Community Activity Tracking

CAT

User’s Manual

August 2006

Developed by RTI International for the
New York Tobacco Control Program

INTEERNATIONAL



Community Activity Tracking System
User’'s Manual

Table of Contents

OVEIVIEW .. e 4444444 £ e e e e e e e e e e e s 3
AAMINISTTALION ... e 7
Contact INFOIMALION ... e e s 7
ANNUAI PIANS i 9
ENtering NEW STrat@giesS. ......ooeeiiiiiiiii ettt e e e e 9
o L1 g IS (= 1= 0 | (=TT 25
DeletiNng 8 SrAtEQY. ... . eeeeieeiiiiiiiiii ittt e e e 26
Monthly Strategy REPOIS .....oevviiiiiiiie e 29
INFraStrUCIUrE REPOITS ... e 30
Entering data into a Monthly Strategy RePOrt............uuvevieeiiiiiiiiiiiiiiiiiieeeeeeeee 37
SEALEQY STALUS ..eeeii et e e 39
“Government Policy-maker Education” MSR..........cooiiiiiiiii e 44
“Paid Media” MSR ... ..o e e 46
“‘Community EAUCAtION” MSR ... e 49
“Monitoring / Assessment of Organizational Policies/Practices” MSR..................... 52
“Survey of public’s knowledge, attitudes, beliefs, behaviors” MSR ......................... 53
“Advocating with Organizational Decision-makers: CPS/YPS” MSR................ece. 55
“Advocating with Organizational Decision-makers: Cessation Centers” MSR.......... 57
] 010 4 K= PP UPPPRTT 59
LOCAl EVAIUALIONS. .....coiiiiiiiiiiiieceeeeee e 65
CESSALION CBNTEIS ...ttt s e e e 73
Cessation Center Monthly Strategy RepOItS..........uuiiiiiiiiiiiiei e 75
QUATTEITY REPOIS ... e e 83
SCNOOI POIICY PAITNEIS ... .. ee e 93
Target SChools and DISHICES .........cooiiiiiiiii e 93
“Advocating with Organizational Decision Makers — School Partners” MSR............. 94
(O 1= T (=74 YA =T o[0T 102
O e s 113
ANNOUNCEIMENTS ...ttt e e e e e e e e e e e e e e e nnnr e e e e e e eennes 113
BUIETIN BOAIT.......eeeiieeieeeiieeee ettt e e e e e e e e e e e e e e eeeees 114
(07 AN I €1 (0117 1 Y2 119
B A D o s 124
(0] 01 =T o] K= T T 126

Page 2 of 126 CAT questions? Call 800-848-4091



Welcome to the
Community Activity Tracking (CAT) system!

Overview

About this Manual

This manual is designed to guide the user through the Community Activity Tracking (CAT) system
designed by Research Triangle Institute (RTI). The manual will be updated periodically. This
manual reflects changes as of September 12, 2006.

CAT Objectives

The purpose of CAT is to allow TCP Partners (Community Partnerships, Reality Check Youth
Partners, Cessation Centers, and School Policy Partners) to efficiently document critical dimensions
of their strategies and the immediate outcomes of those strategies. CAT will also allow NYS TCP
staff at various levels to review any Partners’ specific plans or Strategy reports, and to call up
reports aggregating data for an individual Partner or across multiple Partners.

CAT will thus primarily collect data to serve several purposes:

§ Help Partners monitor their strategies, resources, and program schedules as outlined in their
Work Plans.

8 Generate reports that Partners can use to document their efforts, for example:
8 number and type of strategies related to any given goal or objective
§ amount of earned media achieved by the Partner as an outcome of a particular event, or
related to a broader set of activities
8 number of strategies related to specific statewide initiatives

§ Assist NYS TCP Area Managers in monitoring strategies of individual Partners or groups of
Partners. As noted above, CAT reports will document Partners’ adherence to original Work
Plan timelines, and will provide status reports on individual strategies or groups of strategies
(indicating, for example, whether strategies have a status of planning, ongoing, suspension, or
completion).

§ Allow TCP Area Managers, by collecting information on “reasons for success” and “barriers”
related to specific Partner strategies, to share such information among the Partners.

8 Assist TCP staff in reporting to other stakeholders, such as CDC and New York State officials.

§ Provide evaluation data, which RTI uses to prepare an annual Independent Evaluation Report.

Conceptual Overview

CAT's primary focus is on the strategies that you have created, planned and implemented. You have
planned strategies that relate to the Goals and Objectives of the NYS TCP Strategic Plan, and CAT
assumes that each Strategy is related to one specific Goal-Objective combination. If you are
implementing two very similar sets of activities related to two different Goal-Objective combinations,
you will report them as two different strategies in CAT.
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CAT also requires you to classify each Strategy into one (and only one) “Focus Area.” These Focus
Areas are functional categories, recognizing that different strategies require different tactics —from
community education to advocacy to monitoring businesses’ behavior.

For each Strategy, CAT requires that you enter specific information on that Strategy and, in any
month when you perform work on that activity, to enter a Monthly Strategy Report.

Accessing CAT

CAT is located at https://nytobacco.rti.org. To access CAT, you will need a user ID and password.
Each funded partners contract will have a single CAT account. Multiple staff working on the same
contract would share the same user ID and password. If you need a user ID or password, see the
last page of this manual for contact information for the CAT Liaison or CAT Administrator.

System Requirements

Access to CAT requires a computer with web access. The recommended web browser is Internet
Explorer (version 5+) or Netscape Navigator (version 7.1+), with Cookies and JavaScript both
enabled. The system will work with most other browsers, but will not be optimally displayed.

Logging In

To log into CAT, enter your user ID and password (not case-sensitive) on the login screen (Figure 1)
and click on the “Login” button. Click the box beside “Change my password” if you would like to
change your password to something you'll remember more easily. If you need help logging in, click
the link (“Need help logging in?”) at the bottom right side to send an email to the site administrator.

AT DOl

Community Activity Tracking

Figurel. Login screen

UserlD:
Password

[~ Change my Password

Login |
et |

Meed help logging in?

CAT automatically times out after 55 minutes of inactivity, logging you out of the system and taking
you back to the login screen. You will receive a 3-minute warning before the system times out.
Remember to save your work regularly.

