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Chapter 1: 
Overview 

 
Purpose 
 
This Handbook provides a summary of the policies and procedures of the Youth Development Project 
and the duties, responsibilities, and conduct expected of members of the Project. Project members 
participate in the operational of the project at many levels (as faculty, students, volunteers, etc.) and 
function in many roles (intervention, research, training, etc.). Refer to this Handbook for information and 
to answer questions about the Project and your role in it. 
 
Objectives of the Youth Development Project 
 
The objective of the Youth Development Project is to foster positive youth development. The intervention 
program currently under development, the Changing Lives Program (CLP),` is a school-based 
intervention for promoting positive development in troubled (multi-problem) youth. The program uses a 
participatory and transformative intervention approach and targets adolescence in transition to adulthood. 
The aim is to engage these young people and to get them invested in themselves and their community, to 
create an intervention context in which troubled young people can change their lives for the better. The 
program is a community-based response to the need for youth programs that are broad-based, culturally 
responsive, and can be readily adapted to local and particular contexts.  
 
The Youth Development Project has its home base in the Child and Family Psychosocial Research 
Center, Department of Psychology, Florida International University, Miami, Florida 33199, USA. The 
Youth Development Project has evolved by establishing partnerships between: 

 
• Florida International University (FIU), the public university in Miami,  
• Communities in Schools (CIS), the leading community-based organization for delivering 

community resources to schools, and  
• Local community-based alternative public high schools throughout Miami and Miami Dade 

County.  
 
These partners have responded to a perceived community need - the need for community-based youth 
programs that work.  
 
FIU is an urban, multi-campus, research university located in Miami, Florida's largest population center. 
Its mission includes serving the people of Southeast Florida. CIS partners with families, schools and 
community leaders to create a support system for students. The schools where we offer the program are 
mainly public high school of the Miami-Dade County Public Schools, the fourth largest school system in 
the country. The high schools serve a multiethnic population of youth drawn from all over the greater 
Miami metropolitan area and Miami Dade County. These youth come to the alternative schools with a 
history of attendance, behavior, or motivational problems in their neighborhood school, with many coming 
from inner city, low-income families that exist within a community context of disempowerment, limited 
access to resources, and pervasive violence, crime, and substance abuse. 
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Youth Development Project Training Program 
Objectives 
 
The objective of the Youth Development Project is to foster positive youth development. The Youth 
Development Project Training Program is an integral part of this goal. Members of the YDP Training 
Program participate in the knowledge development efforts of the project. These include research projects 
developing, refining, and implementing the interventions for working with the adolescents in the schools 
such as the Changing Lives Program (CLP) and longitudinal life course studies of the lives of individuals 
in the school such as the Longitudinal Life Course Change Project (LCP). The alternative high schools 
serve as intern and research sites for project members. 
 
The Youth Development Project Training Program is open to graduate students and undergraduate 
students and provides opportunities for intern placement and research training with project members 
participating at many levels of involvement. At the graduate level, students in the Psychology 
Department’s Life Span Developmental Science Doctoral Program may obtain research training in the 
process of fulfilling academic requirements (e.g., Masters Thesis, Doctoral Dissertations) as well as 
obtain supervision that can be accrued toward fulfilling the licensure requirements for licensure as a 
mental health counselor in the State of Florida. Students in the Psychology Department’s Mental Health 
Research and Services Masters Degree Program and other license eligible programs also obtain 
supervision that can be accrued toward fulfilling the licensure requirements for the State of Florida. At the 
undergraduate level, students may obtain both research and intern experience by participating in 
research projects and working in counseling groups, conducting assessments and interviews, and other 
forms of direct experience in working with the adolescents at the high schools. Course credit is available 
for work done as part of the project as briefly described next. 
 
The following conditions apply in order to receive undergraduate credit for Senior Lab for Psychology 
Majors (DEP4720: Lecture + Lab) or Independent Field Experiences in Psychology (PSY 4941)  
 
Psychosocial Intervention in Field Settings Senior Lab Requirement for Psychology Majors. 
Psychology majors are eligible to sign up for Psychosocial Intervention in Field Settings Senior Lab (DEP-
4720: Lecture + Lab) as their advanced senior lab and complete their field placement as part of the Youth 
Development Project. These credits are only available as letter grades.   
 
Field Experience in Psychology. If you are participating in the Youth Development Project for credit, 
you must sign up for PSY 4941 Independent Field Experiences in Psychology under Dr. Kurtines’s 
section for the semester(s) you receive credit. You must sign up for 3 hours of field placement credit each 
semester. These credits are only available as Pass/Fail. 
 

Project Administration 
 

Project Director 
 
The Director of the Youth Development Project is responsible for overseeing the overall operation and 
implementation of the CLP Program. The Project Director is responsible for the overall coordination of all 
of the program’s intervention and organizational/administrative activities.  
 

• At the high schools, the Project Director works with the principal, school counselor, and staff, the 
Clinical Supervisor, and the Training Team Leader to ensure the maintenance of the clinical 
integrity and efficacy of the groups.  

• At FIU, the Project Director works with the Coordination and Evaluation Team Leader to ensure 
that the organizational, administrative and evaluation activities function effectively.  
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Clinical Supervisor  
 
The clinical supervisor is responsible for monitoring the clinical activities of the Program and coordinates 
the supervision meetings.  
 

Services and Research Coordinator  
 
The Services and Research Coordinator is the link person that coordinates the provision of services and 
the evaluation of outcome.  
 

• At the high schools, the Services and Research Coordinator works on site with the Project 
Director, the school principal, school counselor, and staff to maintain effective liaisons, open lines 
of communication, and efficient day-to-day operation of the program at the placement site.  

• At FIU, the Services and Research Coordinator works with the Intervention Team Leaders, the 
Data Management Team Leader, and the Coordination Team Leader to maintain linkages 
between the program operations that bridge both locations and facilitate efficient day-to-day 
coordination of multi-site activities.  
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Chapter 2 
What Do Project Members Do? 

Roles and Responsibilities 
 

Basic Activities 
 
All Project Members participate in three basic types of activities: 
 

• Intervention activities (running groups, participating in groups, etc.) 
• Organizational/administrative activities (organizational activities, data management, etc.).  
• Research and evaluation activities (research projects that vary by semester).  

 
Participation in these activities takes place within the context of the Organizational and Administrative 
structure of the Youth Development Project. This structure is defined in term by three organization units:  
 

• Intervention Teams,  
• Support Teams,  
• Research Projects.  

 
All members participate in one of each of these. 
 

The CLP Intervention Team: 
Organizational Structure 

 
The Intervention Team is the basic organizational structure for implementing the Changing Lives Program 
(CLP), the school based intervention currently under development by YDP. A more detailed description of 
the Changing Lives Program is available on the YDP website (see, Changing Lives Program 
 Implementation Manual). The Intervention Teams implement the counseling groups (e.g., Anger 
Management, Relationships, Self Esteem, etc.) that make up CLP. Within the program, each counseling 
group is implemented by a basic intervention team compromised of the following three individuals:  
 

• Facilitator 
• Co-Facilitator 
• Group Assistant 

 
Responsibilities of the CLP Intervention Team Members 

 
Facilitators  
The facilitator is responsible for ensuring that her/his group meets its intervention objectives. In addition, 
the facilitator is also responsible for ensuring that the group is conducted in a professional manner. This 
means that the groups meet as scheduled and at the times and places scheduled. It also means ensuring 
that the participants in the group, students and interns, focus on the problems and issues the group 
addresses and engage in the type of content activities appropriate to helping resolve these issues. 
Finally, it also means that sufficient attention is paid to specific issues related to conducting groups in a 
school setting such as confidentiality, boundaries, dress code, etc.  
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Co-facilitators  
The group co-facilitator works with the facilitator in achieving the intervention objectives of the group as 
outlined above. The co-facilitator is expected to assume and share in all of the activities that the facilitator 
is responsible for, to work on developing the skills necessary for running the group, and to take over 
responsibility for the group in the absence of the facilitator. The Co-facilitator is also responsible for the 
orientation of all new members of the intervention, and serves as their contact person after they join the 
team. Finally, Co-facilitators have direct supervisory responsibility for the Group Assistants and Intern 
Trainees with respect to all support and evaluation functions.  
 
