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Principal’s Agreement Training of Trainers
~ Safe School Ambassadors page 3 of 3

Site License '

| acknowledge that through the TOT, Community Matters (CM) will provide one or more of my
staff members with a copy of the SSA Training Manual, along with the knowledge and
resources to conduct SSA Expansion and Refresher Tralmngs | also acknowledge that those
TOT participants are authorized to provide such trainings ONLY at sites in this district that
have purchased a SSA Site License from Community Matters.

| agree that my site will acquire a SSA Site License from Community Matters (purchased
directly or via my District) BEFORE any TOT participants will conduct any SSA Expansion or
Refresher trainings at my site.

Postgonoment or Cancellation

| will not make a decision to postpone, cancel or wnhdraw my staff members’ partlupatlon in
this Training of Trainers without first without first clearing that decision with the person in my
District who is organizing the Training of Trainers. If | do not obtain such prior clearance, and
if that decision contributes to the postponement or cancellation of the Training of Trainers, |
agree that my school will pay its share of the applicable fees as shown below (unless fees
are waived by District or Community. Matters).

For a postponement of the service, CM will be paid a postponement fee as follows:
-if CM is notified less than 60 days prior to Training Date: 25%. of Program Cost;
-if CM is notified less than 30 days prior to Training Date: 50% of Program Cost.

Postponement of more than six months will be considered a cancellation.

For cancelling the service, CM will be paid a cancellation fee as follows:
-if CM is notified less than 60 days prior to Training Date: 50% of Program Cost;
-if CM is notified less than 30 days prior to Training Date: 100% of Program Cost.

In either postponement or cancellation, CM will also be paid reimbursement for any non-
recoverable travel expenses mcurred on behalf of our school.

Agreement ,

When lmplemented as described above, the SSA Program has empowered and equrpped
students in hundreds schodls to reduce incidents of mistreatment, improve school climate,
and create a safer environment for learning. To ensure its success at our school, | agree to
comply with the terms of this Agreement and make sure that the above support is
provided by the appropnate people.

School: ' ' Principal:
Date: I . Signed:

Community Matters » (707) 823-6159 « www.community-matters org
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Training Room Requirements and Configuration |

for
Safe School Ambassadors' Training

Contractee is responsible for ensuring that the following arrangements are made for the training. If
you have any questions about any of these requirements, please contact us. .o

1) Location

The ideal training room is off-
everyday school routines. The ideal training room is
school day is lost in getting to and f

i ed on-catopt

rom the training. I

typical classroom) and meets the other requirementsl noted below.,

2) Room Requirements

- acoustics: students wil

work in small groups of 4-6 people

- chairs: moveable (i.e. not attached to the tables) and comfortable

campus, so participants are not distracted by bells, friends, and
also close to campus so very little time of the .

f no suitable off-campus site can be found, the -
is provided the room is sufficiently large (i.e. larger than a

1 need to be able to hear their peers doing role-plays, so (for

example) a big gymnasium will NOT work for the training. Carpeting is a big plus!

- tables: 6-8 moveable tables (6' rectangular or 4' rounds) since we will do much of the

(ideally cushioned)

- light level: we will be using video and thus will need to darken the room

_ access to the room one hour prior to the start of the training, to check/ finish set-up

While the follow.ing are not requirements, they are strong preferences, as they will help the training
be that much more successful. ' : '

- in-room control over room temperature

-using the same room each day (we'll cover the walls with flipchart paper on day 1)

- windows, ideally ones that open

- access to outside (for activities, breaks, etc.)

3) Room Configuration

The drawing at the right
shows a typical room set-
up, and is intended as a -
guide only.

Room shape, doors,
windows, etc. will
determine the final set-up
of your training room.

The key is having a
central space in which
students can do role plays
that can be seen and
heard by everyone.

!