Overview of the Main Page

Once you log in to CAT, you will see the CAT header menu at the top of the page and the Events and
Announcements below (Figure 2).
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Figure 2. Main CAT page

Fy: c AT Communi;y A;:ntlvrlty_l Tracking .Oll

Annual :  Monthly Strategy  : Reports | Local Level : School Policy : Cessation Center
Plans+ i Reports ; P ; Evaluation ; Outcomes : Outcomes

Administration ~

Welcome to CAT

CAT Training Module [WHMV) | Click here to open the CAT Taobacco Contral |C!ick here to apen a new
online tutorial {(Windows Media window to link to the Tobacco
File farmat) Control journal website

CAT Training Module (Flazh) | Click here to open the CAT

online tutorial {Flash format)

Events and Announcements

Fiscal Year now defaults to 2006-07!

To continue submitting monthly strategy reports for the current 05-06 contract year, you MUST select "05-06" from the fiscal yvear menu in the
top left-hand corner of the screen,

Wednesday, June 7, 2006

The header menu contains headings (See Figure 2) and a link to log off of the system. These
headings are available on every screen within the CAT system and should help you navigate through
the system easily. The headings and their links are described in more detail in the following sections.
Some partner modalities will have access to sections that other modalities will not. For example, only
School Policy Partners will access the “School Policy Outcomes” section.

Fiscal Year menu
There is a pull-down menu at the top of each CAT screen that indicates the Fiscal Year to which your

work plan and evaluation plan are related. You will only see additional options in this menu as the
state-level CAT Administrator enables them. The default is set for the current fiscal year.

CAT Functions

You will enter a variety of types of information into CAT. Some will be text or numbers, and there are
also different structures of questions which require you to indicate your response. These include
circles, check boxes, pull-down menus, and selection boxes.

When you see several circles beside response options, such as “yes” and “no,” you can select only
ONE response.

II!HYE!s o Mo
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When you see several check boxes together, you can select all the responses that apply.

Strategy Planning Data
Please check the boxes for all planning activities that were conducted this rionth,

[ worked on developing survey instrument
[ worlked with survey firm
[7 worked on Protocol Review Formm (PRF)

[ Submitted PRF and survey instrument for TSERT approval

[T Submitted PRF and survey instrument for IRE approwal

When you see a pull-down menu, click the small triangle on the right side of the pull-down menu
bar. This will enable you to view the list. You may need to scroll further down the list to view all of

the options. Click on the most appropriate option (you can only choose ONE), and that item will
display in the pull-down menu bar.

Cm-gaing vI

Completed
Suspended

Selection boxes display response options, and allow you to select one or multiple items. In CAT, all
of these multiple-selection boxes have a light blue background. To select one item, click on that item.
To change your selection, click on a different item. After you have selected one item and you would

like to select additional items, hold down the Control (“Ctrl”) key and then click with the mouse on any

additional items. You will be able to distinguish which ones you selected because they will remain
highlighted.

O] O DA

Counties bevond catchrment areall
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Administration

Contact Information

< AT Comr?uin y Activity .Oll Logoft

Tracking
Adriiisimmiion. | Annual Plans. | Monthly Strategy Reports | Reports | Local Evaluations~ @ Cessation Center Outcomes- Other-
Contact Info qﬂn]

You need to complete the entire Contact Information page before you can continue to other
sections of the CAT system. Figure 3 shows a snapshot of the screen you will see once you have
chosen the “Contact Info” link under the “Administration” heading. Instructions for each field on this
screen are provided in Table 1 below.

Figure 3. Contact Info Screen

- ez QAT communiy Actisiy Tracking IDOM
Community Activity Tracking
AT Annual : Monthly Strategy Local Level School Policy Cessation Center
e - Plans- : Reports (RUERCUZY Evaluation : Outcomes : Outcomes AT
Contact Information: What yOU enter here as
— your organization name will
PETCIP GERREETR (e (i.e. Big N City Reality Check, Rural Area Tobacco-free Community Partnership) dISpIay on the tOp Ieft

corner of your screen.

Partner Type ICu:m’\rﬂunltl,I Partnership _r

Grant Mumber |

Street Address |

(continued) |

City |
Zip I
Primary Cantact Person I
Title | {i.e. Project Coordinator, Project Manager)
Fhone |
far S Your email address will be
<// used to send updates,
< E-mail address % important documents, and
questions about your entries.
Fiscal Agent |

Fiscal Agent Mame |

(Agent)Phane I

(Agent)E-mail |

Catchment area

Ny Counties: Counties in your Catchrent Area:
~
ALLEGANT
BRONY <= Remove
BROOCME
CA'I_I'ARAUGUSLI

@7 You must click Submit to save your entries or updates.
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Table 1. Contact Information screen

Field name Instructions for completing the field
Partner Organization Enter your organization name (e.g., Big NY City Reality Check). This determines
Name what displays at the top of the screen, so make sure it is what you call your
organization
Partner Type Choose one response option from the pull-down list:

- Cessation Center

- Community Partner

- Youth Partner

- School Policy Partner

Grant Number Enter your grant number

Street Address Enter the street address of your organization

City Enter the city of your organization

Zip Enter the zip code of your organization

Primary Contact Person | Enter the name of the Primary Contact Person from your organization for the
CAT system

Title Enter the title of the Primary Contact Person from your organization

Phone Enter the phone number of the Primary Contact Person

Fax Enter the fax number of the Primary Contact Person

E-mail address Enter the e-mail address for the Primary Contact Person from your organization.

To enter additional email addresses, type the first email address, and then enter
a semi-colon, a space, and the next email address. This is the email address we
will use for CAT Updates, documents, information, and questions.

Fiscal Agent Enter the Fiscal Agent for your organization (the organization receiving the grant)

Fiscal Agent Name Enter the name of the Fiscal Agent for your organization (the person managing
the grant)

(Agent) Phone Enter the phone number for the Fiscal Agent for your organization

(Agent) E-mail Enter the e-mail address for the Fiscal Agent for your organization

Catchment Area Highlight the name of each county within your catchment area and click on the

“Add” button to add them to your list. To select more than one county name at a
time, hold down the Control (“Ctrl”) key and click the names of all the counties
you want to select, and then click the “Add” button. To remove a county from
your list, highlight the name of that county and click the “Remove” button.