 

 
Group Assistants  
The Group Assistant (GA) works under the supervision of the facilitator and co-facilitator in facilitating the 
group process as outlined above. The main responsibility of the Group Assistant, however, is providing 
administrative and organizational support for his or her group. Each group has one Group Assistant, and 
that GA, under the supervision of the Co-facilitator, is responsible for the “record keeping” and other 
organizational activities that support the group. These tasks are described in more detail in the Handbook 
Appendix, Group Assistant Duties and Responsibilities. The GA is also expected to use this 
administrative experience and the opportunity to pro-actively participate in the ongoing counseling 
processes of the group to acquire the skills and knowledge to be able to eventually fill the role of Co-
facilitator as s/he moves up through the team levels. GA’s also engage in organizational/administrative 
activities (organizing meetings, preparing for assessments, maintaining membership lists, etc.). 
 

The CLP Intervention Team: 
The Basic Administrative Unit 

Project Director 

Clinical Supervisor 

Relationships  
Group Facilitator 

Anger Management 
Group Facilitator 

Substance Use 
Group Facilitator 

Group  
Co-facilitator 

Group 
Assistant 

Group  
Co-facilitator 

Group 
Assistant

Group  
Co-facilitator 

Group 
Assistant 
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Advancement in Levels of Positions 
 
The length of time it takes a Group Assistant or Co-Facilitator to advance to higher levels positions within 
Intervention Teams (GA to Co-Facilitator, Co-Facilitator to Facilitator) depends upon a variety of factors, 
including: 
 

• The number of positions in the groups that become available in a particular semester,  
• The types of advanced training and skills the Intern brings to the program, and  
• The quality and effectiveness of his or her performance of her or his duties and 

responsibilities activities at a particular level.  
 

The decision to advance a Group Assistant or Co-Facilitator in an intervention group (GA to Co-
Facilitator, etc.) is made by the Project Director and the Clinical Supervisor in consultation with the 
appropriate and relevant Facilitators and/or Co-facilitators. 
 

The LCP Research Team: 
Organizational Structure 

 
The Longitudinal Life Course Change Project (LCP) is an ongoing longitudinal study of quantitative 
and qualitative changes in the life course or life pathways of multi-problem adolescents in alternative 
school programs who do not receive psychosocial intervention. The LCP Research Team is the basic 
organizational structure for implementing the Longitudinal Life Course Change Project (LCP).  

• Team Leader(s) 
• Co-Team Leaders 
• Group Assistants 
• Research  Trainees 

 
Responsibilities of the LCP Team Members 

 
Team Leader(s) 
The Team Leader is responsible for ensuring that the team meets its objectives. In addition, the Team 
Leader is also responsible for ensuring that the group is conducted in an effective and efficient manner. 
This means that the groups meet as scheduled and at the times and places scheduled.  
 
Co-Team Leader 
The Co-Team Leader works with the Team Leader in achieving the team objectives as outlined above. 
The Co-Team Leader is expected to assume and share in all of the activities that the Team Leader is 
responsible for, to work on developing the skills necessary for running the team, and to take over 
responsibility in the absence of the Team Leader. The Co-Team Leader is also responsible the 
orientation of all new members of the team, and serves as their contact person after they join the team. 
Finally, Co-Team Leaders have direct supervisory responsibility for the Group Assistants and Research 
Trainees with respect to all support and evaluation functions.  
 

The LCP Research Team: 
Organizational Structure 

 
Longitudinal Life Course Change Project (LCP) is an ongoing longitudinal study of quantitative and 
qualitative changes in the life course or life pathways of multi-problem adolescents in alternative school 
programs who do not receive psychosocial intervention. The LCP Research Team is the basic 
organizational structure for implementing the Longitudinal Life Course Change Project (LCP).  

• Team Leader(s) 
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• Co-Team Leaders 
• Group Assistants 
• Research  Trainee 

 
Responsibilities of the LCP Team Members 

 
Team Leader(s) 
The Team Leader is responsible for ensuring that the team meets its objectives. In addition, the Team 
Leader is also responsible for ensuring that the group is conducted in a effective and efficient manner. 
This means that the groups meet as scheduled and at the times and places scheduled.  

 
Co-Team Leader 
The Co-Team Leader works with the Team Leader in achieving the team objectives as outlined above. 
The Co-Team Leader is expected to assume and share in all of the activities that the Team Leader is 
responsible for, to work on developing the skills necessary for running the team, and to take over 
responsibility in the absence of the Team Leader. The Co-Team Leader is also responsible the 
orientation of all new members of the team, and serves as their contact person after they join the team. 
Finally, Co-Team Leaders have direct supervisory responsibility for the Group Assistants and Research 
Trainees with respect to all support and evaluation functions.  
 
 
Research Trainees 
The Research Trainees (RT) are assigned to research projects (see above) and engage in research and 
evaluation (e.g., conducting assessments, entering data, analyzing data, etc.), depending upon the group 
needs of a particular semester. All Research Trainees also engage in organizational/administrative 
activities (organizing meetings, preparing for assessments, maintaining membership lists, etc.) that 
support the data management. When assigned to a research or data management team, the Research 
Trainee works under the supervision of the team leader. The RT is also expected to acquire the skills and 
knowledge to be able to eventually fill the role of Research Team Leader as he or she moves up through 
the team levels or transfers to an Intervention Team in the role of Group Assistant. The decision to 

The LCP Research Team: 
The Basic Administrative Unit 

Project Director

Longitudinal 
Life Course  

Wait List 
Control 

Team-Leader 

Research Trainee Research Trainee 

Team-Leader 

Research Trainee Research Trainee 

Co-Leader Co-Leader 



 

Page  10 

advance an RT to the role of GA is made by the Project Director and the Clinical Supervisor in 
consultation with the appropriate and relevant Research Team Leader and Facilitator. The RT’s tasks are 
described in more detail in the Handbook Appendix, Group Assistant and Trainee Duties and 
Responsibilities. 
 

Advancement in Levels of Positions 
 
The length of time it takes a Research Trainee, to advance to higher levels positions within Teams (RT to 
GA, GA to Co-Facilitator, Co-Facilitator to Facilitator) depends upon a variety of factors, including: 
 

• The number of positions in the groups that become available in a particular semester,  
• The types of advanced training and skills the Intern brings to the program, and  
• The quality and effectiveness of the Trainee’s performance of her/his duties and 

responsibilities activities at a particular level.  
 

The decision to advance a Trainee is made by the Project Director in consultation with the appropriate 
and relevant Team Leader and/or Co-Team Leader. 
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Chapter 3 
What Else Do Project Members Do? 

