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Community Grants III Evaluation Manual

Community-Based Youth Prevention

Part 1: Youth Prevention Evaluation Materials

The following youth prevention evaluation materials will be assembled into packets by the RE Coordinators.  One packet will contain all evaluation materials required for the duration of the youth prevention program.  Creation of packets is discussed in Part 2.

Evaluation Packet:  
OTPF Youth Prevention Survey




OTPF Teacher Reporting Form




Facilitator Fidelity Checklist




Packet Identifier Labels

1. OTPF Youth Prevention Survey: This single page survey collects demographic information to assess program reach, as well as tobacco prevalence and exposure.  This anonymous survey will be completed by each youth receiving a tobacco prevention curriculum.

2. OTPF Teacher Reporting Form:  The term teacher is used interchangeably in this strategy with community-based site representative.  This should ideally be someone who oversees or coordinates the group of youth receiving the program, but is not the person implementing the youth prevention program.  This single page form allows a community-based site representative to provide feedback on program delivery and youth group characteristics.  The OTPF Teacher Reporting Form also provides an avenue to capture site representative e-mail address which will be used to ask the representatives to complete the Online Teacher Satisfaction Survey (description below) at a later time.

3. Facilitator Fidelity Checklist: The Facilitator Fidelity Checklist assesses how closely the Facilitator was able to comply with the selected prevention curriculum.  These checklists are specific to the prevention curriculum used and, where appropriate, the grade.

4. Packet Labels and other REC resources:  The documents described above  necessary to evaluate the youth prevention programs will be prepared in advance of the initiation of the youth prevention curriculum by the RE Coordinator.  This process is detailed more completely in Part 2.  Protocols, labels and other resources have been designed by OTREC to assist in document management and tracking.  These resources may be accessed at www.otrec.org  by the RE Coordinator.

5.   Online Teacher Satisfaction Survey: This survey assesses site representative satisfaction with tobacco prevention curriculum and facilitator.  The survey is administered online and therefore will not be included in the packet of materials provided by the RE Coordinator to the Facilitator.  The representative will be contacted via e-mail by OTREC to illicit completion of this web-based survey.  An incentive will be used to increase response rate.  

NOTE: When making copies of the original documents, please be sure to maintain the integrity of the form.  All four corner squares must be present on each copy, and the form ID and barcode box must be clear and present on each copy. 

Part 2: Preparation & Distribution of

Youth Prevention Evaluation Packet
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Agency Case Testing 1

OTPF YOUTH PREVENTION SURVEY
(4th Grade and Up)

1.What is today's date?

(B

2. Are you a boy or girf? 8. Have you ever tried cigarette smoking
even one or two puffs?

O Boy O 6in O Unknown
O ves O No O Unknown

3. How old are you? 9. During the last 30 days, on hiow many days

did you smoke cigarettes?
O goryounger O 12years old

O gyearsold O 13years old Oodays O 10t019days
© 1oyearsold O 14years old O tor2days O 201029 days
O 11 vearsold O 15 or older O 3to5days O all 30 days
O Unknown O 6to9days O Unknown

4.Wnat grade are youin? 10. Have you ever tried cigars, little cigars,

or cigarillos (e.q., Black & Milds),
O #thgrage O 7th grade even one or two puffs?

O sthgrage O 8th grade

No_O) Unknawn ]

Eooe © emet





HINT: To assist RE Coordinators in anticipating facilitator need of Youth Prevention Evaluation Packets,  OTREC provides a “Youth Prevention Packet Request” that can be completed by facilitators or sub-grantees and faxed or e-mailed back to the RE Coordinator.  For youth prevention programming, OTREC recommends that facilitators inform the RE Coordinator of their scheduled youth prevention programming 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. RE Coordinators will be responsible for the preparation of one Youth Prevention Evaluation Packet for each group implementation of a youth prevention curriculum (e.g. one packet for 5th grade after-school TNT program, another packet for 7th grade after-school LST program).  Each unique group of students receiving the program will need to be assigned a packet.

NOTE: All Youth Prevention Evaluation Materials will be posted on www.otrec.org  and available for download by RE Coordinators ONLY.  Original copies of all documents will also be provided in the OTREC Evaluation Training Manual.  RE Coordinators are responsible for making copies of the necessary documents and preparing packets with appropriate labeling for program facilitators. OTREC will not have any primary responsibility for other mechanisms of distribution.

2. Youth Prevention Evaluation Packets should contain the following documents:

a. Youth Prevention Evaluation Implementation Instructions

b. One copy of the OTPF Teacher Reporting Form

c. One copy of the appropriate Facilitator Fidelity Checklist

d. Enough copies of the one-page OTPF Youth Prevention Survey for each participating youth.  It may be advisable to calculate the necessary number of surveys based on the estimated class enrollment plus an additional 5 surveys.  In cases where the enrollment is unknown, be sure to overestimate.  Blank surveys can be used for another class.