Once you have entered information into all of the fields, click the “Submit” button. You may
return to this page and update contact information at any time.
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Annual Plans

Entering New Strategies

2006-2007 -

Delete Stra

News Strateg
Welcome tgedit strateii?/
¥

In the Annual Plans section of CAT, you will enter your Work Plan, much as you entered it in hard
copy previously. You will enter, for each Strategy, the Goal and Objective to which it is related, then a
description of the Strategy. Each Strategy must be linked to a single Goal-Objective combination
from the NYTCP Strategic Plan. Table 2 shows an overview of the process of entering your work
plan into CAT one strategy at a time. The actions and specific data entry steps are covered in greater
detail for each Focus Area in the following sections. You may access hard copies of the strategy
entry screen for each Focus Area on the CAT Bulletin Board.

Table 2. Overview of process of entering Strategy into CAT

. Select Goal and Objective

. Indicate whether the strategy is part of a TCP Partner Joint Strategy

. Assign a unique Strategy Name — keep it clear and concise

. Type in Strategy description

. Type in SMART Outcome

. Select a Focus Area

. Indicate whether the strategy work is being done by a Mini-grant Recipient

. Provide a Timeline

© 00 N o o b~ W DN P

. Identify the strategy as:
Part of the ASP Initiative
Part of a Regional Action Plan
Part of an Area Action Plan

To begin, go to the “Annual Plans” header and click on “New strategy.”

Select the Goal and Objective. The first screen will prompt you to select the Goal and objective
for the strategy you're entering (see Figure 4). Table 3 lists the goals and objectives.

Page 9 of 126 CAT questions? Call 800-848-4091



Figure 4. Goal and Objective selection screen

P e EAT Community A(':ntlwti Tracking .Oll

Administration ~ Annual Plans- Monthly Strategy Reports Reports Local Level Evaluation Cessation Center Outcomes

Fiscal Year 2007 Goals and Objectives

You may select only one
objective per strategy. Click
Goal 1: Eliminate exposure to SHS the CirCle to indicate the
Objective: . . .
©  Increase compliance with Mew York’s comprehensive clean indoor air law appropnate _ObJeCtlve and then
{© Increase the percent of adults and youth wha live in households where smoking is prohibited CIICk “SmeIt'”
" Increase the percent of adults who drive or ride in vehicles where smoking is prohibited
" Increase the number of educational institutions that effectively implernent tobacco-free policies
{©  Increase the percent of adults and youth who live in households and drive/ride in vehicles where smoking is prohibited
Goal 2: Decrease the social acceptability of tobacco use
Objective:
{©  Increase anti-tobacco attitudes among youth and adults
{© Increase # of sporting, cultural, entertainmnent, art, and other events that have written palicy prohibiting TI sponsarship
~  Reduce tobacco prormotions in sporting, cultural, entertainmment, art and other events in cormrmunity, region, and state
~  Reduce tobacco promotions occurring in bars, fraternities, and other “adult only” facilities
¢~ Reduce the amount of tobacco advertising in the retail environment
" Increase # of magazines and newspapers that have a written policy prohibiting acceptance of TI or product advertising
= Increase # of local laws, regulations and voluntary policies that prohibit tobacco use in outdoor areas and in proximity to building entryways
Goal 3: Promote cessation from tobacco use
Objective:
= Increase # of HOPOs that have a systern to screen all patients for tobacco use and provide brief advice to quit at all visits
" Increase % of smokers who quit successfully (for at least & mos) in past 12 months
{©  Increase # of Medicaid recipients who access pharmacotherapy for smoking cessation through Medicaid or the Quitline
© Increase % of smokers with health insurance who report that their health plan covers tobaceo dependence treatrment
" Increase # of smokers referred to the Mew York State Srmokers’ Quitline through the Fax-to-Quit program
" Increase % of smokers who have heard of and called the Mew York State Smokers’ Quitline
Goal 4: Prevent the initiation of tobacco use
Objective:
(" Increase the unit price of cigarettes sold in Mew York State
= Increase # of jurisdictions that levy their own cigarette excise taxes and increase the armount
" Increase % of adults who agree that movies rated G, PG, and P5-13 should not show actars sroking
" Decrease # of movies rated G, PG, and PG-13 that contain smoking or tobacco product placement
{© Increase # of jurisdictions with 5% or less illegal sales rate to minors

Goal 5: Build and maintain an effective TCP infrastructure

Objective:
" Ensure adequate level of staffing and funding to implerment effective tobacco contral activities
& Strengthen community partner infrastructure to enhance community collaboration and maintain community support
{~  Strengthen area and regional infrastructure to promote coardination and collaboration amaong partners
= Enhance cormmunication and collaboration armong the TCP, community partners, and statewide stakeholders
(" Establish roles, responsibilities and competencies for all program staff
{© Tobacco contral program staff and partners participate in professional development opportunities each year
Goal 6: Contribute to the science of tobacco control
Objective:
©  analyze and synthesize data from existing data systems to maonitor progress toward program goals
" Develop and implernent data collection systerns and studies to monitor, measure, and help understand the impact of the TCP
" Increase # of tobacco control program interventions that are evaluated
& Docurnent and disserninate findings frorm TCP activities and initiatives on an ongoing basis

Subrnit I
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Table 3. Goals and objectives

Goal

Objectives

1. Eliminate
exposure to
SHS

Increase compliance with New York’s comprehensive clean indoor air law
Increase the percent of adults and youth who live in households where smoking is
prohibited

Increase the percent of adults who drive or ride in vehicles where smoking is
prohibited.

Increase the number of educational institutions (elementary, secondary and post-
secondary) that effectively implement tobacco-free policies (to eliminate tobacco
use and tobacco products from all facilities including dormitories, property, vehicles
and events)

Increase the percent of adults and youth who live in households and drive/ride in
vehicles where smoking is prohibited

2. Decrease the
social
acceptability of
tobacco use

Increase anti-tobacco attitudes among youth and adults

Increase # of sporting, cultural, entertainment, art, and other events that have a
written policy prohibiting Tl sponsorship.