Additional Responsibilities 
 
All project members have to take responsibility for a fair share of the organizational/administrative 
activities involved in running the project as well as the research projects evaluating the program. The 
conduct and implementation of the organizational/administrative activities are the responsibility of the 
Team Leaders for the three support teams (the Coordination, Evaluation, and Training Teams) and 
conduct and implementation of the research projects is the responsibility of the Research Project 
Leaders. Each team and/or research project thus has a leader and appropriate team members. RTs are 
assigned to a Research Project as their primary responsibly and must have an assignment and work on 
at least one of the other support teams. The Team and Project Leader are responsible for organizing a 
regularly meeting schedule to accomplish these activities and each Team and Project Leader ensures 
that the team or project functions effectively. The basic structure of each of the teams is outlined next: 
 

The Support Teams and Research Projects:  
Additional Organizational Units 

 
The Support Teams 
 
There are three types of support teams, each with the same basic organizational structure illustrated in 
the Figure, but responsible for the specific functions described in the following sections: 

 
1) Coordination Team 
2) Data Management Team 
3) Training Team 

 

Youth Development Project
Support Team 

Organizational Structure 

Project Director 

Coordination Team 
Team Leader 

 

Data Management  Team 
Team Leader 

Training Team 
Team Leader 

Assistant 
Team Leader 

Team Member 

Team Member 

Assistant 
Team Leader 

Team Member 

Team Member 

Assistant 
Team Leader 

Team Member 

Team Member 
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1) Data Management Team 
 
The Youth Development Project  (YDP) Data Management Team is responsible for data tracking and 
monitoring for YDP. The operation of the YDP Data Management Team is defined in term by the four 
organization units and supervisors described below, each of which supports the mission of YDP Data 
Management Team: the CLP Data Management Team, the LCP Data Management Teams, the Core II 
Supervisor, and the SEF Supervisor 

 
YDP Data Management Team Leader  

 
The YDP Data Management Team Leader is responsible for the coordination of all data management 
activity for all placement sites (ACE, CAN, CAS, and SAT). 
  

CLP Data Management Teams  
 
The Changing Lives Project (CLP) Data Management Teams are responsible for both Core I and Core 
II for CLP participants (high school students in the counseling group intervention) in all high schools 
(ACE, CAN, CAS, and SAT). Each site's team responsibility includes preparing the data collection folders, 
getting them out and administered at the scheduled evaluation times (Fall, Winter, Spring), back to the 
lab, and input into the computer (coordinated with the YDP Data Management Team Leader). YDP 
members assigned to the CLP Data Management Team will be supervised in the data management 
process by by the Site Team Leader and Co-leaders. The CLP Site Team Leaders/Co-Leaders for each 
site's CLP data management team is also responsible for training the GAs each semester (they are the 
link between the Data Management Team and the Facilitators in the field and the GAs are responsible for 
monitoring the actual data collection by the RTs in the field and turning the the Core I & II measures for 
data entry after each evaluation period (Fall, Winter, Spring).  
  

Team Coordinators, 
  
Site Team Leaders/Co-Leaders 
  
ACE, CAN, CAS, SAT 

 
LCP Data Management Team 

 
The Longitudinal Life Course Change Project (LCP) Data Management Team is responsible for both 
Core I and Core II for LCP and WLC participants (high school students NOT in intervention) in all high 
schools (ACE, CAN, CAS, and SAT). This team is also responsible for ALL Core III data (Life Course 
Interview—taping and transcription) at all high schools. The team’s responsibility includes preparing the 
data collection folders, getting them out and administered at the scheduled evaluation times (Fall, Spring) 
or Fall and Spring for the LCI, back to the lab, and input into the computer. The overall supervision of 
the YDP members assigned to the LCP Data Management Team (usually RTs) will be monitored by 
LCP Data Management Team  Leaders/Co-Leaders. The onsite supervision of the YDP members 
assigned to specific placement sites (i.e., the same RTs at each site) will be monitored by the Site Team 
Leader and Co-leaders. 
 

Core II Supervisor 
 
The Core II Supervisor is responsible for monitoring the coding and entry of all the data from Core II. 
This supervision is done in coordination with the YDP Data Management Team and the SEF Supervisor. 
The focus of the work of the Core II supervisor, however, is on the RDA coding for all of the qualitative 
components of Core II (PSQ-QE, PEAQ, and TGAS for all CLP, WLC, and LCP participants (ACE, CAN, 
CAS, and SAT). The Core II Supervisor is also responsible for coordinating with the LCP Data 
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Management Team Leader for RDA coding  for ALL Core III data (Life Course Interview—taping and 
transcription) at all high schools and the SEF Supervisor for the RDA coding  for the SEF qualitative 
component. 
 

SEF Supervisor 
 
 The SEF Supervisor is responsible for monitoring the coding and entry of all the data from the Session 
Evaluation Form (SEF). The SEF is administered weekly at the end of each counseling session. 
Consequently, data collection and entry for SEF takes place throughout each of the semesters (rather 
than at the three Evaluation Periods, Fall, Winter, Spring). The focus of the work of the SEF supervisor is 
on both the quantitative and qualitative components of the SEF. Specifically, the SEF Supervisor monitors 
the weekly data collection and data entry for the quantitative component of the SEF and the end-of-
semester RDA coding for the qualitative components of the SEF for all CLP participants (ACE, CAN, 
CAS, and SAT). The supervision of the RDA coding is done in coordination with the YDP Data 
Management Team and the Core II Supervisor. 
 
2) Coordination Team 
 
The Coordination Team is responsible for the administrative and organizational activities of the program. 
This includes managing the email list and communication procedures, coordinating the scheduled 
semester meetings for the program, managing program records, travel, etc.   
 

1) Team Leader 
 

Team Members 
 

Assistant Team Leader 
Orientation Advisor 
Corresponding Secretary 
Lab Manager/coordinator 
Meeting Coordinator 
Travel Coordinator 
 

a) Responsibilities 
 

Organizing YDP project meetings 
Communication Coordinator (update YDP contact list, maintain YDP email lists, etc.) 
Maintaining YDP participant member records (PIFs, required forms, etc.) 
Orientation/Advisement of new YDP participants (until they link up with a research or 
intervention team) 
Respond to requests for information about the program, etc.  
Maintain YDP reference library 
Send out letters of recommendation 
Travel Coordination 
Maintain the YDP Lab at FIU 
 

3) Training Team 
 
The Training Team is responsible for intervention delivery, clinical supervision of the intervention groups, 
and skills development. This includes monitoring intervention implementation as well as scheduling and 
conducting appropriate training sessions as needed. The Training Team also supervises and monitors the 
course work requirements of the RTs  



 

Page  14 

 
1) Intervention Team Leader 
 
Team Members 
 
Assistant Team Leader 
Basic Skills Coordinator 
Intervention Delivery Coordinator 
 

a) Responsibilities 
Training in basic group skills and techniques 
Training in the intervention/research protocol delivery 
Training in qualitative methods and procedures 

 
2) Senior Lab Teaching Assistant 
 
Team Members 
 
TAs 
Assistant TAs 
 

a) Responsibilities 
Download Class Roll 
Maintain Up-dated Grade Rolls 
Track Student Progress 
Training in filling out work logs 
Training in completing performance evaluations (self and team leader) 
Assist in preparing case conceptualizations and written projects 
Monitor use of data files for use in course requirements 

 
 
The Research Projects 
 
Vary by semester in terms of structure and organization 
 

1) Project Leader 
 
Assistant Project Leader 
 

a) Responsibilities 
Data Collection 
Data Analysis 
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Youth Development Project 
Research Projects 

Organizational Structure 

Project Director 

Research Project 1 
Project Leader 

Research Project 2 
Project Leader 

Research Project 3 
Project Leader 

Assistant 
Team Leader 

Project Member 

Team Member 

Assistant 
Team Leader 

Project Member 

Team Member 

Assistant 
Team Leader 

Project Member 

Team Member 
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 Chapter 4 
Performance Evaluation  

 
The performance of all YDP members who participate directly in counseling session at the high school 
Placement Sites (Facilitator, Co-Facilitator, and Group Assistants) will be evaluated at the end of each  
high school semester (not the FIU semester). The performance evaluations will be used to provide 
feedback to interns with respect to positive areas of performance and with respect to areas of 
performance that may be improved. In addition, the performance evaluations will also be used as the 
basis for recommending continuation in the program for Interns not signed up for credit and/or for the 
semester grade for students signed up for credit (Pass/Fail for Field Experience, Letter Grade for Senior 
Lab). The performance of Research Trainees will be evaluated using the same criteria at the end of each 
FIU semester. 
 