NOTE:  The RE Coordinator may find it helpful to prepare the packets in advance with one copy of the Teacher Reporting Form and a consistent number of Youth Prevention Surveys, requiring only the addition of the appropriate Fidelity Checklist and any additional surveys when a packet is needed by a classroom facilitator. 
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OTREC recommends using a 10x12 envelope to create your packets.  These envelopes provide adequate space inside for several surveys.  

3. The Youth Prevention Evaluation Label should be placed on the front of the packet as shown on the example packet, and the known information should be completed (e.g. Site, Time, Facilitator Name).  The label can be downloaded a www.otrec.org and is designed to be printed on Avery 5164 labels.

4. Each packet will be tracked by a unique class ID number.  This step MUST be accomplished prior to the initiation of the prevention program.  The RE Coordinator will need to access the OTREC Document Manager (OTREC-DM) to obtain a class ID number.  This class ID number should be recorded on the packet label, Teacher Reporting Form, and Fidelity Checklist at this time.

Below is a brief description of the steps for obtaining a class ID number from OTREC-DM.  Please see the OTREC-DM supplement at the end of this section for more detailed directions.
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 “Youth Prevention” button or the tab labeled “Youth Prevention Class Assignments”

c) Click the “Add New Class” button.

d) Select ‘Community’ in the district and school drop down menus.  Enter the grade, program, teacher, and facilitator.  Please note: you must enter a response to each item.  You may select more than one grade by holding down the control key as you click on more than one grade.

e)  Click the “Create” button.

f) An ID number will be provided in the Youth Prevention 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 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:  12345

Class ID on data collection form:  99-12345

[image: image6.wmf]HINT: Agencies may choose to use the “Youth Prevention Evaluation Sign-In Sheet”, which can be downloaded at www.otrec.org, and should be printed on legal-size paper or scaled to print on letter-size paper.   This document can assist the agency in tracking each packet via the unique classroom identifier.  The RE Coordinator will record the packet number and sub-grantee information, with both the RE Coordinator and sub-grantee signing and dating as proof of “sign-out” of the packet.  Upon return of the packet, the RE Coordinator and sub-grantee sign and date on the same line, indicating “sign-in” of the packet.

Part 3: Implementation of Youth Prevention Evaluation Tools

1. The Youth Prevention Evaluation Packet, with unique class ID assigned, MUST be in the hands of the program facilitator prior to the commencement of the youth prevention program.

2. The facilitator should complete the appropriate section of the Facilitator Fidelity Checklist after EACH SESSION.  The date the session was completed, the number of minutes spent covering the session, and the activities covered within the session should be recorded immediately following each class session in order to obtain the most accurate information.  Facilitators SHOULD NOT wait until the end of a class day to record program implementation information for multiple classes.  When conducting the program in a community-based setting, write the name of the site in the spaces for “School District”.  Write the name of a site representative from the community-based setting under “Teacher”.  This person should complete the OTPF Teacher Reporting Form.

3. Facilitators should administer the one-page OTPF Youth Prevention Survey and the OTPF Teacher Reporting Form on the last day of programming.  Facilitators should allow AT LEAST 10 minutes at the end of the last session to administer the OTPF Youth Prevention Survey.  Information obtained from these surveys will be collated by OTREC and reported as fulfillment of work plans and assessment of agency reach.  

4. All surveys, both completed and unused, should be placed in the packet.

5. The packet containing the OTPF Teacher Reporting Form,  Facilitator Fidelity Checklist, OTPF Youth Prevention Survey, and any unused surveys, should be returned to the RE Coordinator within 48 hours of the completion of the youth prevention program.

6. See Part 3B, “Youth Prevention Evaluation Implementation: Instructions for Youth Prevention Curriculum Facilitators” for more detail, available at www.otrec.org.

NOTE: Agencies could require return of Evaluation Packet by facilitator to the agency within 48 hours (or comparable time period) of completion of the OTPF Youth Prevention Surveys to allow RE Coordinator adequate time to enter data.   This can be modified on the Youth Prevention Evaluation Implementation protocol.  Download and save the document, then alter the protocol to fit your agency’s needs.

Part 3B: Youth Prevention Evaluation Implementation
Instructions for Youth Prevention Curriculum Facilitators

Evaluation Materials in this Packet:

1. Facilitator Fidelity Checklist

2. OTPF Teacher Reporting Form

3. OTPF Youth Prevention Survey
 

1.  Facilitator Fidelity Checklist: The Facilitator Fidelity Checklist assesses how closely you were able to provide the material in each session as outlined in the published curriculum.  This checklist is to help the Ohio Tobacco Prevention Foundation better understand the programming that is being provided across the state.  These checklists are specific to the prevention curriculum used and, where appropriate, the grade. When conducting the program in a non-school setting, please write the name of the site in the spaces for “School District”.  Write the name of a site representative under “Teacher”.

