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Safe Place: Trauma-Sensitive Practice for 
Health Centers Serving Students

REVIEW DETAILS
Thank you again for agreeing to review the first draft of the new training resource package for campus health administrators on providing trauma-sensitive service to students who have experienced sexual assault, titled “Safe Place: Trauma-Sensitive Practice for Health Center Serving Students.” This document (1) outlines the organization of the draft training resources, (2) provides guidance on how to focus your review, and (3) describes how to provide your feedback. We anticipate full review of these resources to take no more than two hours in total. Note: Please provide your feedback by Friday, January 30. Should you have questions during your review, please contact Tim Duffey, NCSSLE training specialist, at tim.duffey1@gmail.com or by phone at 207-642-6268. 
1. Organization of the Draft Training Resources 
The original outline presented during the listening session conducted at the U.S. Department of Education on October 10, 2014 and input received from an online survey of campus health center administrators has guided the development of the training resource package to date. Thus, this first draft is organized into four components with training resources directed to different audiences or different foci.  Below is a quick summary of each component.  
Component 1: Quick-start guide for managerial staff 
(Folder name within zip file: Component 1_Admin_Quick Start Guide)
A brief process document leads managers through adaptation and implementation.

	Resources to Review:
· Quick Guide (File name: 1_Component 1_Quick_Start_Guide-mgmt-3.docx)
· Review Worksheet (File name: 1_Internal_Review_Worksheet.pdf)
· References (File name: References-2.docx)
· Associated handouts (File names: Staff_Self-Care_Plan.pdf, TSP_encounter_checklist.pdf, and TSP_environment_checklist.pdf



Component 2: Content for all health center staff  
(Folder name within zip file: Component 2_General_Online Learning Modules)
The current proposal is to develop three e-training modules: (2.1) introducing trauma generally, (2.2) describing trauma-sensitive practice, and (2.3) examining trauma-sensitive conduct when working with students who have experienced sexual assault. The modules would be administered to everyone on staff (e.g., from receptionists receiving students to clinical staff providing direct care). Busy personnel can take them as time permits and as many times as necessary. E- training also allows the organization to maintain trauma sensitivity through frequent staff turnover. The sheer emotional weight of the material warrants manageable doses of introductory material, hence three brief e-training modules that build to specific strategies for trauma-sensitive conduct. 

	Resources to Review:
· 2.1 (See folder: Component 2.1_Trauma Overview)
· Script (File name: 1_Component 2.1_Trauma_overview_script-2)
· Draft Visuals-Animated: (See file: Component 2.1-Trauma_Overview-Draft Visuals)
· File: 1Trauma-overview.htm 
· File: Triggers.pdf
· (NOTE: files with “.swf” and “.js” tags need not be reviewed)
· 2.2 (See folder: Component 2.2_Practices)
· Script (File name: 1_Component 2.2_Trauma-sensitive_practice_script.docx)
· Draft Visuals-Animated: (See file: Component 2.2 TSPractices-Draft Visuals)
· File: 2Trauma-Sensitive-Practice.htm 
· (NOTE: files with “.swf” and “.js” tags need not be reviewed)
· 2.3 (See folder: Component 2.3_Conduct)
· Script (File name: 1_Component 2.3_Trauma-sensitive_conduct_script.docx)
· Associated handouts:
· File: Plain Language Consent.pdf
· File: Stress-relief_tips.pdf



Component 3: Content for managerial staff 
(Folder name within zip file: Component 3_Admin_PlanningPolicyGuide)
Material specifically dedicated to management issues and written policies will be provided by way of web-based instruction with support documents. 

	Resources to Review:
· Draft Policy Guide (See file: 1_Component 3_Planning-Policy_Guide-2.docx)



Component 4: Content for clinical staff  
(Folder name within zip file: Component 4_Clinician_Online Learning Module)
Clinical staff training will be developed in the format most accessible to this audience. This could take the form of a text-based continuing education-style course or computer-based instruction. In either case, the content would cover the client encounter, including crisis management. (Note: This component is more technical in nature; it will be reviewed in more detail by clinical experts.)
	Resources to Review:
· Draft Script (See file: 1_Component 4_Trauma-sensitive_encounter_script-2.docx)
· Associated handouts:
· Stress-relief_tips copy.pdf
· TSP_encounter_checklist copy.pdf