Facilitator’s Performance Evaluation Ratings  
Evaluations will be completed for your performance in groups by your appropriate supervisor (Clinical 
supervisor for Facilitators; Facilitators for Co-facilitator, Gas, and RTs) using the YDP Intern Performance 
Evaluation Ratings Form.  
 
GA’s, & RT’s Performance Evaluation Ratings  
Evaluations will be completed for your performance in the Teams you are assigned to (Coordination, Data 
Management, Training) and/or the Research Projects you are assigned to (varies by semester) by your 
appropriate supervisor (Team or Project Leader) using the YDP Participant Performance Evaluation 
Ratings Form.  
 
The evaluation will be based on satisfying the expected work GA’ and Rt’s are assigned to do. Keep a 
record in your Weekly Activity/Work Log of the type of activities and amount of time you spend on your 
responsibilities. You may not work the same hours every week. Some weeks you may work more (e.g., 
during Semester Evaluations) and some weeks you may work less. Your commitment is for an average of 
ten hours per week during Semester Evaluations and eight hour per week when working at the YDP Lab. 
Both of these types of activities and the times need to be recorded in your Weekly Activity/Work Logs that 
are handed weekly to your school facilitator or project/team leader to be signed and file in your YDP 
folder for grading. 
 
At the end of each Fall and Spring semester, your Facilitator, Team Leader, and/or Project Leader will 
evaluate you as having satisfactory performance using the YDP Performance Evaluation Ratings Form. 
You are also required to complete a self-evaluation at the end of each semester using the YDP 
Performance Self Evaluation Ratings Form (See Sample form in the YDP Handbook Appendices) to be 
turned in to your Facilitator.  
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Chapter 5 
Communication Procedures 

 
Good communication is important. It is especially important in a project of our size. The communication 
procedures listed below are intended to provide some “group rules” to help us communicate better.  
 

Email  
Check Your Email Regularly 
 
It is important to check your email regularly (every day, at a minimum). Sometimes things (plans, goals, 
meetings, procedures, etc.) change rapidly and we need to have a reliable way of getting information out 
quickly. It is not possible to do this by phone. We do not have the time and resources to call individuals 
personally to inform them of changes and bring them up to date. Everyone who works on the project is a 
very special person, BUT not that special! Phone calls are not practical. The only way that we keep up to 
date is through emails. Therefore, if you work as part of the Youth Development Project you have to 
check your email regularly.  
 
Respond to Emails that Request a Confirmation 
 
It is not only important to check your email, it is important to answer those emails that request a response. 
We have a procedure for doing this.  
 
If you are the sender of an email to a particular group of people (e.g., the members of your intervention 
team, all of the members of the project, etc.), and if it is important that you know they received the 
information the email contains (e.g., that they know a meeting time has been changed, a session has 
been canceled, etc.), include a statement at the beginning of the email (i.e., PLEASE REPLY BY EMAIL 
CONFIRMING THAT YOU RECEIVED THIS MESSAGE) that informs the person receiving the email that 
you need to know that they have the information. It is also possible on some systems to activate a feature 
that asks automatically to send a reply when you read the email. If this feature is activated when you 
receive an email, the easiest way to let the person who sent it know that you received the message is to 
just click, Yes, when asked by your system if you want to send a reply. 
 
If you are the receiver of an email requesting a confirmation, you are responsible for confirming that you 
received the message. If you do not send an email reply or otherwise confirm, then someone will have to 
give you a call to find out if you received the message (e.g., are coming to the meeting, know about the 
change in time, etc.). If there is not time to give you a personal call (which there usually is not), then some 
people show up and others do not and everyone stands around wondering who is going to show up. This 
is not an efficient use of our time. So please respond to your emails that request a response.  
 

The YDP Website 
 
Check the YDP Website Regularly  
 
It is also important to check the YDP Website regularly (every day, at a minimum) along with your email. 
When things (plans, goals, meetings, procedures, etc.) change, the most recent changes are posted to 
the Website. Check the YDP Participating Members Only Updates/Changes box on the YDP Home 
Page whenever you check your email. If you work as part of the Youth Development Project you have to 
check the YDP Website regularly.  
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Appendix A 
 

Youth Development Project (YDP1) 
Group Assistant, Research Trainee 

Duties and Responsibilities  
 
Group Assistants play an essential role in the Youth Development Project's intervention teams. GAs contribute 
to achieving the intervention objectives (and they get first-hand exposure to intervention process in a counseling 
setting that is personally rewarding), but it is their role maintaining the integrity of the research and evaluation 
protocol that makes them crucial to the success of the Youth Development Project. GAs are responsible for 
working with their facilitator to ensure that all evaluation data are properly collected. RTs are involved in 
administering assessments and in other ways in contact with students. In such cases, their conduct is governed 
by the same rules as the GAs 
 
The primary duties and responsibility of Group Assistants involve a number of important tasks. The first is 
working with the facilitator to make sure that all members of their group complete their initial and semester 
evaluation each semester. The second is filling out the keeping attendance using the procedure designated by 
the school. Finally, GAs are responsible for administering the Session Evaluation Form at the end of each group 
session. 
  
GA’s Evaluation/Data Management Tasks 
  

Completion of Initial and Scheduled Evaluations  
GAs work directly with the facilitator (and share responsibility for) making sure that all members of their group 
complete the regularly scheduled Fall, Winter, and Spring semester evaluations each semester and/or their 
Initial Evaluation2

 and that the completed evaluations are turned using the procedures described in this section.  

Although the facilitator is ultimately responsible making sure that all evaluations are completed (i.e., that 
students in their group have finished all components of the assessment), the GA provides the facilitator with 
direct support for this activity, using whatever means necessary. This means that the GA has to take whatever 
steps are necessary (e.g., make arrangements to have the evaluations administered before, after, during their 
sessions, or by means of appointments with individual students on days when they are not in counseling) to get 
the assessment completed. If any of the participants in the GA’s group do not complete the assessment at the 
scheduled assessment time, it is the responsibility of the facilitator (with the help of the GA) to take whatever 
steps necessary to get them completed (this includes recruiting additional help if it is more than you can handle 
yourself). It is absolutely essential that you not fall behind on this task. If you (the GA) find yourself falling 
behind, bring the issue up with your facilitator or because this is an issue for the entire intervention team. The 
GA should first bring up any issues or obstacles to completing the assessments within the team in order to get 
done what is necessary to get the assessments completed. If further help is needed, the facilitator brings the 
issue up with the Evaluation Team Leader. Everyone in the project has a stake in maintaining the integrity of the 
protocol, so you can get as much help as you need. 

Conducting Assessments 

In assigning responsibilities for assessments, GAs should note that all RTs are required to administer at least 
six assessments (varies at each school) per semester (with highest priority going to following up on participants 
                                                      
1 Revised: 9/01/05  Contact: Youth Development Project Lab, DM269 
   Printed: 9/2/05  Phone: 305-348-3941, email: ydpfiu@fiu.edu, website: http://w3.fiu.edu/ydp 
2All students who receive counseling need to complete an initial evaluation. For the initial evaluation the participant receives the initial 
Background Information Form (YDP: BIF), Core I, II, and III. This is the first time the participant’s ID number will appear in the computer data 
file and this evaluation will serve as the baseline evaluation for this participant. On all subsequent evaluation, the student receives the 
(Updated) Background Information Form-Update (YDP: BIF-U). If the participant starts counseling after the regularly scheduled evaluations, 
the GA is responsible for making sure the new participant receives an Initial Evaluation  (YDP: BIF) and that the evaluation is turned in to the 
Evaluation Team. 
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who have been previously assessed, preferably by them) each semester, and more if they are needed. 
Assessments beyond six should be shared equally among RTs, i.e., no single RT should assess more 
participants than any other. In their role as “Evaluator” (i.e., the person who administers all the forms and 
measures to a participant) RTs are responsible for following through and completing all phases of the 
assessments they have been assigned. RTs who do not complete their assessment assignments will be given 
an unsatisfactory performance evaluation at the end of the semester.  

