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Welcomel!

Thank you for choosing Jeff Wolfsberg and Associates, Inc. for your
prevention services. For more than ten years, we have been helping
secondary schools and colleges develop and sustain effective prevention
strategies that reduce the harms associated with underage drinking and
teen drug use. We are excited about the upcoming seminar and are in the
planning stages to make our visit to your school a success.

The pre-planning of the seminar is a key ingredient in our success. We
overcome the obstacle of students! preconceived ideas of what the seminar
will be like - OO no - not drug education!O And usually, we have traveled a
long distance to be with you. We will arrive ready to go. Please make the
investment on your end to ensure our work will go smooth and

successfully.

Included in this package is a pre-visit checklist. The checklist will assist
you with the details that go into planning our visit and how to make the
most of our time while we are at your school.

We look forward to visiting your school and hope this is the beginning of an
on-going partnership that will help create and sustain an effective wellness
program at your school. If you have any questions, do not hesitate to
contact our ofpce.

Regards,

Jeff Wolfsberg

Founder and President

Jeff Wolfsberg and Associates, Inc.
Drug Education Specialists
(508)728-1706
jeff@jeffwolfsberg.com
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Stage ‘

It is critical to set a solid foundation upon which our relationship can be built. Our
relationship starts with a Odesigned allianceO - a process in which we work together to
design the relationship that will best support and empower your school. This design

Setting the Foundation

includes, but is not limited to a discussion of what we (l) do and don!t do, what you are
responsible for, and the focus for our work together. Some questions to consider are:

1. Why have you decided to work with an outside consultant for your prevention
services at this time? What do you want that you are not getting? What do you
hope | can do for you? This could be in the form of many things such as
expertise, organizational & team building, strategic development, and more.

2. What would you like to achieve in our relationship? Where are we going?

3. How would you debne success in our relationship? How will you know if things
are OworkingO? How do you want students to feel when leaving our program,
know, and/or be able to do?

4. What are the specibc results that matter most to you? What strategies,
structures, or skills will we need to accomplish these goals?

5. What are some barriers or obstacles that might get in our way and who is
responsible for addressing those obstacles?

6. Where do you (institution) get stuck? What familiar comfort zones block
progress at your school? How can we stay focused on what matters and what is
worthy rather than getting distracted by OhowO and OprocessesO.

7. How can | best support you as your consultant (speaker) to achieve your goals?
8. What outcomes are we looking for over time - measurable, affective, or both?
9. If my relationship had a huge impact on the school, what would that look like?

10.How do you debne Drug Education? What change are you hoping for?
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Begin working on the schedule early. The schedule is one of the most important elements of our visit. Begin
work on the OtargetO grade with the goal of seeing students once per day for four days (unless otherwise
noted) in the same constellation of students.

The instructor can present a maximum of (5) 45-50 minute presentations per day. A parent meeting can be
added as a sixth presentation on one day. Additional meetings with administrators, health teachers, or other
interested adults can be added, but please be considerate of the instructors need for down-time, informal
one-on-one time with students, and an undisturbed non-working lunch.

Environment B where the seminar will be held is critical. The type of space that is ideal is a classroom or
presentation room. Gyms, isolated areas of a library, or rooms with improper equipment set-up can damage
the success and credibility of the seminar and instructor. Moving from class to class is not ideal. We
understand that this cannot always be avoided, but please do your best.

Equipment Needs D projector, audio capability, white board or Bip board.

Schedule permitting B a faculty meeting should be scheduled during the visit to introduce the instructor,
discuss key elements of the seminar, and give faculty an opportunity to ask questions and meet the instructor.

The seminar should be assigned a OpointO person to ensure that rooms are open and reserved each morning
when the instructor arrives, equipment needs are met, meals are provided, and any other incidentals or
concerns addressed.

The instructor and point person should conbrm the meeting time, place, directions and parking information for
the morning of the prst day.

The school counselor or point person should conduct a student orientation a week prior to our visit to
introduce the upcoming seminar. Tell students to visit our student-based website http://www.thedrugguy.com
to learn more about our work and approach.
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A copy of the instructor!s schedule should be emailed to our ofpce for review and approval three weeks prior
to arrival.

Please provide the instructor with an emergency cell phone number in the case of an unlikely emergency or
travel delay.

It is helpful to provide a designated space that the instructor can use throughout the visit during free time.
This allows students or faculty to meet with the instructor for one-on-one conversations and provides a set
place for the presenter to regroup between classes.

We recommend that the Director of Communications contact us in advance to discuss the promotion of our
seminar and parent meeting. We have developed professionally designed collateral materials that can be
used to promote our visit.

We suggest that a member of the administration write a letter to parents of the target grade introducing the
seminar and strongly encouraging them to attend the parent presentation.

