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OTHER TOBACCO OTHER TOBACCO 
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Strategies by Goal Areas 
• Building Community Awareness

• Coalition Development
• Community Leader Relations
• Surveillance Data Collection

• Secondhand Smoke
• Outdoor Tobacco-Free Environment
• Tobacco Free Worksites

• Prevention
• Tobacco Free Schools
• School-Based Prevention Curricula
• Community-Based Prevention Curricula
• Prevention Curricula Training
• Establishing New stand Teams
• Supporting Existing stand Teams

• Cessation
• Intensive Adult Cessation
• Training Health Professionals
• Brief Interventions in Health Systems
• Employer Support for NRT
• Distribution of Quit Kits
• Promotion of Ohio Quits

OTHER TOBACCO CONTROL 

• Tobacco Free Worksites
• Employer Support for NRT
• Training Health Professional
• Brief Interventions in Health

Systems

THIS                    
TRAINING SESSION:
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Evaluation Tools for OTCEvaluation Tools for OTC
Work Plans
– what do you plan to do in each strategy?
– provided most of the information in your proposal.

Information gathering/data collection
– worksheets
– data collection protocols (where applicable)

Reporting Forms
– Progress Reports (program reach)
– Activity Reports (program activities)
– Evaluation Reports (external reporting)
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STRATEGY:

TOBACCOTOBACCO--FREE FREE 
WORKSITES WORKSITES 
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Tobacco Free WorksitesTobacco Free Worksites
Rationale:
–With the passage of Issue 5, it is important to work with 

local employers towards the implementation of the 
statewide smoke-free law.  

–It is also important to continue advocating for campus-
wide tobacco-free policies at all worksites in Ohio.  

–The evaluation component for this strategy assesses 
grantee progress towards passing and implementing 
campus-wide tobacco-free policies at the worksite
level.  

–Once policies have been adopted, grantees will identify 
the number of persons protected by the policy.
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WORK PLANS IN GWORK PLANS IN G--WizWiz

TOBACCO FREE WORKSITES

– One work plan for each worksite.
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WORK 
PLAN 

IN       
G-WizHow is this worksite 

involved with your CGIII 
grant?

Provide specific 
information about this 
worksite (county, name 
of worksite).

Estimated impact of 
policy initiative.

Name the work plan so that 
you’ll be able to remember 
it later.  Names cannot be 
changed later.

Same questions in each 
work plan – who can report 
on this work plan?  What is 
the budget for this 
strategy?  Start and end 
dates?

What is the focus of the 
initiative with this worksite?

One work 
plan per 
worksite.
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One work 
plan per 
worksite.

WORK 
PLAN 

IN       
G-Wiz

What departments or groups 
within the worksite are currently 

involved in the initiative?

If other Stakeholders are 
involved (but not listed), check 
“specify your own value” and 
type in a description of the 
stakeholder. 

What steps have already 
been taken to establish 
this worksite as a TFW? 

What specific steps 
will you take this year 
to help move the 
policy forward in this 
worksite?
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REPORTING IN GREPORTING IN G--WizWiz

TOBACCO FREE WORKSITES
PROGRESS REPORT: NONE
ACTIVITY REPORT:
– Bi-monthly reporting (February 28, 

April 30, June 30, August 31, 
October 31, December 31)

Evaluation Report:  NONE
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TobaccoTobacco--Free Free 
Worksites: Worksites: 
Reporting Reporting 
WorksheetWorksheet

INFO NEEDED FOR THE ACTIVITYREPORT

Located in the Evaluation Tools 
section of the manual.
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ACTIVITY 
REPORT 

IN         
G-Wiz

Enter a title that is easily 
identified for later recall. 

Assesses the policy at 
each reporting period.

What was accomplished 
during this reporting 
period?

Who was involved 
in this initiative this 
reporting period?

Was a tobacco-free campus 
worksite policy adopted during 
this reporting period?  

Was it a model policy?
If not, how was it modified?
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Place to tell your 
Program Manager 
at OTPF if your 
work plan has 
changed during 
this reporting 
period.