Facilitators and GAs are responsible for assigning each RT her/his assessments “cases.” GAs, Co-Facilitators, 
and Facilitators also conduct assessments on an “as needed basis.” Once a team member (at any level) of a 
specific intervention team (e.g., ACE Anger Management, 2nd Period; CAN Substance Use, 3rd Period, etc.) is 
assigned as the Evaluator for a specific student participant in that counseling group, that team member is 
responsible for following through on all subsequent assessments for that student participant for the duration of 
the participants’ and/or team members’ assignment to that counseling group. Again, all RTs in a team should 
share the total assessment responsibility equally, and assignments of new evaluations should take into account 
the current equality of work distribution. 

Ensuring Completion of the Assessments 
It is essential that all assessments be fully completed; Data Management will return any incomplete portions to 
the Facilitator to return to the GA and RTs to complete. RTs have to do whatever is necessary to get the missing 
data including, contacting students at lunchtime or free periods to complete the assessment if they cannot be 
taken out of group. All assessments must be checked for completion by the evaluator and verified by the 
facilitator. Completion includes all questions being legibly answered (or at least “attempted”) with all correct 
identification information on the assessment front page, to include the following:   

• Student name 
• Student ID number 
• Assessment date 
• School 
• Student semester activity level: CLP (intervention condition), WLC (wait-list condition), LCP (longitudinal 

condition).  
• Evaluator Name 
• Facilitator Name 
 

Maintaining Confidentiality of Client Data Files and Updating the PTMPC 
GAs are responsible for maintaining the confidentiality of the data collected during the evaluations and for 
updating the YDP Participant Tracking and Measures/Forms Processing Checklist (PTMPC). This includes: 

• ensuring that all completed forms and measures are handled with appropriate safeguards for client 
confidentiality 

• maintaining a paper copy of the PTMPC at their placement site throughout all semester evaluation 
periods (F, W, and S) and  

• up-dating the web-based PTMPC on the YDP website on a weekly basis throughout all semester  
evaluation periods (F, W, and S). 

Facilitators supervise the GAs and have the ultimate responsibility for ensuring that confidentiality of the client 
data is maintained and that the participant tracking is conducted appropriately.  

Procedures during semester evaluation periods (F, W, and S): 
Prior to each evaluation periods (F, W, and S), GAs are responsible for assisting the Data Management Team in 
the preparation of the evaluation folders that contain the forms and measures to be administered to the 
participants at the intervention sites. GAs are also responsible for assembling a sufficient number of evaluation 
folders for their group. It is often helpful to take along to your intervention site a few extra evaluation folders to 
meet unforeseen needs. The evaluation folders may be kept on hand at the intervention site until they are 
needed. However, they cannot be kept at the intervention site after they have been filled out. After that, the 
information contained on the completed forms is strictly CONFIDENTIAL and the Evaluators should turn all 
completed components of the assessments (e.g., Core I, II, etc.) as they are completed to the GA by the end of 
each session. The GA should then return the completed components to the YDP Lab EVERY WEEK. At this 
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time, the GA should turn the components in for processing and update the web-based PTMPC. After the 
evaluation is completed, return the empty folder to the lab for recycling. REPEAT: Do not leave any completed 
evaluation material at the school.  

GAs (and their designated assistants within the intervention team) are responsible for updating the PTMPC 
(both the web-based version in the lab and the paper copy maintained on site) after each weekly counseling 
group session, beginning with the first session. Please note that this means that you do not have to enter data 
on the webpage until after students at your site have been assigned to your group and after you have had your 
first session. The drafts of the groups that are circulated during the pre-intervention phase do not have to be 
entered as they often change considerably by the time the groups actually meet. Even then, do not enter a 
name and number for a student until they have been assigned an evaluator and has been administered at least 
one component of the evaluation (e.g., a BIF or Core I). After a student has shown up for a session and 
completed at least one component of the evaluation, they are officially a participant in the group and in the 
research project. After you have entered her/his name on the list, the student’s name should not be removed 
from tracking list. After a name has been entered on the tracking list, that person is a permanent part of the YDP 
data file. They are expected to be tracked until they are not longer active in the project at which time they 
become part of the permanent data archive.  

For your weekly update of the web-based PTMPC place an X in the appropriate column as each measure is 
completed and the date (mm/dd/yy) the evaluation is completed under the Done column (see PTMPC tables 
below for examples). When you update the list, insert the update dates in sequence following the directions on 
the table. At the end of the year, all update dates for the entire year should be recorded on the table. Do not 
enter an evaluation as completed under the Done column until after you have made a visual inspection and 
initialed the informed assent and consent forms and each one of the core measures (BIF, Core I, II, & III) to 
ensure that they are completely filled out and in the file cabinet in the lab. REPEAT: After you have checked that 
all the measures are completed and have entered a completed date under the Done column, there should be a 
copy of each form/measure (with your initials on it) in the file cabinet. The data management team will conduct 
random checks to make sure this form is updated.  

Procedures between semester evaluation periods (F, W, and S) 
Between semester evaluation periods (i.e., after all participants' evaluations have been completed), each 
participant will continue to be carried as active in your counseling group until their status is changed to a No 
Longer In Group (NLIG) status, at which time the change in status should be entered on to the paper copy of 
the  PTMPC that you maintain on your intervention site and also entered into the web-based PTMPC using the 
following No Longer In Group (NLIG), Date ___Code # __ CODES: 

1=NLIG, Still at your school but in other Group,  
2=NLIG, Still at your school but no longer in Counseling Groups,  
3=NLIG, Still in school, but not your School (e.g., returned to home school),  
4=NLIG, No longer in school system,  
5=NLIG, Other___ 
 
Procedures for adding new participants to the PTMPC  

When (if) a new student joins the group, add his or her name to the bottom of the list. When the list is full, 
continue on the same table by inserting a new row(s) at the bottom of the table. If you are unsure about how to 
add a row(s) at the bottom of the table, check with a member of the Data Management Team for instructions. 

Administering the Session Evaluation Form (SEF)  
 
GAs are responsible for administering the Session Evaluation Form at the end of each group (or individual) 
session that s/he participants in. To complete this task the GA should have the SEF ready before the session 
ends. This means that the GA should fill in the students’ ID number (not their name) on one of the SEF forms 
that they use to evaluate that session. The GAs also have to be responsible for monitoring the session time to 
ensures that the session process comes to an end at least five minutes before the end of the time allotted for 
the session so there is time to complete the session evaluation.  
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Evaluating Level of Participation  
Immediately after the conclusion of each session, the GA is responsible for soliciting the input of the two other 
intervention team members for purposes of evaluating the level of participation of each participant in that 
session. The levels of participation are:  
 

5=very active/constructive,  
4=active/constructive,  
3=active,  
2=passive,  
1=passive/unconstructive  
 

The number assigned to the evaluation of each individual's participation should be the consensus of the 
intervention team as arrived at through discussion at the end of the session. If the team assigns a Rating of 1 or 2 or 
4 of 5, the GA should write down the team’s consensual justification (reason) for the rating and any other relevant comments  
 
After session closure, remind the facilitator and co-facilitator that they should not be present when the 
participants complete the evaluation form. After the facilitator and co-facilitators leave, give each participant the 
SEF form with their ID number on it.  
 