Please have a class ofpcer (President) of the OtargetO grade contact us via email. This will allow us the
opportunity to debPne the students! needs more precisely for our seminar.

Please keep in mind that students will be assigned homework. If we are replacing a class such as history,
then it would be best if the teacher did not assign homework.

Please conbrm any changes in the proposed schedule with our ofpce. For instance, if we have agreed the
seminar is for the 10t grade, however, during the scheduling process the middle school has requested that
the instructor visit the 6t grade health classes, the middle school!s request should be veribped and conbPrmed
with our ofbce.

We recommend that the school librarian feature books on addiction and wellness during the week of our
visit. We would be happy to recommend a list of books and/or other media materials.

We suggest implementing the FacultyReach? strategy to introduce our bPrm to faculty and provide resource
and support materials. Call our ofPce to inquire about what the FacultyReach? strategy entails.

Please inform faculty in advance of our teacher-less class policy. This will help avoid any confusion and/or
awkward moments for faculty when we arrive at their classroom.

We will take care of all reservations for 3ights, hotel, and rental car. We charge a 7% administrative fee on
these three expenses. You are welcome to arrange direct billing to the school for the hotel to avoid the fee.
You will need to have the business ofpce fax to the hotel a form with a credit card number authorizing the
billing of expenses. Billable expenses would include: room and tax, hotel parking (if necessary), food, and
Internet access.

Please arrange for our instructors to have internet access while at school. This may require setting up a
guest password and a password to bypass blters.



OURFIRST DAY

Please arrange for the school OpointO person to
meet the instructor in the lobby the morning of the
prst day.

We suggest that the instructor and school point
person meet " hour before the prst class on the
prst day in order to review the schedule.

It is ideal that a member of the administration, one
that has high regard with the student community
conduct a brief introduction of the instructor to
each class on the brst day or the week prior.
Introductions should include:

¥ Why we have invited the instructor

¥ The value of a Oteacher-less classO

¥ Expectations regarding behavior and
completion of homework assignments.

If class attendance needs to be taken, a member
of the school should take the attendance every
day.

THROUGHOUT THE VISIT

Please provide two bottles of water for the instructor every day. Providing a few pieces of fresh
fruit and some crackers or granola bars at the beginning of the week can also help with instructor!s

energy.

Please provide for lunch in the dining hall or deliver lunch if there is no in-school dining hall. The
contact person should explain the dining hall options and procedure on the brst day.




HOW WE COME TOGETHER

Design matters. There is some quality in the structure of gathering that is transformative in and of

itself. If you believe this as | do, | encourage you to give thought to how we (the students and I) gather.
Think about your past experiences when you were part of a group and the experience was
transformative. In what way was the structure of the gathering important? What was important about
it? OHow did people speak about it before it started?O Is it possible to add those elements to our work?
Have we asked students their opinion about how we gather? In many of my successful seminars and
keynotes, behind the scenes, the structure was intentional. Be intentional with your scheduling.

People support what they create. It is important to engage students in the process of program
creation. Giving ownership over some aspects of my visit. Feel free to ask for my suggestions in this
area. What elements do you think is important and possible for students to own? Stretch a little when
you think about this and consider it a lesson in leadership.

Scheduling is a formidable obstacle to learning in schools. Getting students where they are supposed
to be and with whom can be disruptive to learning. | say this tongue and cheek, but with the
understanding that we must adhere to the practicalities of school life. My hope is you would add to the
process intention by asking questions like: OWith this design, what do we hope to accomplish?0 ODoes
this design promote connectedness or create an obstacle for our guest? OHow is the design and
structure of our week a representation of our hospitality and commitment?0© OHave we asked the
students how they may solve any design obstacles?O Much is said about pedagogy in schools, |
believe design and space is pedagogy too.

We need to recognize that the ideal conditions for students to gather are by invitation and
volunteerism. Students who arrive for our seminars are neither there by consent or intention. How
then, is it best for us to structure this gathering as welcoming and inviting?



HOW WE GATHER

We often refer to the room environment as
the other instructor. Often, the best seminar
environment is a classroom. If you choose
another environment, please make sure the
room has the proper technology set-up to
support our work.

Some schools even to so far as to offer
water, juice, bagels, and other refreshments
to early morning classes or on the brst day
to show the school values the work and that
this is not business as usual.

How to Make the Seminar Fail - Yes | Said Fall

| know it is not the ideal sub-title, but it does get your attention and warrants notice. The word OfailO is in
such great contrast to our mutual desires that we pPnd a list of what will make the seminar fail useful for
schools. Offering a list of what is necessary for success is crucial of course, but there is this notion when
planning a speaker or workshop that Oif we can!t do this, then this will be a reasonable alternative
considering the nature of our schoolOrather than understanding the reasonable alternative is not a second-
best choice for success, but rather a brst choice of undermining and creating a more difpcult task for us.