What are your 
plans for the 
next reporting 
period?

ACTIVITY 
REPORT 

IN         
G-Wiz

Anything 
else to 
share?
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STRATEGY:

EMPLOYER    EMPLOYER    
SUPPORT FOR NRT SUPPORT FOR NRT 
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Employer Support for NRTEmployer Support for NRT

Rationale:
– This strategy is intended to increase program 

sustainability by obtaining employer support for 
NRT.  

– The evaluation component for this strategy is 
designed to provide qualitative information 
regarding the specific approaches used to 
obtain employer support.



OTREC at Case Western Reserve University

-15-

WORK PLANS IN GWORK PLANS IN G--WizWiz

EMPLOYER SUPPORT FOR NRT
– One work plan per funded grantee
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One work plan 
per funded 

grantee.

Name the work plan so that you’ll 
be able to remember it later.  
Names cannot be changed later.

WORK 
PLAN 

IN       
G-Wiz

Same questions in each work 
plan – who can report on this 
work plan?  What is the budget 
for this strategy?  Start and end 
dates?

This is an exploratory year for 
evaluating this strategy.  Please 
provide your initial plan for 
Employer Support for NRT in as 
much detail as possible.  With 
your help we will further fine 
tune this strategy’s evaluation.
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REPORTING IN GREPORTING IN G--WizWiz

Employer Support for NRT

PROGRESS REPORT: None
ACTIVITY REPORT:
– Bi-monthly reporting (February 28, April 30,  

June 30, August 31, October 31, December 31)

Evaluation Report:  None 
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Employer Employer 
Support for NRT: Support for NRT: 

Reporting Reporting 
WorksheetWorksheet

INFO NEEDED FOR THE ACTIVITYREPORT

Located in the Evaluation Tools 
section of the manual.
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ACTIVITY 
REPORT 

IN         
G-Wiz

This is an exploratory year for 
evaluating this strategy.  Please 
provide updates each reporting 
period of your activities in this area 
and if your initial plan has 
changed…and how.   

Through your reporting, we will 
further fine tune this strategy’s 
evaluation.
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STRATEGY:

TRAINING HEALTH TRAINING HEALTH 
PROFESSIONALS       PROFESSIONALS       

IN BRIEF IN BRIEF 
INTERVENTIONS INTERVENTIONS 
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Training Health Professionals  Training Health Professionals  
in Brief Interventionsin Brief Interventions

Rationale:
– This strategy is one component of 

institutionalizing cessation interventions in 
health systems.  

– The evaluation component for this strategy 
identifies the number of persons trained, the 
estimated number of patients who will benefit 
from the trainings, and the satisfaction levels of 
those trained.
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WORK PLANS IN GWORK PLANS IN G--WizWiz

Training Health Professionals in 
Brief Interventions

– One work plan per funded grantee
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WORK 
PLAN 

IN       
G-Wiz

Name the work plan so that you’ll 
be able to remember it later.  
Names cannot be changed later.

Click on each of the 
counties in which you will 
provide training to health 
professionals (you may 
select more than one).

As per the RFP, you 
must commit to training 
health professionals in 
the 5 A’s model. 
Confirm this 
understanding.

Same questions in each work 
plan – who can report on this 
work plan?  What is the budget 
for this strategy?  Start and end 
dates?

One work plan 
per funded 

grantee.
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Type in the proposed 
number of people 
you will train this 
year, by type 
(physicians, nurses, 
social workers, etc.).

This asks you to 
acknowledge that you 
will forward all 
participant surveys to 
OTREC for processing. 

WORK 
PLAN 

IN       
G-Wiz

Who’s providing the 
training?

Physicians

Dentists

Respiratory Therapists

Social Workers

Nurses

Will you include the 
Quit Kit as part of the 
training?