Reduce tobacco promotions in sporting, cultural, entertainment, art and other events
in community, region, and state

Reduce tobacco promotions occurring in bars, fraternities, and other “adult only”
facilities.

Reduce the amount of tobacco advertising in the retail environment

Increase # of magazines and newspapers that have a written policy prohibiting
acceptance of Tl product advertising

Increase # of local laws, regulations and voluntary policies that prohibit tobacco use
in outdoor areas and in proximity to building entry ways

3. Promote
cessation from
tobacco use

Increase # of health care provider organizations (HCPOSs) that have a system to
screen all patients for tobacco use and provide brief advice to quit at all visits
Increase % of smokers who have quit successfully (for at least 6 months) in the past
12 months.

Increase # of Medicaid recipients who access pharmacotherapy for smoking
cessation through Medicaid or the Quitline

Increase % of smokers with health insurance who report that their health plan
covers for tobacco dependence treatment.

Increase the number of smokers referred to the New York State Smokers’ Quitline
through the Fax-to-Quit program.

Increase % of smokers who have heard of and who have called the New York State
Smokers’ Quitline.

4. Preventthe
initiation of
tobacco use

Increase the unit price of cigarettes sold in New York State.

Increase # of jurisdictions that levy their own cigarette excise taxes and increase the
amount

Increase % of adults who agree that movies rated G, PG, and PG-13 should not
show actors smoking.

Decrease # of movies rated G, PG, and PG-13 that contain smoking or tobacco
product placement.

Increase # of jurisdictions with a 5 % or less illegal sales rate to minors

5. Build and
maintain an
effective TCP
infrastructure *

Ensure adequate level of staffing and funding to implement effective tobacco control
activities.

Strengthen community partner infrastructure to enhance community collaboration
and maintain community support.

Strengthen area and regional infrastructure to promote coordination and
collaboration among partners within each area and region.

Enhance communication and collaboration among the TCP, community partners,
and statewide stakeholders.

Establish roles, responsibilities and competencies for all program staff.

Tobacco control program staff and partners participate in professional development
opportunities each year
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Goal Objectives

6. Contribute to - Analyze and synthesize data from existing data systems to monitor progress toward
the science of program goals
tobacco control | - Develop and implement data collection systems and studies to monitor, measure,

and help understand the impact of the TCP
- Increase the number of tobacco control program interventions that are evaluated
- Document and disseminate findings from TCP activities and initiatives on an
ongoing basis

Once you've selected the Goal and Objective, click the button labeled “Submit.” This will bring
up a screen where you can enter the remaining details for the Strategy (see Figure 5).

Figure 5. Strategy Data Entry screen

-l H | CommuniTtDy Activity Tracking .OII soeet

Administration ~ Annual Plans~ Monthly Strategy Reports Reports Local Level Evaluation Cessation Center Outcomes Other~

Fiscal vear 2007

Goal 2: Decrease the social acceptability of tobacco use

Cbjective Feduce the amount of tobacco advertising in the retail environment

Is this a TCP Joint Partner Strategy?@ Cves g

Strategy Name |

Strategy Description

| Depending on which focus

area you select, additional

/ guestions will appear. This
will be described in more

SMART@ Dutcome

Focus area @ BTN R =] detail later in this section of
Is this strategy work being s & the manual
conducted by a mini-grant recipient? Tes Mo
Tirmeline Start Date I {rarn/dddyyyy)  End Date I (rormAdd yyyy)
Is this strategy part of the ASP initiative?  ves @ pg
Part of 3 TCP Regional Action Plan? ves  ® g
Part of 3 TCP Area Action Flan? Cves @ o
Submit

TCP Joint Partner Strategy

A TCP Joint Partner Strategy is a strategy which is shared equally by two or more TCP partners.
Joint strategies are designated so that each partner with an equal share gets credit for their
involvement, but a single event is not recorded multiple times. To enter a joint partner strategy into
CAT, you will email your Area Manager and the TCP CAT Administrator before you enter the
strategy, listing the partners involved, goal, objective, focus area, and strategy name. You will then
be able to select your joint strategy name from a pull-down list when you click “yes,” that you're
entering a TCP Joint Partner Strategy. If, for example, a Reality Check partner and a Community
Partnership will participate equally in planning, promoting, and preparing for a press conference, then
they would decide which of them will request approval and enter the strategy and the monthly reports.

Page 12 of 126 CAT questions? Call 800-848-4091



Enter the strategy name.

You will assign each strategy a unique name in the CAT system. You will use the strategy hame to
link to reports each month, so it is important that you assign strategy names that are clear and
unique. It is also important that strategy names are short and concise. For example, instead of “Go
to health care provider organization sites to train doctors about the 5 A’s and tobacco issues,” you
could enter “Train health care providers on 5 As.” It can be helpful to reference the objective and
focus area in the strategy name (e.g., “Retailer paid media”), but it is not required. The strategy name
cannot be changed once you enter it.

Enter the Strategy Description.

This open-ended text box allows you to describe the Strategy in one or two sentences. This
description should be clear and long enough to provide a good understanding. (Example: “Monitor
the point-of-purchase advertising by local retailers through observations by local youth from
Downtown High School whom we will train.”) Describe what you will be doing.

Enter SMART Outcome.

List the specific outcome(s) which you anticipate will occur if or when the Strategy is successfully
implemented. You can enter one outcome or multiple outcomes. Outcomes should be
“SMART,”(Specific, Measurable, Achievable, Relevant, and Time-bound). The outcome tells what will
happen as a result of you doing the strategy. The outcome should describe the intended results or
impacts of the strategy (rather than what actions will be taken by the partner).

Incorrect Correct
We will train youth about tobacco By December 2007, at least three organizations in
industry marketing tactics. County X will implement a written policy to prohibit
tobacco industry sponsorship at all events.