We hold at the center of our relationship that our success is co-created with the school. Although not
offering direct instruction or consultation, the school is a vital partner in creating a positive outcome. The
planning of our work and presentation of our arrival is as important as our work itself.

The following are things NOT to do:

¥ Do not pull students out of their study hall periods to attend our seminar.

¥ Do not have student eating while we are presenting. Note: we will not present to groups eating. No
exceptions. Small group lunch meetings with a handful of student leaders is different of course than an
entire class of munching, crunching, and slurping teens.

¥ Please do not schedule more than bve classes (including meetings, lunches, etc..) for our instructors.

Please DO:

¥ Please make time to educate the faculty about our arrival and more importantly about how our week is
part of the overall mission of the school. When faculty refers to our program as Othat drug thingGt
undermines the credibility of the program and instructor, and sends an explicit message to students
regarding the value the school places on the work. The tacit message is this is something the school has
to do, but doesn!t want to do.



THE
PARENT
MEETING

Please arrange for someone to arrive early (30 minutes) to greet the instructor and to ensure that
the presentation room is open and welcoming, and equipment needs have been met.

Please have one or two student chaperones (student leadership of the targeted student grade is
appropriate) to escort parents to the front of the auditorium and to distribute handouts (optional).

Please provide an 8x10 folding table or equivalent and chair for the presenter to display materials
for parents.

The school should have arranged for an appropriate number of chairs to be set up ahead of time.
Please discuss technical needs with the school!s IT person. The instructor will need a wireless
lapel microphone and a projector (we use MacBook Pro laptops). Video and audio taping is
acceptable for internal use only. In return, we request a high quality master copy of the
presentation before we leave school that week. Please provide audio in MP3 format and video in
MP4 format.

Please read the presenter!s introduction provided by our ofbPce. Please take a few moments to
acquaint yourself with the wording. If you have any questions, please feel free to ask the
presenter. You should feel free to add your own personal comments about the importance of the
topic and/or the presenter.

Please have two bottles of water and a stool at the podium for the presenter.

Print out enough handouts from our website for the parent meeting. Parent handouts can be
found on the OResourcesO page under OParent MeetingO.

Our products, including books and audio compact discs, may be available for participants to
purchase after the program(s), unless specibed otherwise.

Attendance is a challenge for every school. The following ideas may increase your attendance.

¥ Begin marketing the parent presentation early;

¥ Make announcements in the online calendar.

¥ Send personal letter from the Head of School inviting parents to come and stressing the
importance of presentation.

¥ Utilize all communication channels; phone trees and email distribution

¥ Send home reminder postcards with students. A Oday-beforeO reminder can aid in parent
attendance

¥ Provide refreshments and/or child-care can be helpful and welcoming.



END OF THE SEMINAR

You may want to schedule a wrap-up meeting where
the instructor can debrief interested parties. Usually
we conduct two debriefs: one with the administration
and one with the counseling department.

We suggest inviting the Parent Association President
and/or President Elect to the debrief meeting. Parent
involvement is an essential piece of an effective
prevention strategy. If the parents are not involved,
this meeting can be an opportunity to engage them.

If you plan to have students complete a seminar
evaluation, please advise our ofPce in advance. We
can discuss how this will be implemented when we
arrive. We have the resources to have the
evaluation completed online.

AFTER OUR VISIT

We will send a Pnal invoice via email with the remaining balance of the tuition and expenses.
Please forward the approved invoice to your business ofPce for immediate processing. Invoices
are due upon completion of the work.

We hope that you are pleased with our work. If you would like to continue our relationship, you
should consider notifying our ofpce as soon as possible. Our calendar books 2-3 years in advance.
There is very little attrition with our client schools which makes OopenO weeks limited. We do not
reserve weeks. All weeks are considered open and available until our ofpce receives a deposit and
signed consulting agreement.

We encourage you to do some form of follow-up with the students. Students have just completed a
seminar that hopefully stirred up some personal thoughts, feelings, and concerns. This may be an
ideal moment for the school!s mental health professional to let students know they are available.

Jeffrey S. Wolfsberg and Associates, Inc. offers clients the opportunity to receive our newsletter, access
to our many podcast, and treatment referral through our relationship with Caron Treatment Centers. We
recommend encouraging parents and faculty to register and receive these inclusive services.

In addition to our alcohol and other drug prevention, early intervention, and consulting services, we also
have world-class instructors that can provide seminars and consulting on the following issues;
adolescent nutrition, human sexuality, student leadership, peer education, faculty professional
development, advanced parenting skills, and consulting service to administrators and boards.

Thank You



