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Intensive Adult Cessation (Group or Ind)

ADULT GROUP CESSATION PROTOCOL

Part 1:  Evaluation Materials

The following adult group cessation evaluation materials will be assembled into packets by the RE Coordinators.  One packet will contain all evaluation materials required for the duration of the group cessation program.  

Packet Contents:  
Adult Cessation Baseline Survey




Adult Cessation Class/Batch Information Sheet




Adult Cessation Class Attendance Log




Packet Identifier Labels

1. The Adult Cessation Baseline Survey includes: the cover page (page 1), and the questionnaire (pages 2-3).  The cover page contains the cessation participant’s name, contact information, and a legal release allowing OTPF to contact the participant by phone following the first cessation session.  The questionnaire contains no obvious identifying information and asks demographic, consumption, and quit-readiness questions.  This will be treated as a single document even though it serves two distinct functions.  The same unique participant identification number is affixed to each page of the survey.  

2. The Adult Cessation Class/Batch Information Sheet is a single sheet containing information about the class such as facilitator, site, program and number of sessions planned.  The unique participant identification number for each attendee is also recorded on this sheet.  This is the same participant identification number which is attached to each page of the Adult Cessation Baseline Survey.  The Class/Batch Information Sheet also contains a unique class identification number.  The class identification number will also be recorded on this document.  The process for obtaining this class identification number is further described below.

3. The Adult Cessation Class Attendance Log tracks cessation class attendance for each participant.  

4. The documents described above  necessary to evaluate the adult smoking cessation programs will be prepared in advance of the initiation of the cessation program by the RE Coordinator.  The RE Coordinator will place appropriate numbers of documents in a single envelope for each class receiving a cessation program.  Labels have been designed by OTREC to be placed on the outside of each envelope which will allow for document management and tracking (note: use Avery 5164 labels).  These labels may be accessed at www.otrec.org by the RE Coordinator.

Part 2: Preparation and Distribution of

Group Adult Cessation Evaluation Packet

To assist RE Coordinators in anticipating facilitator need of Adult Cessation Evaluation Packets,  OTREC provides a Packet Request & Information Form that can be completed by facilitators or sub-grantees and faxed or e-mailed back to the RE Coordinator.  OTREC recommends that facilitators inform the RE Coordinator of their scheduled adult cessation program classes at least TWO WEEKS prior to the beginning of a new class to allow enough time for the RE Coordinator to prepare the packets.  NOTE: THIS IS NOT REQUIRED AND IS ONLY A SUGGESTION.

1.  Upon notification of adult cessation programming, the RE Coordinator will prepare a packet of adult cessation evaluation materials containing:

· Adult Cessation Evaluation Implementation: Instructions for Facilitators
· 1 Adult Cessation Class/Batch Information Sheet

· 1 Adult Cessation Class Attendance Log

· Sufficient Adult Cessation Baseline Surveys for each participant

Additionally the RE Coordinator will obtain a unique class ID number for this packet from the OTREC-DM online system.  Steps are provided here, but more information on using OTREC-DM can be found at the end of the Adult Cessation Evaluation Protocol.
Adult Cessation Baseline Surveys are pre-numbered and must be obtained directly from OTREC.  OTREC will provide a supply of pre-numbered Adult Cessation Baseline Surveys to each RE coordinator at the beginning of the funding cycle.   This is the ONLY form that OTREC will provide.  The remaining forms and tools can be downloaded from the OTREC website.   Quantities of the pre-numbered Adult Cessation Baseline Survey provided will be based on the approved work plans for each agency.  OTREC will provide additional Adult Cessation Baseline Surveys as needed to the RE Coordinator.  When contacting OTREC for additional surveys, please allow two weeks for delivery of additional surveys.  These requests to OTREC can only be made by the RE Coordinator and directed to either of the OTREC Statewide Field Coordinators.

The Adult Cessation Class/Batch Information Sheet and the Adult Cessation Class Attendance Log can be downloaded by the RE Coordinator from www.otrec.org for copy and distribution.  OTREC will not provide copies of these forms to the RE Coordinator.  

2. Prior to the commencement of an adult cessation program, the RE Coordinator will collate the documents described above into a single envelope.  A packet identification label will be placed on each envelope as shown on the example packet and the known information recorded.  The packet identification label can be downloaded from www.otrec.org by the RE Coordinator.  OTREC will not directly supply these labels.  