One work 
plan per 
funded 
grantee.
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Data Collection ProtocolData Collection Protocol
In addition to the basic information reported in 
the Progress and Activity Reports, this strategy 
has a data collection protocol for collecting the 
Brief Intervention Trainee Survey. 
All training participants must complete the BIT 
survey at the end of the training.
Please carefully read the protocol section of 
the manual on how the surveys should be 
prepared, implemented and returned to 
OTREC.
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Data Collection ProtocolData Collection Protocol
OTPF Brief Intervention Trainee Survey: This 
single page survey collects demographics and 
training satisfaction information from each 
individual participating in the Brief Intervention 
Training.  This anonymous survey will be 
completed by each individual receiving brief 
intervention training.

RE Coordinators should prepare packets for 
each training session, containing enough 
surveys for the estimated number of participants.



OTREC at Case Western Reserve University

-27-

Creating the PacketsCreating the Packets

Brief Intervention Training
Intervention: _____________
Training Site: ____________
Date: ______________
Trainer: ____________

# Surveys Completed: ______

1. Download the packet label file 
from otrec.org.  

2. Print out the packet labels. You 
can create your own – just be 
sure that all information is 
included.

3. Copy surveys.

4. Create packets with enough 
surveys for each class.

5. Provide instruction to the 
facilitators regarding the 
completion of the packets and 
the turn around time.
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The BIT Survey is 
created on a 

scannable form.  

BUT TAKE CARE!
To be read by OTREC’s

scanner, each copy must 
have the four corner 
boxes fully visible.

Reproducible BIT 
surveys are included 
in your manual.  You 
may also download 

the .pdf from the 
otrec.org website.

AND the form ID and barcode box 
must be clear and present on each 
copy.
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Brief 
Intervention 

Trainee Surveys

OTRECOTREC

Steps to submitting the BIT surveys to OTREC
1. Collect completed BIT surveys from facilitators.

2. Fax surveys to OTREC’s Data Entry Line at   
216-368-0304 or toll-free at 1-877-599-7677.

3. DO NOT use a fax cover sheet.  Do not fax more 
than 15 surveys in a single fax transmission.

4. Upon receipt, OTREC sends email to RE 
Coordinator confirming receipt.

5. OTREC processes survey data.

6. OTREC submits results to G-Wiz.

7. Retain packets for one year.
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Brief Brief 
Cessation Cessation 

Intervention Intervention 
Training: Training: 
Reporting Reporting 
WorksheetWorksheet

INFO NEEDED FOR 
THE PROGRESS 
AND ACTIVITYREPORT

Located in the Evaluation Tools 
section of the manual.
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REPORTING IN GREPORTING IN G--WizWiz
Training Health Professionals

PROGRESS REPORT:
– Bi-monthly reporting (February 28, April 30, June 30, 

August 31, October 31, December 31)

ACTIVITY REPORT:
– Bi-monthly reporting (February 28, April 30, June 30, 

August 31, October 31, December 31)

Evaluation Report:  
– Results of BIT surveys: provided by OTREC.
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Target Number you 
defined in your 

work plan

Cumulative 
Target 

Reached

Percentage 
Completed

Enter the number of 
health professionals in 
each category that you 

trained this period.

PROGRESS 
REPORT IN     

G-Wiz

The target 
numbers are 
automatically 
generated 
from your 
work plan.

Any comments about the 
individual you trained in 

each category?

How many people did you train 
during this reporting period?
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ACTIVITY 
REPORT 

IN           
G-Wiz

Place to tell your 
Program Manager at 
OTPF if your work plan 
has changed during 
this reporting period, 
any barriers you faced 
or important lessons 
learned.

Name the Activity Report so that you’ll be 
able to remember it later.  Names cannot 
be changed later.

If you have not submitted the 
relevant reporting forms to 
OTREC by the time you submit 
your Activity Report, you will 
need to explain why.  

How many surveys did you fax back to 
OTREC?  This will provide an additional 
quality check.