Select the Focus Area
Every Strategy must be categorized into one Focus Area category. There are 9 Focus Areas to
select from. Each strategy must be classified into one, and only one, CAT Focus Area. Ifa
strategy is written so that it encompasses many different types of work, then it needs to be broken
into two or more separate strategies for the purposes of reporting in CAT. The focus areas are:
Government Policy-maker Education
Paid Media
Community Education
Monitoring or Assessment of Organizational Policies or Practices
Survey of a Public’'s Knowledge, Attitudes, Beliefs, or Behaviors
Advocating with Organizational Decision Makers — Cessation Centers (CCs)
Advocating with Organizational Decision Makers — Community Partners (CPs) and Youth
Partners (YPSs)
Advocating with Organizational Decision Makers — School Policy Partners (SPs)
Infrastructure Development

Focus Areas in CAT are used to tailor the questions that you are asked to be specific to the type of
activity you are doing. For example, if you will be running paid media ads, you would select the
Focus Area of Paid Media, and the questions will ask whether you're using newspaper or TV ads and
how many ads were run. If you indicated that you are advocating for policy change, you would select
the Focus Area of Advocating with Organizational Decision Makers, and the questions will ask what
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advocacy activities you conducted and whether any policy, practice, or resolution changes occurred.

Fields on the strategy entry screen and the Monthly Strategy Reports will vary, depending on the
Focus Area that you select. Descriptions and examples of Focus Areas are shown in Table 4.

Table 4: Description of Focus Areas

Focus Area

Description of activities under focus area

Government
policy-maker
education

Educating local, state, regional, or national policy-makers about tobacco issues, and the
implications of policy change.
Examples:

Communicating with local municipalities about changing policy

Meeting with elected officials about passing resolutions

Testifying at a public hearing

Paid media

The purchasing of media whose primary purpose is to educate the public or a subgroup
of the public. This includes education about, and promotion of, cessation services. This
does not include paid media merely to announce or promote an event. This does
include media “donated” as part of a purchase plan (e.g. 2 for 1)
Examples:

TV advertisements

Radio advertisement targeting youth smoking

Theater slide

PSA

Community
Education

Conducting activities with the objective of educating the public (or subsets of the public)

about tobacco control issues with the intention of influencing individual opinions, beliefs,

and behaviors. This does not include paid media. Includes not only discrete “events”,

but also information dissemination of various types (although not mass mailings, which

are classified as a type of paid media).

Examples:
- Information dissemination in community venues

Press conference

Hosting a forum/event with a tobacco control focus

Movie stomp

Presenting information at forums/events organized by other individuals/groups

Monitoring or
Assessment of
organizational

Monitoring/assessing organizational policy(s) or practice(s), with the purpose of
developing program strategies based on findings. Analysis of secondary data for the
same purpose should be included. (NOTE: If the assessment is also to serve

policies or evaluation purposes, it should also be described in the Partner’s evaluation plan.)
practices Target organizations might include: businesses (e.g. bars; restaurants; tobacco retailers;
health insurers), schools, community organizations, etc.
Examples:
Conducting observational assessments of tobacco use to better understand
school policy and practice
Interviews with administrators at health care settings to assess implementation
of tobacco user screening systems.
Observing retail stores that sell tobacco
Survey of a Conducting and recording formal assessments of the public, or sub-group, to determine
public’s knowledge, attitudes, beliefs, and self-reported behaviors concerning tobacco related
knowledge, issues, with the objective of developing program strategies based on findings. (NOTE:
attitudes, If the assessment is also to serve evaluation purposes, it should also be described in the
beliefs, or Partner’s evaluation plan.)
behaviors Examples:

Conduct survey of school staff members about tobacco policy and procedures
Interviews with youth about anti-smoking ads

Mailed surveys about household tobacco use

Interviews with the public about their support for Clean Indoor Air laws
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Focus Area

Description of activities under focus area

Advocating with
organizational
decision
makers

(Ces Ctrs only)

Activities undertaken by Cessation Centers to influence organizational decision-makers

to change their organizations’ policies, programs, or practices.

Examples:
- Providing technical assistance to hospitals to encourage adoption of clinical

guidelines for cessation

Encouraging employers to provide referrals of employees to the NYS Smokers

Quit Line.

Persuading pharmacies to provide materials to Medicaid recipients about the

Medicaid pharmacotherapy benefit

Advocating with
organizational
decision
makers

(CPs and YPs

only)

Strategies undertaken by Community Partnerships (CPs) or Youth Partners to influence

organizational decision-makers to change their organizations’ policies, programs, or

practices.

Examples:
- Meeting with and sending letters to tobacco retailers to get them to reduce or

eliminate point-of-purchase tobacco advertising

Encouraging employers to provide cessation services

Working with school boards to eliminate magazines containing tobacco

advertising from school libraries.

Advocating with
organizational
decision
makers (SPs

only)

Activities conducted by School Policy Partners to influence school or school district policy
and practice. This includes issuing stipends, coordinating efforts to get buy-in or
administrative commitment, conducting trainings, and providing technical assistance.
Examples:
Working with a school liaison to form a policy and procedures committee
Presenting to a school board about policy changes or enforcement
Issuing stipends to schools or districts to assist them with making policy or
procedural changes

Infrastructure
Development

Mobilizing and organizing resources to enhance the Partner’s effective implementation of
tobacco control strategies, as well as the collective tobacco prevention efforts of NYS
TCP Partners. [You will only be able to select the focus area Infrastructure Development
if you have chosen the goal related to infrastructure.]
Examples:

Organizing trainings for Partner staff and volunteers

Creating or updating your website

Reality Check activities focused on recruiting new youth members

Every Strategy you implement must be categorized into one of the Focus Areas.

Timeline

Enter an estimated start date and an end date for the Strategy. Dates should be entered in
M/D/YYYY format.

Is this strategy part of the ASP initiative?
Select Yes or No to indicate whether the Strategy is part of the ASP initiative. The system will

double-check that you have selected a goal and objective that are related to the ASP initiative, and in

order to select “yes” for this question, you must have selected an objective related to ASP.

Part of TCP regional action plan?
Select Yes or No to indicate whether the Strategy is part of a TCP Regional Action Plan.

Part of TCP area action plan?
Select Yes or No to indicate whether the Strategy is part of a TCP Area Action Plan.

Page 15 of 126

CAT questions? Call 800-848-4091



Is this strategy work being conducted by a mini-grant recipient?
Select Yes or No to indicate whether the strategy work is being conducted by a mini-grant recipient,
as opposed to being done directly by your organization.