D
A

approx 40° %
P
room depth :

ﬁsel
v ooth surface to hang charts -

to gather entire

6 chairs at each, table :

easg(

Helpful to have space in back or at side

group in a arcle,

approx 29" diameter

food

small table
for trainer’'s

—materials

approx 60’ minimum room width
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Training Supplies, Equipment and Logistics
Training of Trainers -
Safe School Ambassadors’

Please ensure that the followihg arrangements are made for the training. If you have any
questions about any of these requirements, please contact us.
1) Supplies needed

- 2 flipchart easels (pref w/ solid writing surface)

- 2 pads flipchart paper (pref NOT self-stick)

- 12 watercolor markers, broad tip

- 1 roll of masking tape

- namelags for each partidpant each day

- writing paper for partidpants

- pencils or pens for participants

- 4 pads of 3" x 3" post-it notes.

- 1 stapler (borrowed is OK) ' _

- approx 10 sheets assorted colored paper, cut into strips approx 2” wide x 11" long

2) Equipment needed
-DVD/VCR & monitor
- CD Player. Make sure the CD player can play burned CDs (copies of CDs).

3) Food and Beverages

It has been our experience that when these are provided for the participants in the training,
they feel appreciated and valued, which increases their investment in the program, and thus
its success. We therefore recommend that you provide: :

- food and beverages for a morning break on both training days; fruit, nuts, juice and
other healthy items (rather than donuts and sodas) help participants learn

- substantial Junch on both training days

- light snack for afternoon break on both training days.

_ water and juice available throughout training; hot beverages at your discretion

(If you'll serve drinks in cans or bottles, please provide a bin for recycling these)
Since the training is so compressed, break time is limited. Therefore, if these items are not to be

provided in or adjacent to the training room, and participants must bring and/or buy their
own food and beverages, please note that we only have time for the following breaks:

e morning: 10 minutes ¢ noon/lunch: 30 minutes * afternoon: 10 minutes

+ Community Matters ¢ P. 0. Box 14816, Santa Rosa, CA 95402 « Tel: (707) 8236159 ¢ www.community-matters.org ©
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Principal’s Agreement — Site Licen
Safe School Ambassadors”

se R?gum to:
) Via: __ Mail __ Fax #
Deadline:

SCHOOL.

Experience shows that the Safe School Ambassador programs that have the biggest impact
— reducing bullying and other forms.of mistreatment, and improving school climate — are the
programs that are understood and well supported by the school's administration and staff.

By acquiring a Site License for Expansion and Refresher Trainings, you are taking on more
responsibility for the successful implementation of the SSA program. The Site License
allows District and/or site staff members — who have been trained by Community Matters
through a SSA Training of Trainers — to provide two types of training for your school:

« Expansion; 2-day training to add NEW Ambassadors to your program,-

« Refresher: 1-day training for CURRENTLY TRAINED Ambassadors to deepen their
commitment and increase their skills. L ' .

However, continued success requires an enduring cdmmitmeﬁt by the school principal and
leadership to provide the SSA Trainers, Program Advisor, and Family Group Facilitators with
the resources they need to run the program effectively, as specified below.

By signing this Agreement, as Principal of this school,

- | commit to provide the leadership required for effective implementation of the SSA
program. | will educate staff about the purpose and value of the program (e.g. how
~ Ambassadors reduce the mistreatment that distracts from teaching) to address any
concerns they may have about Ambassadors missing class time for training and
meetings. :

« | further commit our school to provide the following support, and comply with the
terms of this Agreement: ‘

PRIOR TO TRAINING: PREPARING STAFF AND STUbENTS

* roughly 15 minutes at a staff meeting to present the SSA program to staff and (if needed)
request their help in identifying potential Ambassadors and generate interest in filling
the adult roles of Program Advisor and Family Group Facilitator; '

- staff members to be Program Advisor (1-2) and Family Group Facilitators (2-9);.
» clerical support to hotjfy identified students; passes for the orientation;

+ (for Expansion training) typically 50-80. students to participate in a brief orientation for |
potential Ambassadors to explain the SSA program and confirm their participation,

» one hour to meet with interested staff to orient them to their roles during and after the
training, and secure their commitment;
TRAINING: EQUIPPING AMBASSADORS AND ADULT PROGRAM LEADERS

- time: Expansion requires 2 days for up to 30 elementary or 40 middle / high students
to participate, without interruption; Refresher requires 1 day for ALL Ambassadors,