3. The RE Coordinator will log onto the OTREC-DM system and obtain a unique class identification number for this cessation class.  The class identification number should be recorded on the Adult Cessation Class/Batch Information Sheet, the Cessation Class Attendance Log, and the Packet Identifier Label at this time.  

Steps for obtaining a class ID number from OTREC-DM:

a) Use your login and password to log onto www.otrec.org.  Contact OTREC if you need assistance with your login or password.

b) Click on the “Adult Cessation” button or the tab labeled “Adult Cessation Class/Batch Assignments”

c) Click the “Add New Class” button.

d) Enter the program, county, location, facilitator, and start date.

e) Click the “Save My Work” button.

f) An ID number will be provided in the Adult Cessation Assignment Table next to the information entered in step d.

Recording the Class ID onto data collection forms:

a) Class ID boxes on data collection forms have the following format:  

XX-XXXXX.

b) The two spaces before the hyphen are to be filled with your agency ID for this funding cycle.  This is the last two digits of your grant application number.  This number is displayed in OTREC-DM after the agency name.

c) The 5 spaces after the hyphen are to be completed with the class/batch ID number generated by OTREC-DM.  If OTREC-DM generates a number with less than 5 digits, please place a leading zero before the number provided by OTREC-DM when completing the class ID field on data collection forms. 

d) Example:  
Your Agency’s OTPF Application Number: 07-3-099
Agency code:  99

OTREC-DM provided class ID:  1234

Class ID on data collection form:  99-01234

HINT: Agencies may choose to use the “Adult Cessation Evaluation Packet Sign-Out Sheet”, which can be downloaded at www.otrec.org.  This document can assist the agency in tracking each packet via the unique class/batch identifier.  The RE Coordinator will record the packet number and facilitator/sub-grantee information, with both the RE Coordinator and facilitator/sub-grantee signing and dating as proof of “sign-out” of the packet.  Upon return of the packet, the RE Coordinator and facilitator/sub-grantee sign and date on the same line, indicating “sign-in” of the packet.

Part 3:  Implementation of Adult Cessation Evaluation Tools

1. The Adult Cessation Class Facilitator should distribute the Adult Cessation Baseline Survey at the beginning of the first cessation class prior to the initiation of any cessation programming.  Facilitators should collect the surveys and check the cover page to ensure that the participant has either (1) signed the consent line to allow phone contact OR (2) checked the opt-out box.  
2. After the participants have completed the Adult Cessation Baseline Survey, the Facilitator should complete the Class/Batch Information Sheet.  Great care should be taken to correctly transcribe the unique participant identification number from each completed Adult Cessation Baseline Survey to the Class/Batch Information Sheet.  

3. All Adult Cessation Baseline Surveys, both completed and unused, should be placed in the packet along with the Class/Batch Information Sheet.  This packet should be returned to the RE Coordinator within 48 hours.  The Adult Cessation Class Attendance Log will need to remain with the facilitator to be updated at each class.  The Adult Cessation Class Attendance Log should be returned to the RE Coordinator after the 30-day relapse calls have been made.

4. See Part 3B: “Adult Cessation Evaluation Implementation: Instructions for Adult Cessation Program Facilitators” for more detail, available at www.otrec.org.
NOTE: Agencies might require return of surveys by facilitator to the agency within 48 hours (or comparable time period) of completion of the Adult Cessation Baseline Survey.  This can be modified on the “Adult Cessation Evaluation Implementation: Instructions for Adult Cessation Program Facilitators” document.  Download and save the document, then alter the protocol to fit your agency’s needs.

Part 3B: Adult Cessation Evaluation Implementation
Instructions for Adult Cessation Program Facilitators
Evaluation Materials in this Packet:

1. Adult Cessation Baseline Survey (pre-numbered)

2. Adult Class/Batch Information Sheet

3. Adult Cessation Class Attendance Log

1. Adult Cessation Baseline Survey: The Adult Cessation Baseline Survey consists of a cover page (page 1), and the questionnaire (pages 2-3).  The cover page contains the cessation participant’s name, contact information, and a legal release allowing OTPF to contact the participant by phone 3 months and 6 months following the first cessation session. The questionnaire contains no obvious identifying information and asks demographic, consumption, and quit-readiness questions.  The same unique participant identification number is affixed to each page of the survey.  