Briefly describe the 
trainings that were provided 
this reporting period. 
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3.  Evaluation Report3.  Evaluation Report

OTREC will provide summaries of 
your training health professional 
data collection efforts here.
– Number of participant surveys (BIT 

surveys) received by OTREC. 
– Potential number of individuals (smokers) 

who will be reached through the trained 
participants’ effort.
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STRATEGY:

POLICY AND BRIEF POLICY AND BRIEF 
INTERVENTIONS INTERVENTIONS 
WITHIN HEALTH WITHIN HEALTH 

SYSTEMS SYSTEMS 
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Policy and Brief Interventions Policy and Brief Interventions 
Within Health SystemsWithin Health Systems

Rationale:
– This strategy is one component of institutionalizing cessation 

interventions in health systems.  
– The evaluation component for this strategy assesses the 

extent to which grantees have established policies to screen 
all patients for tobacco use, to provide brief cessation 
interventions to tobacco users, to document tobacco use 
status in patient medical records, and to make referrals to 
appropriate quit services.  

– Data will be collected and reported for each health system 
that receives funding or houses services through the OTPF 
grant.  Data will not be collected or reported for departments 
or units within a larger health system.
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Policy and Brief Interventions Policy and Brief Interventions 
Within Health SystemsWithin Health Systems

Health System Definition
– For CGIII, health system refers to a group of organizations 

or an organization and its subsidiaries whose primary 
function is to promote, restore or maintain health.  Under 
this definition, health systems include:

• hospitals, 
• private clinics and physicians offices, 
• dental clinics and offices, 
• public health clinics, 
• health departments, 
• mental health and substance abuse treatment facilities.
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WORK PLANS IN GWORK PLANS IN G--WizWiz

Policy and Brief Interventions 
Within Health Systems

– One work plan per health system.
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WORK 
PLAN 

IN       
G-Wiz

Name the work plan so that you’ll 
be able to remember it later.  
Names cannot be changed later.

Same questions in each work 
plan – who can report on this 
work plan?  What is the 
budget for this strategy?  
Start and end dates?

You must complete a 
separate work plan for each
of the health systems you are 
working with.  Enter the name 
of the system here.

Pull down menu lists all 
the counties in Ohio.  
Click on the county were 
the health system is 
primarily located. 

How many patients are 
served by this health 
system each year?

What type of a 
facility is it?  
Check all that 
apply here.

One work 
plan per 
health 
system
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One work 
plan per 
health 
system

WORK 
PLAN 

IN       
G-Wiz

WORK PLAN for Policy and Brief Intervention in Health Systems (continued)

Confirms your 
understanding that you 
are responsible for 
completing a Tobacco-
Free Worksite work plan 
for this health system.  

What services 
does this health 
system provide?

If the health system does 
not have a campus-wide 
tobacco-free policy, you are 
asked these two additional 
questions to determine the 
current level of policy.

Does this health 
system have a 
campus-wide 
tobacco-free 
policy?
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Will patients receive 
brief cessation 
interventions as a 
direct result of your 
OTPF grant?

WORK 
PLAN 

IN       
G-Wiz

WORK PLAN for Policy and Brief Intervention in Health Systems (continued)

Confirms your 
understanding that you are 
responsible for conducting 
the Health System 
Assessment with each 
health system you are 
working with.

If yes, how many patients 
do you estimate will receive 
brief interventions during 
this year as part of OTPF 
funding?

And how will keep 
track of who receives 
brief interventions?

Finally, will the health 
professionals use the 
fax referral system?

One work 
plan per 
health 
system
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Data Collection ProtocolData Collection Protocol
In addition to the basic information reported in the 
Progress and Activity Reports, this strategy requires 
the completion of a Health Systems Assessment for 
each health system grantees are working with. 

The Health Systems Assessment must be completed 
within 45 days of the grant year (by February 15th). 

Please carefully read the protocol section of the 
manual on how the HSA should be prepared, 
implemented and returned to OTREC.
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Data Collection ProtocolData Collection Protocol
Health Systems Assessment : Is a modified, nationally 
recognized instrument that assesses:
– current tobacco policies within the health system;
– policies regarding the screening of patients for tobacco use;
– policies on providing brief cessation interventions to tobacco 

users;
– if and how the system documents tobacco use status in patient 

medical records; and,
– whether the system makes referrals to appropriate quit services.