There will be additional questions on the strategy entry screen, depending on the focus area you
select. You may be asked to enter the target audience or to indicate whether the paid media you're
planning will be TV, radio, or print. Once you select the focus area, the screen will refresh, and any
new questions will appear. The next few pages show the questions that vary per focus area, and
describe each in more detail.

Government Policy Maker Education strategy entry

Figure 6 shows the part of the screen you will see when you are entering a strategy into your work
plan and you select the focus area of Government Policy Maker Education. Table 5 describes the
fields that are specific to that focus area.

Figure 6. Government Policy Maker Education strategy entry screen

Focus Area @ IGout Folicy-rmaker Education ;I

Is this strategy work being

conducted by a mini-grant recipient? Coves & o

Timeline Start Date | (mm/ddfyyyy)  End Date | (mmsdddy vyl
Is this strateqy part of the ASP initiative?  vas & yo

Part of & TCP Regional Action Plan? T oves g

Part of a TCP Area Action Plan? Cves 0 o

Lewvel at which palicy chanage sought

= Questions
Type of Target [Decision-makers ;I SpeCifiC to
Fouvernar 3
Local elected officials LI th|S fOCUS
Please enter the name of each targeted decision raking body {e.9., Lexington Town Council), one at a tirme, and click ADD: area

Table 5. Government Policy Maker Education strategy entry screen
Field Name Instructions for completing the field
Level at which policy change sought | Select one:
- Local- town

- Local- county

- Entire partner catchment area

- State

- National

- International
If you select a local level, you may be asked to indicate which county or
counties apply.

Type of target Select as many of the following types of decision-makers as apply:
- Governor
- Elected officials
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Field Name

Instructions for completing the field

- Local government staff

- Members of national stakeholder organization
- National officials

- NYS congresspersons

- Other state government officials/ staff

- State legislators

Please enter the name of each
targeted decision making body (e.qg.,
Lexington Town Council), one at a
time, and click ADD

Enter the name of each decision making body (e.g., Albany Town
Council), NOT the names of individual members of the Town Board or
County Commissioners. Enter the organization-level. After each entry,
click the “Add” button and enter additional entries if applicable. You will
be able to report on each entry separately on your monthly reports. If
you do not know the targets when you are entering the strategy, leave
this section blank and then use the “Edit strategy” function to update it
when you have determined the targets.

Paid Media strategy entry

Figure 7 shows the part of the screen you will see when you are entering a strategy into your work
plan and you select the focus area of Paid Media. Table 6 describes the fields that are specific to that

focus area.

Figure 7. Paid Media strategy entry screen

Focus Area @

Is this strategy work being

conducted by a mini-grant recipient? Cives

Timeline

Is this strategy part of the ASP initiative?  yves no
Part of a TCP Regional Action Plan? Cves o
Part of a TCP Area Action Plan? Coves &g

& o

Start Date | (rnrn/ddf vy

End Date | (mmdddfyyyy)

. . i uestuons

Wrhat medium are you planning to use? E::éo Q f t
cther SpeCI IC 10
will this carmpaign have a direct reference to NYS Quitline?  yves g thIS fOCUS
B . . M area
Is this media being run with TCP program support funding? © yves % g
Target Audience:
Target Characteristic Additional Target Characteristic Additional Target Characteristic

I-select a target characteristic- ;I I -select a target characteristic (if applicable)- ;I I -select a target characteristic (if applicable)- ;I

=]

7/

Table 6. Paid Media strategy entry screen

Field Name

Instructions for completing the field

What medium are you planning to use?

Select all that apply:
- TV
- Radio
- Print
- Other

Will this campaign have a direct reference

to NYS Quitline?

Select "yes” or “no” to indicate whether the paid media will
reference the Quitline.

Is this media being run with TCP program

Select "yes” or “no” to indicate whether the paid media is being
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Field Name

Instructions for completing the field

support funding?

run with TCP program support funding. Generally speaking, this
refers to additional funding supplied to Community Partnerships

to run specific ads for the TCP.

Community Education strategy entry

Figure 8 shows the part of the screen you will see when you are entering a strategy into your work
plan and you select the focus area of Community Education. Table 7 describes the fields that are

specific to that focus area.

Figure 8. Community Education strategy entry screen

Focus Area @ ICu:vrnmunitl,I Education ;I

Is this strategy work being

Table 7. Paid Media strategy entry screen

conducted by a mini-grant recipient? Cives & o

Timeline Start Date | (mmsddfyyyy)  End Date | (rnmsddSryyy )

Is this strategy part of the ASP initiative?  yves & no

Part of a TCP Regional Action Plan? Cves o

Part of a TCP Area Action Plan? Cves @ No

Target Audience: QUeStlon
Target Characteristic Additional Target Characteristic Additional Target Characteristic Speciﬁc to

I -select a target characteristic- ;I I -select a target characteristic (if applicable])- ;I I -select a target characteristic (if applicable)- ;I thIS fOCUS

m area

Field Name Instructions for completing the field

Target Audience To identify target groups, select the applicable characteristic in the left-hand column and
then click “Add” after you select each one, keeping each row separate. You do not need
to use the middle or right-hand columns unless you are indicating further descriptions of a
single target audience (e.qg., if you want to target Hispanics who smoke, then you would
select “current smoker” and “Hispanic” and then click “add,” but if you want to indicate
multiple targets, like students, teachers, and parents, then each of your selections should

be entered separately and you should click “add” after each one).
Select from the following list:

- General public
Smoking Status

- Current smoker

- Former smoker

- Non-user

- Current user any tobacco

Age
- All K-12 school-aged youth
- Elementary school youth
- Middle/junior high school youth
- High school youth
- Young adult / college
- Seniors
- Adults

Occupation

- Unemployed
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Field Name Instructions for completing the field