HOW TO COMPLETE THIS FORM:   Instruct the participant to carefully read page 1 of the survey.  Confirm that the participant provides all of the requested information on page 1 and that their signature is obtained.  Please make note of the ID number at the bottom of each of the survey pages.  The same number can be found on each page.  A number will never be used on more than one survey.  Carefully copy this number on the OTPF Class/Batch Information Sheet and the OTPF Cessation Class Attendance Log described below.  
Please return all Adult Cessation Baseline Surveys to the RE Coordinator within 48 hours of the initial session.  

2. Adult Class/Batch Information Sheet:  This single page form allows the group cessation facilitator to link participant ID numbers to a particular cessation group.

HOW TO COMPLETE THIS FORM:  Please complete this form immediately after implementation of the Adult Cessation Baseline Surveys.  This number will allow us to link the specific programming to the cessation class.  In addition to the fields on grantee and facilitator, please make sure to indicate that this form is being prepared for a class or group cessation program by marking the appropriate box on the form.  

Carefully transcribe the participant number for each Adult Cessation Baseline Survey to this form.  Spaces are provided for 24 participants.  You may use a second from if more than 24 participants are in a single class.  In this case, you must provide responses to all questions on both forms.  It is not necessary to record a participant ID more than once if two forms are needed.  

Please return completed OTPF Class/Batch Information Sheet(s) to the RE Coordinator within 48 hours of the initial session.

3. Adult Cessation Class Attendance Log: This form records participant attendance during the group cessation programming and completion of the 30 day relapse prevention call. 

HOW TO COMPLETE THIS FORM: You will need to initiate this form after the first cessation class once the Adult Cessation Baseline Surveys have been completed.  Record the number of classes which will be offered as part of the cessation programming.  Next, carefully copy the participant ID and participant name from each completed Adult Cessation Baseline Survey to this form.  This form provides space for 7 participants.  You may use as many sheets as necessary to capture this information for each class participant.  At the beginning of each class, please mark the appropriate box if the participant has attended the class.  If the participant has not attended the class, please leave the box corresponding to the class number blank.  There are spaces provided to document 10 classes.  If the cessation programming is comprised of less than 10 classes, please leave the boxes for the extra sessions blank.

This form also captures whether or not the participant was reached by phone for the 30 day relapse prevention call.  Once you have completed this column for all participants, on all sheets, for a given class, please return the form(s) to the RE Coordinator.  

Part 4:  Submitting Adult Cessation

Evaluation Tools to OTREC

This process applies to all adult group cessation evaluation documents:  

Adult Cessation Baseline Survey




Adult Cessation Class/Batch Information Sheet




Adult Cessation Class Attendance Log

1. Prepare to fax the documents to OTREC by carefully removing staples.  Also, verify completion of documents as much as possible, particularly with regard to the class identification number.  You will NOT need a fax cover sheet.  Fax no more than 15 pages in a single transmission.  Multiple transmissions may be required.

2. All documents should be faxed to the OTREC Fax Data Entry Line at 216-368-0304 or toll-free at 1-877-599-7677.  These fax numbers are to be used only for study data.  Do not fax documents other than evaluation tools as requested to this line as they will not be received.

3. After successful fax transmission, return all documents to the packet.  Collect the fax transmission report from your fax machine and place this document in the packet with the surveys and Class/Batch Information Sheet.  Confirm that the number of pages transmitted matches the number of pages you sent.  

NOTE: The fax transmission report is generated by your fax machine, NOT OTREC.  Please refer to your fax machine owner’s manual if you are not sure how to obtain a fax transmission report.

4. After fax entry of evaluation surveys, log on to OTREC-DM to update status of class indicating date and type of documents sent to OTREC.

To update evaluation tools which have been faxed to OTREC in OTREC-DM:

a) Once the Evaluation Data Tracking System opens on the screen, enter the Log-in ID and Password.  This can be obtained from the Statewide Field Coordinator at OTREC if the Log-in ID or Password is misplaced or forgotten.

b) After successfully logging in, click on “Adult Cessation”.   A table of existing classes will appear on the screen.  The classes are sorted by Class ID by default; however, classes can be sorted in ascending or descending order on any underlined column.  Find the class for which you would like to update submission of data to OTREC.  Click on the word “Incomplete” under the “Status” column.

c) After clicking on “Incomplete”, the Data Collection Reporting and Status Page will appear on the screen.  This page provides information about the class, and allows the RE Coordinator to enter the date that materials were faxed to OTREC.  Fax date should be entered for the Class Information Sheet, Consent Forms & Baseline Survey, and Attendance Form.