	



2. Guidance on How to Focus Your Review
The most important thing to consider before you start reading this draft is that these training resources are drafts. All content you will see has been taken from the many terrific resources we have available to us thanks to the Listening Session, online survey of campus health centers, and valuable input we received directly. Your main job now is to confirm that we have pulled the right content, assembled it in the right order, and provided enough information to be useful to the ultimate users of the guide. We need your help filling in any blanks, confirming where to shine the necessary spotlights, and suggesting how long to shine them (i.e., how deep do we go on certain topics?). 
What went into this draft
In the past few months, we have read dozens of journal articles and publications on trauma and trauma-informed care, scrutinized numerous websites related to these topics, and contacted  a variety of subject matter experts on topics informing trauma-sensitive practice. We have examined every resource suggested during the listening session and from our outreach to key stakeholders and secured and reviewed additional materials as required. The reference lists provided throughout the draft show you the resources we have relied on the most so far.
What we need from your review	
As you read through the draft, please note that the Design Team is also telling our story in the comment boxes contained within this draft. Some comments describe our intentions for the next draft; some ask you specific questions. Help us do the following:

· Advocate for the users – Remember the guide is being written for a very diverse audience of student health centers the country. Also keep in mind that there is a diversity of roles we have designed content to reach; some components are designed to guide health center managers in using this content to strengthen their trauma-sensitive practice, while other components are designed to inform staff in a variety of positions in the health center (from scheduling and reception staff through clinicians) of information relevant to trauma-sensitive practice. The depth and tone of content will be varied accordingly. 
· Help us determine the best delivery mechanism(s) – Our current thinking is that all content in development will be available online. Do you have specific suggestions, given your knowledge of this audience, for the best ways to do that?
· Maintain focus and brevity -- Our vision for this resource is that it is focused, clear, and succinct. We welcome your feedback as to how well we are achieving these goals. 
· Provide only very specific additions – If you have something to add, please be very, very focused in what you give us. Our turn-around on the next draft is very tight. At this stage of development, we can only effectively respond to suggested additions that are specific and targeted. Please provide specific ideas about how/where to insert material, highlight passages, note page numbers or sections of additional references, etc. to assist us in a timely response to your valuable review.
What to ignore for now	 	
Once your feedback is received about the current content and its appropriateness to achieve the goals of this resource, we will be able to move quickly to Draft #2. With that in mind, here are some suggestions for the best use of your time as you read this draft:

· Don’t sweat the small stuff– Detailed copy editing will be completed after the next draft, so please do not worry about focusing on grammar, punctuation, and spelling. Those corrections will be completed in future levels of editing and development. 
· Assume all transitions will be addressed– Once we know from you that we’ve assembled the right ideas and content, we’ll smooth all content transitions as we incorporate your feedback into the design. Full citations will also be completed once we know the content is on the mark.
· Formatting and design– For now we’ve put in some design ideas as placeholders, but final design work is addressed in later drafts. In several places we have noted that final graphics, pictures, and displayed content of e-learning modules will be finalized based on your feedback during this review process. 

Design and structure pending	
The Design Team, along with the AIR production team, will develop the final look of the entire resource package, which will be posted online to maximize access. For this first draft, we have used an existing PowerPoint template design as background to the e-learning content, for example. We are working with the White House Task Force to Protect Students from Sexual Assault to determine the final appearance of all elements of this resource.


	PLEASE NOTE: You will find draft scripts for voice over content for all e-learning modules in the attached file. Also, you will find draft visuals of the accompanying e-learning modules for the first two modules only. (A complete visual draft for the first module, a partial visual draft [about 1/3 of the final content] for the second module. These elements are short—approximately 5 minutes in length each.) To conserve development resources, we have intentionally only drafted the first two movies to this level to give you an idea of the manner in which we intend to build all e-learning content. Narration will be added to this content at a later stage, once we have assurance we have the right content highlighted. 