The survey is interviewer administered, to be completed 
by the RE Coordinator (or designee) either by phone or in 
person.
Completed surveys are to faxed to OTREC within 48 
hours of completion. 
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HEALTH SYSTEMS ASSESSMENT SURVEY

Currently being 
finalized and will be 

available for 
download on 

otrec.org by mid-
December.
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Data Collection ProtocolData Collection Protocol

Download scannable survey from 
otrec.org.
Make sure that each page of the copy has 
the 4 corner boxes in place.
Contact health system representative and 
interview by phone or in person.
Use the OTREC fax back system.



OTREC at Case Western Reserve University

-46-

Health System 
Assessment 

(HSA)

OTRECOTREC

Steps to submitting the HSA to OTREC
1. Make sure that all questions are complete.   

2. Fax surveys to OTREC’s Data Entry Line at   
216-368-0304 or toll-free at 1-877-599-7677.

3. DO NOT use a fax cover sheet.   Fax only one 
survey per transmission.

4. Upon receipt, OTREC sends email to RE 
Coordinator confirming receipt.

5. OTREC processes survey data.

6. OTREC submits results to G-Wiz.

7. Retain surveys for one year.
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REPORTING IN GREPORTING IN G--WizWiz

Policy and Brief Interventions in Health Systems

PROGRESS REPORT: 
– Bi-monthly reporting (February 28, April 30, June 30, 

August 31, October 31, December 31) 

ACTIVITY REPORT:
– Bi-monthly reporting (February 28, April 30, June 30, 

August 31, October 31, December 31)

Evaluation Report:
– OTREC receipt of completed Health System 

Assessment for this health system.
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Policy and Brief Policy and Brief 
Interventions within Interventions within 

Health Systems: Health Systems: 
Reporting Reporting 
WorksheetWorksheet

INFO NEEDED FOR THE PROGRESS 
AND ACTIVITYREPORT

Located in the Evaluation Tools 
section of the manual.



OTREC at Case Western Reserve University

-49-

Target Number you 
defined in your 

work plan

Cumulative 
Target 

Reached

Percentage 
Completed

Enter the number of 
patients who received 

brief intervention 
counseling in this health 

system this period.

PROGRESS 
REPORT IN     

G-Wiz

The target 
numbers are 
automatically 
generated 
from your 
work plan.

Any comments about this 
strategy?

How many patients received brief 
intervention counseling in this health 

system this reporting period?
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Name the Activity Report  so that 
you’ll be able to remember it later.  
Names cannot be changed later.

Using the worksheets 
in your manual will 
help you to keep track 
of these details such 
as those listed on this 
page.

ACTIVITY REPORT 
IN G-Wiz

What have you done this 
reporting period to get the 
health system to screen all 
patients for tobacco use?

Any notable 
accomplishments in this 
area?  If yes, describe.
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ACTIVITY 
REPORT 

IN        
G-Wiz

Using the worksheets 
in your manual will 
help you to keep track 
of these details such 
as those listed on this 
page.

What have you done this reporting 
period to get the health system to
flag medical records for tobacco 
use status?

Any notable 
accomplishments in this 
area?  If yes, describe.

What have you done this reporting 
period to ensure that brief 
cessation interventions are 
provided to all patients within 
this health system? 

Any notable 
accomplishments in this 
area?  If yes, describe.
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ACTIVITY 
REPORT 

IN        
G-Wiz

Anything else to share 
about your activities this 
reporting period?

Place to tell your 
Program Manager at 
OTPF if your work plan 
has changed during this 
reporting period.

Face any barriers?

Important lessons 
learned?
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3.  Evaluation Report3.  Evaluation Report

OTREC will provide a status update 
with regard to the completion (and 
receipt) of the Health System 
Assessment. 
– Date of receipt through the fax back 

system.
– Status (not received, received and 

incomplete, complete)
• Received and incomplete will be returned.
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ANY ANY 
QUESTIONS??QUESTIONS??