- Employers/management
- Restaurant owner / managers
- Tobacco retailers
- Gouvt officials/policymakers
- Media (reporters, editorial board)
- Day care providers
- Educators
- Business leaders
- Community organizers
- Health care providers
- Health care provider organizations
- Blue-collar worker
- Law enforcement
- Tobacco prevention staff
- School or district administrators
- School nurses
- General school staff
- Coaches
- Youth service providers/organizations
Life stage
- Pregnant women
- Parents / families
- Retirees
Race / Ethnicity
- African Americans
- Native Americans
- Asian / Pacific Islanders
- Latinos
- Caucasians
- Other race / Ethnic Minority
Sexual Orientation
- Gay/ lesbian
- Transgender
- Bisexual
Risk Factor
- Lowincome
- Juvenile offender
- Offender
- Uninsured
- Less than HS education
- Medicaid recipients
Disability
- Mentally ill
- Substance abuse
- Mentally lll, Chemical Addicted (MICA)
- Mental Retardation/Developmental Disability (MR/DD)
- Physical

Monitoring or Assessment of Organizational Policies or Practices strategy entry

Figure 9 shows the part of the screen you will see when you are entering a strategy into your work
plan and you select the focus area of Monitoring or Assessment of Organizational Policies or
Practices. Table 8 describes the fields that are specific to that focus area.
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Figure 9. Monitoring or Assessment strategy entry screen

Focus Area @

I this strategy work being
conducted by a mini-grant recipient?

Timeline

IMonitoring or Asseszrment of organizational policies or practices ;I

& o

 ves

Start Date | (rnrm/ddf vy

Is this strateqy part of the ASP initiative? © ves & g
Part of a TCP Regional Action Plan? Cves o
Part of a TCP Area Action Plan? Coves O o
Select Target Organizations

| select Target =l

Focus of Monitoring / Assessment

Select Target Organization

Primary or secondary data collection@ [l Primmary

& Secondary Y,

End Date | (mm/ddfyyyyd

Questions
% specific to this
focus area

Table 8. Monitoring or Assessment strategy entry screen

Field Name

Instructions for completing the field

Select target organizations

Select one of the following:

Health care provider organizations
Tobacco retailers

Health insurance companies
Pharmacies

Community organizations
Local media

Businesses/ workplaces
Auto rental agencies

Car dealerships

School — K-12

School — Post-secondary
Condominium, apartment, or townhome associations
Residential insurers

School — PTAs

School boards

School libraries

Editorial boards

Movie industry

Movie theaters

Tobacco companies

Online tobacco retailers

Focus of monitoring/ assessment

Response options will vary based on the target organization type you
select. Select all that apply for this field.

Primary or secondary data collection

Indicate whether you will be collecting data yourself (primary, e.g.,
conducting observations or interviews) or if you will be using data
already collected (secondary, e.g., using Youth Risk Behavior Survey
data)
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Survey of a public’'s knowledge, attitudes, beliefs, or behaviors strategy entry

Figure 10 shows the part of the screen you will see when you are entering a strategy into your work
plan and you select the focus area of Survey. Table 9 describes the fields that are specific to that

focus area.

Figure 10. Survey strategy entry screen

Foes Area @ ISuruel,l of a public’s knowledge, attitudesz, beliefz or behaviors ;I

Is this strategy woark being Oves @ no

conducted by a mini-grant recipient?
Start Date | (rmdddSyyyy )

End Date | (rmrn/ddSyyyy)

Timeline

Issue(s) addressed in Survey:

1s this strategy part of the ASP initiative? { yves & po

Part of a TCP Reqgional Action Plan? Cives & No

Part of a TCP Area Action Plan? Coves @ o

Target Audience: \
Target Characteristic Additional Target Characteristic Additional Target Characteristic

I-select a target characteristic- ;I I -select a target characteristic (if applicable)- ;I I -select a target characteristic (if applicable)- ;I

Awareness of Medicaid pharmmacotherapy benefits - QueStIOI’]S
Srmoke-free homes and/or vehicles e

CIA (zupport, compliance, enfaorcement) > SpeCIfIC to
Health care provider tobacco use screening and advice H

Increase in excize tax thIS fOCUS
Tobacco use in movies f arts f entertainment area
Knowledge about smoking risks

Knowledge and attitudes about smoking risks

Sales to minors / Retailer compliance
gecondhand smoke

Tobacco products safety / benefits

Smoking cessation f Quit Line / pharmacotherapy
Tobacco industry pramotion

[

Table 9. Survey strategy entry screen

Field Name

Instructions for completing the field

Target Audience

Please see the instructions for target audience as displayed in Table 7on
page 18-19.

Issue(s) addressed in survey

Please select all that apply:

- Awareness of Medicaid pharmacotherapy benefits
- Smoke-free homes and/or vehicles

- CIA (support, compliance, enforcement)

- Health care provider tobacco use screening and advice
- Increase in excise tax

- Tobacco use in movies/ arts/ entertainment

- Knowledge and attitudes about smoking risks

- Sales to minors/ retailer compliance

- Secondhand smoke

- Tobacco products safety/ benefits

- Smoking cessation/ Quitline/ pharmacotherapy

- Tobacco industry promotion

- Tobacco industry retail advertising

- Tobacco industry sponsorship/ corporate giving

- Voluntary tobacco use restrictions in outdoor areas
- Tobacco-free school campuses
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Advocating with Organizational Decision Makers — CPs and YPs strategy entry

Figure 11 shows the part of the screen you will see when you are entering a strategy into your work
plan and you select the focus area of Advocating with Organizational Decision Makers (CPs/YPs).
Table 10 describes the fields that are specific to that focus area.

Figure 11. Advocating with Organizational Decision Makers (CP/YP) strategy entry screen

FoEB free @ IAduocating with Organizational Decision-rmakers - CPz and YPs ;I

I this strategy work being

conducted by a mini-grant recipient? Cves o
Timeline Start Date I {rm/dd/yyyy) End Date I (mmddd ey )
Is this strategy part of the ASP initiative?  ves & no

Part of a TCP Regional Action Plan? Cves o

Part of a TCP Area Action Plan? T ves @ o

Target Organization Type

[- Flease select 2 targat =l Questions specific

Please enter the name of each targeted organization {e.g., Orange County Fair Planning Committee to thlS fOCUS area

or Main Street Convenience Store), one at a time, and click ADD:

Table 10. Advocating with Organizational Decision Makers (CP/YP) strategy entry screen

Field Name Instructions for completing the field

Target organization type Select one of the following:

- Bars/ nightclubs

- Businesses/ workplaces

- Car dealerships/ rental agencies

- Community organizations

- Condominium, townhome, and apartment complexes
- Health care provider organizations

- Health insurance companies

- Local event committee (e.g., fair or rodeo)
- Magazine and newspaper publishers
- Movie industry

- Movie theaters

- Pharmacies

- Residential insurers

- School boards

- School PTAs

- Schools — K-12

- Schools — Libraries

- Schools — Post-secondary

- Tobacco retailers

- Veterinarians

Purpose of strategy Response options will vary based on the target organization type you
select. Select all that apply for this field.