The following instructions should be used to review the draft visuals of the first two elements of Component 2:

1. Open the folder for Component 2. 
2. Open either “Component 2.1-Trauma Overview” or “Component 2.2-Practices.”
3. Open the “script” document—you may want to read this through in its entirety prior to launching the movie, as described below. You will also want to follow along with reading this script as the movie plays, since the narration overlay has not yet been recorded.
4. Next, open the folder ending in “. . . Draft Visuals” for Component 2.1 and 2.2 (as described in bullet #1 above).
5. Click on the file with the “.htm” tag—this will activate the movie of the online content that has been created in Adobe Captivate. Review the script as the animated draft visual plays. There are points where interactive segments are incorporated. Be sure to try them out and provide feedback on those sections. You will be required to select “Continue” in a few places for the e-training to advance.
6. Please note: The files with tags “.swf” and “.js” accompany the “.htm” file and do not require review.
3. Providing Feedback	
Feedback on this resource package should be forwarded to Tim Duffey at tim.duffey1@gmail.com by Friday, January 30. 

ALL FILES FOR REVIEW ARE CONTAINED IN THE ATTACHED ZIPPED FILE. Please use one of the following options to provide us with your feedback of all Draft #1 materials:
 
· Option 1: Use the Feedback Form on the next three pages to document your input on each component of the Resource Package.

· Option 2: Document all comments, questions, and input in a Microsoft Word document. Be sure to clearly indicate the page number and paragraph or section each comment refers to so we can easily track the location for integration of your thinking.

Finally, please include your name on the feedback form. This will allow us to follow-up with you for clarification, if needed. 
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FEEDBACK FORM

	REVIEWER
	


Instructions
Please record your comments and feedback below and submit to Tim Duffey by Friday, January 30 at tim.duffey1@gmail.com.  Note: As you type a response, the space will expand. Insert additional rows as required.  Please include any other feedback in the “Other Comments” sections below.


Component 1 
	General Feedback

	What did you particularly LIKE about this content?

	


	How will this content resonate with the identified audience?

	


	Do you have any overarching concerns about this segment? (Detailed input can be documented below.)

	


	Detailed Feedback: Quick Start Guide

	
Page
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	5
	Reviewer Feedback Request #1
	

	5
	Reviewer Feedback Request #2
	

	Detailed Feedback: Internal Review Worksheet	

	
	
	

	
	
	

	Detailed Feedback: References		

	
	
	

	
	
	

	Detailed Feedback: Staff Self-Care Plan

	
	
	

	
	
	

	Detailed Feedback: TSP Encounter Checklist

	
	
	

	
	
	

	Detailed Feedback: TSP Environment Checklist

	
	
	

	
	
	

	Other Comments

	






Component 2
	General Feedback

	What did you particularly LIKE about this content?

	


	How will this content resonate with the identified audience?

	


	Do you have any overarching concerns about this segment? (Detailed input can be documented below.)

	


	Component 2.1: Trauma Overview

	Detailed Feedback: Trauma Overview Script

	Slide Number
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	11
	Reviewer Input Request #1
	

	Detailed Feedback: Draft Visuals

	
Timestamp
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	Detailed Feedback: Triggers handout

	
Page
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	Other Comments

	


	Component 2.2: Practices

	Detailed Feedback: Trauma Practices Script

	Slide Number
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	Detailed Feedback: Draft Visuals (partial)

	
Timestamp
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

		Component 2.3: Conduct	

	Detailed Feedback: Trauma Conduct Script

	Slide Number
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	Detailed Feedback: Plain Language Consent handout

	
Page
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	Detailed Feedback: Stress Relief Tips handout

	
Page
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	





Component 3
	General Feedback

	What did you particularly LIKE about this content?

	


	How will this content resonate with the identified audience?

	


	Do you have any overarching concerns about this segment? (Detailed input can be documented below.)

	


	Detailed Feedback: Planning and Policy Guide

	
Page
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	
	
	

	Other Comments

	






Component 4
	General Feedback

	What did you particularly LIKE about this content?

	


	How will this content resonate with the identified audience?

	


	Do you have any overarching concerns about this segment? (Detailed input can be documented below.)

	


	Detailed Feedback: Draft Script—Trauma-Sensitive Clinical Encounters

	Slide Number
	Content
(Title or brief description)
	Comments

	
	
	

	
	
	

	2
	Reviewer Feedback Request #1
	

	7
	Reviewer Feedback Request #2
	

	Detailed Feedback: Stress Relief Tips

	
Page
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	Detailed Feedback: Safe Supportive Encounter Checklist

	
Page
	Content
(Title or brief description)
	
Comments

	
	
	

	
	
	

	Other Comments
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