Community Grants III Evaluation Manual

Adult Smoking Cessation

RE COORDINATOR CHEAT SHEET

Please see the full group cessation or individual cessation protocol for more complete instruction.  This Cheat Sheet can be applied to either protocol and is designed to serve as a quick reference for evaluation activities associated with adult group smoking cessation programming.
1. Assemble the packet of evaluation materials containing:

a. Adult Cessation Baseline Surveys
b. Adult Cessation Class/Batch Information Sheet

c. Adult Cessation Attendance Log

All materials should be placed in a single envelope and labeled using the Packet 

Identifier labels.

2. Log onto OTREC-DM, https://htmldb.case.edu/htmldbp/f?p=240 , to obtain a unique class/batch ID number.  Record this number on the Packet Label as well as the Class/Batch Information Sheet and Attendance Log.

3. Distribute packet to program facilitator.

4. The program facilitator will:

a) Administer the Adult Baseline Cessation Survey at the beginning of the first cessation class meeting.

b) Complete the Class/Batch Information Sheet including accurately transcribing the unique survey number at the bottom of each adult baseline survey completed for this class to this form.

c) Initiate the Class Attendance log at the first class meting and update it at each subsequent session.

d) Return all completed evaluation materials to the RE Coordinator.

5. Fax completed evaluation materials to the OTREC faxback line (216-368-0304 OR 877-599-7677).

6. Update OTREC-DM on status of evaluation materials faxed to OTREC.
7. At the end of every reporting period, and once OTREC has indicated that all materials have been received, mail the first page of the Baseline Surveys (follow-up waiver) to OTREC through certified or registered mail.
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