+ substitutes or coverage to allow 6-8 staff or other qualified adults (required ratio: of 1 adult
to B students) to attend the entire training, without interruption;

» logistical support for the training; suitable room (possibly transportation if off-site), food,
materials (see detalled lists Training Room Requirements & Configuration and Training
Supplies, Equipment, and Logistics); - ,

- continued -
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Principal’s Agreement — Site Licens
Safe School Ambassadors Co

AFTER TRAINING: MANAGING THE PROGRAM AND COLLECTING DATA

« support for Ambassadors to meetin Family Groups weekly for 4-6 weeks, and evéry
other week after that (Elementary programs continue to meet weekly);

"+ support (possibly credit for duty done, a part-day sub hired, or a stipend) for staff.who
serve as Program Advisors and Family Group Facilitators,

« support (access to information, possibly clerical help to pull it up) for collection of:basic
discipline and attendance data to assess SSA program impact; ' '

* support for Ambassadors and SSA program staff (possibly substitutes or coverage for

staff) to permit a few hours of follow-up training approximately once per quarter;
.+ support for Ambassadors and SSA program staff to complete Year-End Surveys;.

« support for SSA program staff to meet for assessment and planning, several hours at the
start and end of the school year, and an hour every 4-8 weeks during the year;,

« acknowledgement of Ambassadors and staff for their participation in the program.

Non-Disclosure of Program Materials & Training'

Community Matters (CM) has provided trainers with an original of the student materials
necessary for conducting the SSA Expansion and Refresher trainings; site or district makes
copies. CM will also make available to the Program Advisor and Family Group Facilitators
materials to help them to carry out their respective responsibilities. :

| acknowledge that: . _

« the program materials and training are the result of extensive research and effort
expended by CM and that same is considered by CM to be proprietary and a trade
secret; :

- CM hereby grants to my school a limited and non-exclusive license to use these

_ program materials and training design to support the-Safe School Ambassadors
program at and only at my school site. ' :

| will ensure that the students and adults participating in or associated with my school's Safe
School Ambassadors program will not: ' '
-duplicate or otherwise copy the program materials or any part thereof
-provide, duplicate, or recreate any portion of the training received .
for any person(s) OTHER THAN those serving as Safe School Ambassadars, Family Group

Facilitators, or Program Advisors at this school site, without the prior express written consent
of CM. ' o .

Agreement

When implemented as described above, the SSA Program has empowered and equipped
students in hundreds schools to reduce incidents of mistreatment, improve school climate,
and create a safer environment for learning. To ensure its success at our school, 1 agree to
comply with the terms of this Agreement and make sure that the above support is
provided by the appropriate people. : :

School: . Principal: _
Date: Signed:




@9/16/2089 15:59 767-823-3373 CUMMUNLTY MAl TERo b

PO Box 14816 Santa Rosa, CA 95402 T B
: Community Matters

To:  Bernadette Sproul | Prom:
Fax: 707/823-3373 - ‘Pages: 1
Phone: 707/823-6159 Date:
Re:  Billing information ‘ cce:

Please fill in the following information and fax back to Bernadette Sproul ~ A/R dept.

Service:  Safe School Ambassador Training

School name:

» What organization should be billed for tﬁis service?

Qrganization Name

. Department

Address

City, State, Zip

Accounts Payable Phone #

Accounts Payab_le Fax #
» Do you use a purchase order of requisition to process invoices and paymenfs?

( )No ( ) Yes...if so Community Matters must receive the PO prior to training

( )} have initiated a PO

( )A P.O.#has been assigned. That#is

> To pay reimbursement for trainer's fravel expense, do you need to héQe;-
() Original receipts 4 { ) no receipts
( )Copies 6!‘ receipts  { ) itemized list of expenses

» Do you have any per-giem limits on trainers expenses”?

( Y No ( ) Yes, they are:

» Do you have any other special billing requirements or procedures?

PLEASE FORWARD THE ATTACHED W-8 TO YOUR ACCOUNTING DEPARTMENT

If you have any questions, please contact us at: 707/823-6159 or email; team@oommunilymaﬂers.org;'