HOW TO COMPLETE THIS FORM: Please complete the information for each session as you implement it with the students.  The date the session was completed, the number of minutes spent covering the session, and the activities covered within the session should be recorded immediately following each class session in order to obtain the most accurate information.  Please DO NOT wait until the end of a class day to record the information for multiple classes; the accuracy of the information could be affected.

2. OTPF Teacher Reporting Form:  This single page form allows the classroom teacher to provide feedback on program delivery and class characteristics.  

HOW TO COMPLETE THIS FORM:  You should provide this form to the site representative on the last day of programming.  Please be sure that all questions on the form have been completed before leaving the classroom.

3. OTPF Youth Prevention Survey: This single page survey collects demographic information to assess program reach, as well as tobacco prevalence and exposure.  This anonymous survey is to be completed by each youth receiving a tobacco prevention curriculum.

HOW TO COMPLETE THIS FORM: You should administer the one-page OTPF Youth Prevention Survey on the last day of programming. You should allow AT LEAST 10 minutes at the end of the last session to administer the survey.  Use the following script for survey administration:

SAY ALOUD: “You are now going to be asked to complete a brief survey.  You are going to be asked some questions that help us to describe the students who are participating in tobacco prevention classes.  Please do NOT write your name on this survey. This is NOT a test.  It will not count as a grade in any of your classes.  Please answer each question thoughtfully and honestly.  No one will know how you answer the questions on this survey, and your answers will not be shared with your parents or your teachers.  When you are finished with your survey, please place it in this envelope.” (Use the packet envelope to collect the surveys).

If a student has a question about the meaning of one of the questions, try not to interpret the question.  Have them answer to the best of their ability.  Students may leave questions blank if they are uncomfortable answering the questions. 

PLEASE RETURN THE COMPLETED MATERIALS TO (RE COORDINATOR) WITHIN 48 HOURS

NOTE:  This document is available for download at www.otrec.org and can be customized to your agency’s internal protocol (e.g. contact information and time frame).

Part 4: Data Entry and Reporting of 
Youth Prevention Evaluation Tools

1. Upon return of the Youth Prevention Evaluation Packet, the RE Coordinator should confirm that ALL surveys, both completed and unused, as well as the Teacher Reporting Form and Fidelity Checklist have been returned in the packet.  

2. Any unused Youth Prevention Surveys can be removed from the packet and used in another classroom packet to reduce waste of paper.

3. The RE Coordinator should gently remove the staple from the Fidelity Checklist.  The Fidelity Checklist and Teacher Reporting Form should be faxed to the OTREC Fax Data Entry Line at 216-368-0304 or toll-free at 1-877-599-7677.  DO NOT use a fax cover sheet.  Do not fax more than 1 Fidelity Checklist and 1 Teacher Reporting Form in a single fax transmission.  
4. After successful fax transmission, return the Fidelity Checklist and Teacher Reporting Form documents to the classroom packet.  Collect the fax transmission report from your fax machine and place this document in the packet.  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.

5. Go to the OTREC-DM available at www.otrec.org.    This system will be used to notify OTREC that documents have been faxed, in addition to allowing the RE Coordinator to enter the data from the Youth Prevention Surveys.  Please see the OTREC-DM supplement at the end of this section for more detailed directions.
6. Once OTREC-DM opens on the screen, the RE Coordinator will need to enter the Log-in ID and Password provided at the Evaluation Training Workshop.  This can also be obtained from the Statewide Field Coordinator at OTREC if the Log-in ID or Password is misplaced or forgotten.

7. After successfully logging in, click on “Youth Prevention”.   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 enter the Youth Prevention Surveys.  Click on “Incomplete” in the row of the identified class.  

8. Below the class information is Youth Prevention Survey Detail.  Click on “Enter Survey”.

9. The Survey Entry page will look similar to the Youth Prevention Survey.  Enter the data for the first survey.  After entering the data, record the number at the bottom of the entry screen on the bottom of the Youth Prevention Survey.  The number will be in a yellow box under the words “Office Use Only”.  
10. Click on “Enter Survey”, and continue the same process.  As you continue to complete surveys within the selected class, you will notice a table of results building at the bottom.  By clicking on the survey ID, you can access that survey and make corrections.  When you have completed entering surveys for the selected class, click on “Save My Work”.

11. Now, enter the date that each of the listed materials was faxed to OTREC.  The number of surveys entered into the online survey entry system for that class will show in the box on the far right.  As OTREC receives your faxes, the received date will be updated.

12. OTREC will compile and report your youth prevention evaluation data into G-Wiz.  OTREC will also follow up with classroom teachers to administer the online Teacher Satisfaction Survey.


[image: image1]
GWiz





Student Surveys





Teacher Reporting Form





Fidelity Checklist





OTREC









Ohio Tobacco Research and Evaluation Center (OTREC)
Comm YP - 11 -

at Case Western Reserve University