5.  Once the data has been received by OTREC, OTREC staff will enter the date the data was received in the bottom row of the Data Collection Reporting and Status Page.  OTREC should report a received date within 48 business hours of receiving your fax.  After OTREC records receipt of the Class Information Sheet, the Consent Forms, and the Baseline Survey, the Class Status (on the Manage Class/Batch Assignments Page) will update from Incomplete to Complete.

OTREC will compile and report your adult cessation data into G-Wiz.


ADULT INDIVIDUAL CESSATION PROTOCOL

Part 1:  Evaluation Materials

Evaluation Materials: 
Adult Cessation Baseline Survey





Adult Cessation Class/Batch Information Sheet





Adult Cessation Class Attendance Log

1. The Adult Cessation Baseline Survey includes: the cover page (page 1), and the questionnaire (pages 2-3).  The cover page contains the cessation participant’s name, contact information, and a legal release allowing OTPF to contact the participant by phone 3 months and 6 months following the first cessation session. The questionnaire contains no obvious identifying information and asks demographic, consumption, and quit-readiness questions.  This will be treated as a single document even though it serves two distinct functions.  The same unique participant identification number is affixed to each page of the survey.  

2. The Adult Cessation Class/Batch Information Sheet is a single sheet containing information about the materials being sent to OTREC, such as facilitator, site and program.  This form is utilized to ‘batch’ evaluation materials for adults participating in intensive individual smoking cessation counseling.   The unique participant identification number for each attendee, located at the bottom of the Adult Cessation Baseline Survey, is recorded on this sheet for each individual in the ‘batch.’  The Batch Information Sheet also contains a unique class/batch identification number.  The class/batch identification number will also be recorded on this document.  The process for obtaining this class identification number is further described below.

3. The Adult Cessation Class Attendance Log tracks cessation counseling session attendance for each participant.  
The documents described above necessary to evaluate the adult smoking cessation programs will be prepared in advance of the initiation of the intensive cessation counseling by the RE Coordinator.  Determining what constitutes a “batch” is at the discretion of each agency.  An internal protocol should be developed which suits the needs of the agency.  For example, each counselor may obtain a batch number which will include participants beginning counseling during the week.  Depending on volume, this interval can be adjusted.  

Part 2: Preparation and Distribution of

Adult Cessation Evaluation Materials

1. Adult Cessation Baseline Surveys are pre-numbered and must be obtained directly from OTREC.  OTREC will provide a supply of pre-numbered Adult Cessation Baseline Surveys to each RE coordinator at the beginning of the funding cycle.  Quantities provided will be based on the approved work plans for each agency.  OTREC will provide additional Adult Cessation Baseline Surveys as needed to the RE Coordinator.  When contacting OTREC for additional surveys, please allow two weeks for delivery of additional surveys.  These requests to OTREC can only be made by the RE Coordinator.
The Adult Cessation Class/Batch Information Sheet and the Adult Cessation Class Attendance Log can be downloaded by the RE Coordinator from www.otrec.org for copy and distribution.  OTREC will not provide a stock of these forms to the RE Coordinator directly.  In order to assure prompt and accurate processing of these forms by OTREC, please make sure copies of forms are only made from originals and that the 4 corner stones (black boxes in each corner) and form identification number (bar code in one corner of form) are not obscured.  

2. For Individual Intensive Cessation Counseling, RE Coordinators should determine an internal protocol for the Trained Tobacco Specialists conducting the cessation classes on (1) receiving surveys from the RE Coordinator to administer to cessation participants; and (2) returning the completed Adult Cessation Baseline Surveys to the RE Coordinator.  OTREC Staff would be happy to work with the RE Coordinator to create an internal protocol.
The class/batch ID should be obtained in advance of the programming and according to the internal protocol.  Steps for obtaining a class/batch ID number from OTREC-DM are as follows:

a) Use your login and password to log onto OTREC-DM at www.otrec.org.  Contact OTREC if you need assistance with your login or password.

b) Click on the “Adult Cessation” button or the tab label “Adult Cessation Class/Batch Assignments”

c) Click the “Add New Class” button.

d) Enter the program, county, location, facilitator, and start date.

e) Click the “Save My Work” button.
f) An ID number will be provided in the Adult Cessation Assignment Table next to the information entered in step d.