Remind the participants their evaluation is anonymous -- that there are no names on the form and that the 
members of the intervention team will not see the forms as the data manager collects the forms after the 
session. It is important that you (the GA) remind them that we need them to be honest in filling out the 
evaluation form. If we are going to make the programs better we have to know what is working and what is not 
working and the only way we can find out is if they share their true feelings with us. Explain this to the 
participants in words that you feel comfortable with and that are appropriate for your group. Remind students of 
this several times each semester, especially if you see indications that “response set” has developed, rather 
than thoughtful and honest completion of the form. When they are finished, collect the SEFs and turn them in 
using the procedure provided by the Evaluation Team Leader.  
 
It is important for research purposes that the facilitators and co-facilitators be "blind" with respect to the session 
evaluation so as to not compromise the results. It is therefore very important that you make every effort to 
maintain the integrity of the evaluation. The SEFs and the ratings for level of participation MUST be turned in to 
the Evaluation Team EVERY WEEK (consult the Evaluation Team Leader for the current procedure).  
 
GA’s Weekly Counseling Group Tasks 
 
To successfully complete their weekly session tasks, it is important that GAs know all the members of their 
group by name and by ID number. All student participants are identified by their school ID numbers for purposes 
of data tracking and management. The IDs are essential for maintaining the confidentiality of the data and the 
anonymity of the participants. GAs should know the number as well as the names of all participants in their 
sessions.  
 
GAs are also responsible for having all of the material that will be needed to complete their tasks on hand before 
the session starts. This means having the appropriate number of forms, pencils, etc. when you get to the school. 
In some schools it is possible to make a limited number of copies, but it is better to have everything ready when 
you get there.  
 
Although missing sessions is strongly discouraged, if it becomes necessary to miss a session it is crucial that 
you arrange with the co-facilitator to take attendance and administer the Session Evaluation Form (as described 
below) for any session that you miss.  
 

Escorting Students to Counseling Sessions and Back to Class  
 
GAs are responsible for insuring that for each week the students are escorted to the location where their 
sessions are being held that week (e.g., office, cafeteria, park, etc.) and are escorted back to class at the end of 
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the session. The student participants are to be accompanied by at least one member of the intervention team 
(i.e., GA, Co-facilitator, Facilitator) at ALL times when they are not in counseling sessions or in class. The 
following procedures are to be used in getting the students to group and back to class. Because of the complex 
and evolving nature of the context in which the sessions are offered and the differing sites they are offered at, all 
intervention team members are responsible for keeping up to date on in the procedures at their placement site.  
 

Escorting Students to Counseling Sessions  
The students in the counseling groups have been given a pass to be in counseling sessions during the 
scheduled times. Because the students have been released from class to attend the counseling groups, during 
this time they are under the supervision of the intervention team. During this time, the student participants are to 
be accompanied by at least one member of the intervention team (i.e., GA, Co-facilitator, Facilitator) at ALL 
times.  
 

Walking Students to Session 
If you are working with your participants on school property, walk with them to the designated location (e.g., 
cafeterias during evaluation periods). The students must be escorted to session location and back to class. 
Students are not allowed to walk around the school building unescorted without a hall pass, a “yellow” slip, even 
to go to the bathroom. The only time the students are allowed in the halls without a pass is during break 
between periods. For this reason, you should not authorize them going to the bathroom during sessions. They 
know that they should use the bathroom during class breaks, and you should remind them of this. If you feel that 
it is really an emergency, you should either escort them or write them a hall pass. Teachers have to do this, and 
we do as well. If they are stopped in the hall without a pass and you are the one that released them, then you 
are responsible for the consequences that follow. 
 
If you are working with your groups off school property, then it is essential that they be escorted at all times. 
Students are not allowed to walk to or from sessions off school property (e.g., at the park) without an escort. 
They may tell you otherwise, but that does not change anything. They are still released to you and you are 
responsible for them. If something happens to them and you are not with them, you are responsible for what 
happens. If there is some need for your session to end before the end of the class period, the students must be 
escorted back to class. If your group is being held off campus, this means that a team member has to walk them 
back to class. If you are escorting them back to the school after the end of a session and arrive at the school 
during (or just before the period break), you can release them on school property (after the bell for break rings) 
because they have only been released to you for the period of your session. Until the bell rings, however, they 
are your responsibility. 
 

At the Session Location and Walking Students Back to Class  
During sessions off school property, the intervention team is responsible for the conduct of the students. If the 
session is in the park, the facilitator is responsible for the students after they arrive. If the team breaks up (e.g., 
for evaluations), each team member is responsible for the student with them (and all the rules and procedures 
described in this document).  
 
When the session is over, the students must be escorted back to class. Again, if there is some need for your 
session to end before the end of the class period, the students must be escorted back to class not just to school 
property. They are not allowed to be in the halls or around school (outside of class) without a pass (except 
during break and lunch). If they are caught at the school outside of class without a pass when they are released 
to you, then you are responsible for the consequences that follow.  
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Appendix B 
Certification for Human Participant Protections 

 Education in Research Teams 
 
Because every member of the project has contact (direct or indirect) with participants in research projects (i.e., 
as human subjects), I understand that I must complete the National Institute of Health Computer-Based Training 
Module on research ethics to be eligible to participate in YDP. I understand that if I DO NOT complete this 
requirement for certification, I CANNOT participant as a member of the Youth Development Project (YDP), 
including any of its field placement site activities. Directions for completing the Computer Based Training (CBT) 
are summarized at the end of this document (please read and initial that page of the document that is to be filed 
in your PIF). Additional information and updates about the NIH CBT are available at the Division of Sponsored 
Research and Training http://www.dsrt.fiu.edu. You will receive a written notification of your completion (the 
certification may be printed on your computer printer when you complete the CBT). One copy of the certification 
with your name on it must be turned in to be placed in your PIF at the YDP lab. You are responsible for ensuring 
that your PIF contains all the required information and is kept up to date. If you are signed up for credit and your 
file is not complete at the time grades are assigned, you will not be given a grade. 
I have read the above orientation to the duties, responsibilities, and guidelines for participating in Youth Development 
Project, received clarification as needed, understand them, and agree to act in accordance to them. 
 

Human Participant Protections Education  
Computer Based Training (CBT) Module 

 
 

(This information was downloaded from the Division of Sponsored Research and Training. Check the website for any updates: 
http://www.dsrt.fiu.edu) 
 

Meeting the FIU Human Subjects Educational Requirements  
 
Federal Regulations require that key personnel in studies involving human subjects undergo training to improve 
research subject safety. Key personnel are all individuals responsible for the design and conduct of the study. 
This includes the PI, Co-PI's, Supervisors and other personnel who will be interacting with the human subject or 
that will be handling data even if they do not interact with the human subjects. Certification of this training is 
required to receive IRB approval for ALL research studies whether or not they will be submitted to outside 
funding agencies. Currently, FIU's researchers receive their certification for the use of human subjects by using 
Computer-Based Training (CBT) modules offered by the National Institutes of Health (NIH). You are required to 
include a copy of your certificate with every initial application for use of human subjects (Form A). Only 
certifications for additional personnel should be submitted with modifications or annual reviews (Form B).   

How to Obtain a Training Certificate 
Student Investigators, Faculty, Research Staff and other Key Personnel are required to go to complete the 
CBT entitled "Human Participant Protections Education for Research Teams" maintained at the Continuing 

Cancer Education Curriculum for Health Professionals website (http://cme.cancer.gov/clinicaltrials/learning/humanparticipant-protections.asp). 

The Human Participant Protections Education for Research Teams tutorial presents common concepts, 
principles, and issues related to protection of human participants. It will help you and your team identify research 
activities that involve human participants, and help you understand how to protect the rights and welfare of all 
human participants involved in research.   

