 
Email: osa.ircosa@maine.gov
Web: www.maineosa.org
October 2012
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