Recording the Class ID onto data collection forms:

a) Class ID boxes on data collection forms have the following format:  

XX-XXXXX.

b) The two spaces before the hyphen are to be filled with your agency ID for this funding cycle.  This is the last two digits of your grant application number.  Among other places, this number is displayed in OTREC-DM after the agency name.
c) The 5 spaces after the hyphen are to be completed with the class/batch ID number generated by OTREC-DM.  If OTREC-DM generates a number with less than 5 digits, please place a leading zero before the number provided by OTREC-DM when completing the class ID field on data collection forms. 

d)  Example:  

Your Agency’s OTPF Application Number: 07-3-099
Agency code:  99

OTREC-DM provided class ID:  1234

Class ID on data collection form:  99-01234

Part 3:  Implementation of Adult 
Cessation Evaluation Tools

1. The Adult Cessation Facilitator should administer the Adult Cessation Baseline Survey at the beginning of the first intensive cessation counseling encounter, prior to the initiation of any cessation programming.  Facilitators should collect the surveys and check the cover page to ensure that the participant has either (1) signed the consent line to allow phone contact OR (2) checked the opt-out box.  

2. All Adult Cessation Baseline Surveys should be returned to the RE Coordinator within 48 hours, or as dictated by agency internal protocol.  The Adult Cessation Class Attendance Log should be returned to the RE Coordinator after the 30-day relapse calls have been made.
Part 4:  Submitting Adult Cessation
Evaluation Tools to OTREC

This process applies to all evaluation documents.  This process should be undertaken for Adult Cessation Baseline Surveys and Adult Cessation Class/Batch Information Sheets when received by the RE Coordinator AFTER the class identification number has been assigned.  This process should be undertaken for the Adult Cessation Class Attendance Logs as they are received from the facilitator at the conclusion of the program.

1. Prepare to fax the documents to OTREC by carefully removing staples.  Also, verify completion of documents as much as possible, particularly with regard to the class identification.  You will NOT need a fax cover sheet.  Fax no more than 15 pages in a single transmission.  Multiple transmissions may be required.

2. All documents should be faxed to the OTREC Fax Data Entry Line at 216-368-0304 or 1-877-599-7677.  This fax number is to be used only for study data.  Do not fax documents other than evaluation tools to this line as they will not be received.

3. After successful fax transmission, return all documents to the packet.  Collect the fax transmission report from your fax machine and place this document in the packet with the surveys and Class/Batch Information Sheet.  Confirm that the number of pages transmitted matches the number of pages you sent.  

NOTE: The fax transmission report is generated by your fax machine, NOT OTREC.  Please refer to your fax machine owner’s manual if you are not sure how to obtain a fax transmission report.

4. After fax entry of evaluation surveys, log on to OTREC-DM at www.otrec.org to update status of class evaluation materials indicating the date documents were faxed to OTREC.  

To update evaluation tools which have been faxed to OTREC in OTREC-DM:

a) Once the Evaluation Data Tracking System opens on the screen, the RE Coordinator will need to enter the Log-in ID and Password.  This can also be obtained from the Statewide Field Coordinator at OTREC if the Log-in ID or Password is misplaced or forgotten.

b) After successfully logging in, click on “Adult Cessation”.   A table of existing classes will appear on the screen.  The classes are sorted by Class ID by default; however, classes can be sorted in ascending or descending order on any underlined column.  Find the class for which you would like to update submission of data to OTREC.  Click on the word “Incomplete” under the “Status” column.

c) After clicking on “Incomplete”, the Data Collection Reporting and Status Page will appear on the screen.  This page provides information about the class, and allows the RE Coordinator to enter the date that materials were faxed to OTREC. Fax date should be entered for the Class Information Sheet, Consent Forms & Baseline Survey, and Attendance Form.

5.  Once the data has been received by OTREC, OTREC staff will enter the date the data was received in the bottom row of the Data Collection Reporting and Status Page.  OTREC should report a received date within 48 business hours of receiving your fax.  After OTREC records receipt of the Class Information Sheet, the Consent Forms, and the Baseline Survey, the Class Status (on the Manage Class/Batch Assignments Page) will update from Incomplete to Complete.

OTREC will compile and report your adult cessation data into G-Wiz.
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