In order to gain access to and complete the training at this site you must: 

1) Go to the following web page: http://cme.cancer.gov/clinicaltrials/learning/humanparticipant-protections.asp  

2) Click on the "new user register" link. Provide the information in the required fields on the registration form. 
Please note your username and password for your records as the IRB Office will be unable to supply this 
information to you at a later date. 
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3) Complete the "Human Participant Protections Education for Research Teams.” There are six (6) 
chapters with an exercise at the end of each.   

4) You must complete all six chapters in order to receive a certificate. Please print your certificate and keep 
copies for future submissions to the IRB.  

** If you have obtained certification at another university or college, you are not required to repeat training the 
same training at FIU for submission to the IRB.  However, you must provide a copy of your certificate. 
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Appendix C 
ACE Student Dress Code 

2000-2001 
 
Inappropriate clothing for both girls and boys includes the following: 
 
--Tops with shoulder coverings less than 4 fingers wide or with large armholes 

--Beach shoes or beach-type shoes, any rubber or straw shoes, thongs, or slippers 

--Tank-tops, shirts showing the midriff or sides, undershirts (White T-shirts are acceptable.) 

--Off-the-shoulder tops 

--Low-cut tops 

--See-through clothing of any kind 

--Shorts, skirts, or slits in skirts or dresses that are not the length of finger tips, when arm are at sides 

--Biker shorts or similar skin-tight exercise wear 

--Ragged, frayed, or torn jeans 

--Unzipped pants or pants that are not securely fastened on the waist 

--Overalls worn too low revealing underwear, or any clothing that does not completely cover all 

undergarments 

--Leggings or skin-tight pants 

--Pajama bottoms 

--Inside-out pockets 

--Evening dresses or evening wear 

--Hats, caps, head coverings, or sun visors 

--Sunglasses inside the building 

--Inappropriate accessories such as drug-related or studded jewelry, heavy chains, or any item that 

might be used as a weapon 
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Appendix D 
Youth Development Project 

 Group Counseling Orientation1 
 
What is Group Counseling? 
 
In group counseling, six to twelve people meet with one or more group leaders and facilitators and talk about their 
issues and concerns. Group members also give feedback to each other by sharing their feelings and thoughts about 
what someone says or does in and out of the group. This gives group members new information and differing 
perspectives. This also provides members with the opportunity to experiment with new ways of behaving and to learn 
more about how others perceive them; this opportunity for change is unique because the group setting is a safe and 
supportive environment for personal growth and improving interpersonal skills. Group members contract to maintain 
confidentiality; what members talk about or disclose within the group is not discussed outside the group. 
 
In the beginning sessions of group counseling, developing trust is the general focus for the group. During this time, the 
facilitators and members work to establish a safe and trusting environment where group members will be able to talk 
openly and honestly. When all members make a commitment to the group, a climate of trust and safety is solidified. 
 
How does group counseling work? 
 
When individuals come into a group and interact freely with other group members, they usually experience difficulties 
in relationships with group members that are similar to those problems which brought them into counseling in the first 
place. Utilizing their professional skills and training facilitators assist the group to give support, offer alternatives, 
explore options, provide information, or sensitively confront the individual. In this way, the difficulty is highlighted and 
resolution is possible through learning new behaviors, altering thought processes, experiencing emotions, developing 
new social techniques or ways of relating to others. As a result of group counseling, people begin to experience in a 
new way that they are neither alone nor unique. It is very encouraging to discover that other people have similar 
difficulties, struggle with common dilemmas, wrestle with the same feelings and thoughts. In the group setting, people 
feel free to care about and help each other grow and achieve their goals. 
 
What do people talk about in group counseling? 
 
Group counseling is a laboratory for risk-taking. People talk about all their problems and concerns. They share what is 
bothering them. They disclose the things that they want and need from others. They risk asking for support, feedback, 
and advice. Group members are free to ask the group to meet their expectations. At some times support may be 
needed. At other times, confrontation may be what the member needs and is seeking. It is important to tell people 
what you expect of them. Group therapy/counseling provides great opportunities to practice these difficult behaviors. 
 
Unexpressed feelings and negative thoughts are major reasons why people experience difficulties. Revealing 
thoughts and feelings - self-disclosure - is an important part of group counseling. The degree of self-disclosure (and 
risk-taking) affects how helpful the group can be. The appropriate disclosures will be those that relate directly to your 
present difficulties. How much you talk about yourself depends upon your own comfort level. If you have any 
questions about what might or might not be helpful to discuss in group, you may always bring this up for group 
feedback. 
 
What are the ground rules for participation in the group? 
 
If the group is to be effective, all group members must make a commitment to the rules and expectations of the group 
program. A highlight of these rules and expectations are as follows: 
 

                                                      
1Adopted from the Group Counseling Announcement 
Counseling and Psychological Services Center 
Florida International University 
Miami, FL 33199  
Printed: 9/2/05 
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Group members are expected to be on time and to notify facilitators in advance if they must miss a session, it is your 
responsibility to participate and talk about your problems, concerns and reasons for being in the group. 
 
The group sessions are confidential. You, other members, and the facilitators are bound ethically and legally not to 
disclose the contents of the group sessions. Violating confidentiality is grounds for being asked to leave the group. 
 
Having feelings and thoughts and acting on them are quite different. Acting out your feelings upon yourself or on 
others is inappropriate. The way we most respect others and ourselves is by experiencing feelings and then allowing 
ourselves to talk about them. 
 
Common Misconceptions about Group Counseling 
 
1. “I will be forced to tell all of my deepest feelings and secrets." 
 
In group counseling, you control what, how much, and when you share with the group. Most people find that when 
they share 'what is bothering them; a group can be very helpful and affirming. We encourage you not to share what 
you are not ready to disclose. Even if you are hesitant to self-disclose, you can also be helpful by listening to others 
and thinking about how their experience might be applicable to your life  
 
2.  “I will be verbally attacked by the facilitator or by other group members.” 
 
It is essential that group members feel safe. Group facilitators are there to help develop a safe environment. Feedback 
is often difficult to hear. As group members come to trust and accept one another, they generally experience feedback 
and even confrontation as positive, as if it were coming from their best friend. One of the benefits of group counseling 
is the opportunity to receive constructive feedback from others in a supportive environment. It is rare to find friends 
who will gently point out how you might be acting in ways that hurt you others, but this is exactly what group 
counseling offers. This type feedback will be given in a respectful, gentle way, so that you may hear it and make use 
of it. 
 
3. “I have so much trouble talking to people; I’ll never be able to talk about myself in a group." 

 
Most people are anxious about being able to talk in group. Almost without exception, within a few sessions people find 
that they do begin to talk in the group. Group members remember what it is like to be new to the group, so you will 
most likely get a great deal of support for beginning to talk in the group. 
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 Sample Form A 
Youth Development Project²  

 Weekly Activity/Work Log 
 
    
Student Name: ___________________________ Week of: ___________________ 
 
Team/Group: ________________  Team Leader/Facilitator: ________________ 

 
 
 
Team Leader/Facilitator Signature: _________________________ 
 

Date of 
Activity 

Time In/ Time 
Out  

Total 
Time 

Type of Activities 
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Sample Form B 
Youth Development Project Training Program1 

YDP Performance Self-Evaluation Rating Form 
 
YDP Member’s Name ___________________________ Semester/Year _______________________ 
 
Rating Scale 
 
Please rate your overall performance over the past semester using the scale below by circling each item; if an 
item does not apply, circle NA. 

 
SCALE 
1 = Very unacceptable; needs considerable improvement 
2 = Somewhat unacceptable; needs some improvement 
3 = Acceptable 
4 - Quite acceptable; performed somewhat better than expected 
5 = Very acceptable; exceptional performance.  
NA = Non-applicable 

  
Part I: Performance of GROUP Duties and Responsibilities 
 
Group __________ Group Facilitator ___________ Group Assignment _______________ 
 
Self Evaluation (circle) 
 
1. Punctuality    1   2   3   4   5   NA 
2. Willingness to follow directions 1   2   3   4   5   NA 
3. Self reliance    1   2   3   4   5   NA 
4. Reliability    1   2   3   4   5   NA 
5. Responsiveness to supervision 1   2   3   4   5   NA 
6. Cooperative    1   2   3   4   5   NA 
7. Initiative    1   2   3   4   5   NA 
8. Willingness to learn new skills  1   2   3   4   5   NA 
9. Availability    1   2   3   4   5   NA 
10. Overall rating   1   2   3   4   5   NA 
11. Other (describe)   1   2   3   4   5   NA 
 
 
Comments and Personal Experience Area: 
 
12. Please describe some of the work you did or participated in throughout this semester. 
 
 
 
 
 
13. Please share any additional comments you may have (e.g., experiences, suggestions) 
 
 
 
 
 
Signature of Participant: ____________________________  Date: ___________ 
 
                                                      
1 YDP-IE-S, Revised: 6/1/03 Printed: 9/2/05 
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Part II: Performance of TEAM Duties and Responsibilities 
 
Team __________ Team Facilitator ___________ Team Assignment _______________ 
 
Self Evaluation (circle) 
 
1. Punctuality    1   2   3   4   5   NA 
2. Willingness to follow directions 1   2   3   4   5   NA 
3. Self reliance    1   2   3   4   5   NA 
4. Reliability    1   2   3   4   5   NA 
5. Responsiveness to supervision 1   2   3   4   5   NA 
6. Cooperative    1   2   3   4   5   NA 
7. Initiative    1   2   3   4   5   NA 
8. Willingness to learn new skills  1   2   3   4   5   NA 
9. Availability    1   2   3   4   5   NA 
10. Overall rating   1   2   3   4   5   NA 
11. Other (describe)   1   2   3   4   5   NA 
 
Comments and Personal Experience Area: 
 
12. Please describe some of the work you did or participated in throughout this semester. 
 
 
13. Please share any additional comments you may have (e.g., experiences, suggestions) 
 
 
Signature of Participant: ____________________________   Date: ___________ 
 
Part III: Performance of PROJECT Duties and Responsibilities 
 
Project __________ Project Leader ___________ Project Assignment _______________ 
 
Self Evaluation (circle) 
 
1. Punctuality    1   2   3   4   5   NA 
2. Willingness to follow directions 1   2   3   4   5   NA 
3. Self reliance    1   2   3   4   5   NA 
4. Reliability    1   2   3   4   5   NA 
5. Responsiveness to supervision 1   2   3   4   5   NA 
6. Cooperative    1   2   3   4   5   NA 
7. Initiative    1   2   3   4   5   NA 
8. Willingness to learn new skills  1   2   3   4   5   NA 
9. Availability    1   2   3   4   5   NA 
10. Overall rating   1   2   3   4   5   NA 
11. Other (describe)   1   2   3   4   5   NA 
 
Comments and Personal Experience Area: 
 
12. Please describe some of the work you did or participated in throughout this semester. 
 
 
 
13. Please share any additional comments you may have (e.g., experiences, suggestions) 
 
 
 
Signature of Participant: ____________________________   Date: ___________ 
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Sample Form C 
Youth Development Project1 

Facilitator’s Performance Evaluation Rating Form 
 
YDP Member’s Name _____________________ Semester/Year _______________________ 
 
Rating Scale 
 
Evaluators please rate the Participant’s overall performance over the past semester for your Group, Team, or 
Project using the scale below by circling each item; if an item does not apply, circle NA. 

 
SCALE 
1 = Very unacceptable; needs considerable improvement 
2 = Somewhat unacceptable; needs some improvement 
3 = Acceptable 
4 - Quite acceptable; performed somewhat better than expected 
5 = Very acceptable; exceptional performance.  
NA = Non-applicable 

  
Part I: Performance of GROUP Duties and Responsibilities 
 
Group __________ Group Facilitator ___________ Group Assignment _______________ 
 
Group Facilitator’s Evaluation (circle) 
 
1. Punctuality    1   2   3   4   5   NA 
2. Willingness to follow directions 1   2   3   4   5   NA 
3. Self reliance    1   2   3   4   5   NA 
4. Reliability    1   2   3   4   5   NA 
5. Responsiveness to supervision 1   2   3   4   5   NA 
6. Cooperative    1   2   3   4   5   NA 
7. Initiative    1   2   3   4   5   NA 
8. Willingness to learn new skills  1   2   3   4   5   NA 
9. Availability    1   2   3   4   5   NA 
10. Overall rating   1   2   3   4   5   NA 
11. Other (describe)   1   2   3   4   5   NA 
 
 
 
12. If receiving credit, what grade do you recommend? (circle):               Pass Fail 
13. If not receiving credit, do you recommend continuing in YDP? (circle):    Yes Maybe No 
14. Would you want this intern to be assigned to you next semester? (circle):            Yes Maybe No 
 
 
Signature of Group Facilitator: ____________________________  Date: ___________ 
 
Signature of Participant: _________________________________  Date: ___________ 

                                                      
1 YDP-IE-F, Revised: 9/1/05 Printed: 9/2/05 
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Part II: Performance of TEAM Duties and Responsibilities 
 
Team __________ Team Facilitator ___________ Team Assignment _______________ 
 
Team Leader’s Evaluation (circle) 
 
1. Punctuality    1   2   3   4   5   NA 
2. Willingness to follow directions 1   2   3   4   5   NA 
3. Self reliance    1   2   3   4   5   NA 
4. Reliability    1   2   3   4   5   NA 
5. Responsiveness to supervision 1   2   3   4   5   NA 
6. Cooperative    1   2   3   4   5   NA 
7. Initiative    1   2   3   4   5   NA 
8. Willingness to learn new skills  1   2   3   4   5   NA 
9. Availability    1   2   3   4   5   NA 
10. Overall rating   1   2   3   4   5   NA 
11. Other (describe)   1   2   3   4   5   NA 
 
 
12. If receiving credit, what grade do you recommend? (circle):               Pass Fail 
13. If not receiving credit, do you recommend continuing in YDP? (circle):    Yes Maybe No 
14. Would you want this intern to be assigned to you next semester? (circle):            Yes Maybe No 
 
Signature of Team Leader  ____________________________ Date _________ 
 
Signature of Participant  ____________________________ Date _________ 
 
Part III: Performance of PROJECT Duties and Responsibilities 
 
Project __________ Project Leader ___________ Project Assignment _______________ 
 
Project Leader’s Evaluation (circle) 
 
1. Punctuality    1   2   3   4   5   NA 
2. Willingness to follow directions 1   2   3   4   5   NA 
3. Self reliance    1   2   3   4   5   NA 
4. Reliability    1   2   3   4   5   NA 
5. Responsiveness to supervision 1   2   3   4   5   NA 
6. Cooperative    1   2   3   4   5   NA 
7. Initiative    1   2   3   4   5   NA 
8. Willingness to learn new skills  1   2   3   4   5   NA 
9. Availability    1   2   3   4   5   NA 
10. Overall rating   1   2   3   4   5   NA 
11. Other (describe)   1   2   3   4   5   NA 
 
 
12. If receiving credit, what grade do you recommend? (circle):               Pass Fail 
13. If not receiving credit, do you recommend continuing in YDP? (circle):    Yes Maybe No 
14. Would you want this intern to be assigned to you next semester? (circle):            Yes Maybe No 
 
 
Signature of Project Leader: ____________________________  Date: _________ 
 
Signature of Participant: ______________________________ Date: _________ 

 