Please enter the name of each Enter the name of each targeted organization (e.g., Orange County

targeted organization (e.g., Orange Fair Planning Committee) and click the “Add” button. Enter additional

County Fair Planning Committee or entries if applicable. You can report on each entry separately on your

Main Street Convenience Store), one monthly reports. If you do not know the targets when you are

at a time, and click ADD entering the strategy, leave this section blank and then use the “Edit

strategy” function to update it when you have determined the targets.
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Advocating with Organizational Decision Makers — CCs strategy entry
Figure 12 shows the part of the screen you will see when you are entering a strategy into your work
plan and you select the focus area of Advocating with Organizational Decision Makers (CCs). Table

11 describes the fields that are specific to that focus area.

Figure 12. Advocating with Organizational Decision Makers (CCs) strategy entry screen

Focus Area @ IAduocating with Crganizational Decision-rakers - Ces Ctrs ;I

Is this strategy work being

conducted by a mini-grant recipient? Cves @ o

Timeline Start Date I (rnrnddSryyy)
Is this strateqy part of the ASP initiative?  yves & no

Part of a TCP Regional Action Plan? Cves o

Part of a TCP Area Action Plan? Coves @ g

Target Organization Type

I- Please select a target ;I

or Main Street Convenience Store), one at a time, and click ADD:

Flease enter the name of each targeted organ_ization {e.q., Orange County Fair Planning Committes

End Date | {rrn/ddSyyyy)

Questions specific to
this focus area

[ £:2]
Table 11. Advocating with Organizational Decision Makers (CCs) strategy entry screen
Field Name Instructions for completing the field
Target organization type Please select one:

- Pharmacies

- Businesses/ workplaces

- Community organizations

- Health care provider organizations

- Health insurance companies

- Magazine and newspaper publishers

- Smoking cessation provider organizations
- Tobacco retailers

Purpose of strategy Response options will vary based on the target organization
type you select. Select all that apply for this field.

Please enter the name of each targeted You will NOT need to enter specific target organization names if

organization (e.g., Orange County Fair you selected goal 3 and a target of Health care provider

Planning Committee or Main Street organizations. If you selected another goal or target, you will

Convenience Store), one at a time, and click | need to enter the name of each targeted organization you plan

ADD to work with. The names you enter here will appear on the

monthly report in a pull-down menu.

Advocating with Organizational Decision Makers — SPs strategy entry
Figure 13 shows the part of the screen you will see when you are entering a strategy into your work
plan and you select the focus area of Advocating with Organizational Decision Makers (SPs). Table

12 describes the fields that are specific to that focus area.
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Figure 13. Advocating with Organizational Decision Makers (SPs) strategy entry screen

Focus Area @

Is this strategy work being
conducted by a mini-grant recipient?

Timeline

Part of a TCP Regional Action Plan?

Fart of a TCP Area Action Plan?

IAduocating with Crganizational Decision-makeD

Cves & o

Start Date I {rrm/dd/yyyy) End Date I (rmrnddd vy )

Is this strateqy part of the ASP initiative?  yes

Cves
Cves

& o
& o
& o

Target Organization Type
ISchooIs or school districts ;I

Question specific
to this focus area

Table 12. Advocating with Organizational Decision Makers (SPs) strategy entry screen

Field Name

Instructions for completing the field

Target organization type

School Policy Partners currently only have one response option for this field,
“Schools or school districts.” More options may be added in the future.

When you complete data entry for a new strategy, you must click “Submit” to save the strategy. You
may then enter additional strategies, using the same process, one strategy at a time.
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Editing Strategies

s CAT CommuniTty Activity Tracking .Oll oot

Annual : Monthly Strategy 3 Local Level ; School Policy ; Cessation Center

Plans~ i Reports @ Bt S Evaluation ‘ Outcomes : Outcomes ; Otherv

Administration

Mew Strategy

to Edit Strategw;;TJ

Delete Strate

Welcome

The Edit Strategy function allows you to make changes to Strategies that you have already created.
Under the “Annual Plans” header, select “Edit Strategy.” Figure 14 shows an example of the screen
that you will see if you select this option. The drop-down box on this page will list all of the Strategies
you have created. Select the name of the Strategy you would like to edit and click on the “Submit”
button.

Figure 14. Screen that will appear if you select “Edit Strategy”

i H.\] Community Activity Tracking .Oll

Annual  :  Monthly Strategy Reports | Local Level : School Policy : Cessation Center
Plans~ i Reports ‘ P ‘ Evaluation i Outcomes : Outcomes

Administration~

Select a Strategy as entered in your annual workplan to edit:

IAduocate with bars about tobacco promaotions ;I

Submit I

Most fields can be edited, but some cannot. You cannot edit the goal and objective or strategy name.
Call for technical assistance if you have made mistakes in those fields. Also, if you have already
entered some monthly reports, do not change the focus area without calling for technical assistance.
Your monthly entries are related to the focus area, and will disappear if you simply change the focus
area. You might need to enter a new strategy with the correct focus area, transfer your entries, and
then delete the incorrect entry.

After you make edits to any strategy and click the button to submit those changes, you will be taken

to a screen that shows a list of fields that were changed. It will prompt you to type an explanation for
the changes. See Figure 15 for an example.
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Figure 15. Strategy edit explanation screen

ramm

Commumt .Oll Logoff
Activity Tracking

Administration -~ Annual Plans- Monthly Strategy Reports Reports Local Evaluations -

Cessation Center Outcomes- Cther~

rou have made changes to yvour annual warkplan,

Wou must get pre-approval for these changes,

rou can choose to cancel these changes, or to submit them,
Subrnitting them will send a message to your area manager,
indicating which areas of the warkplan you have changed.

Areas of workplan changed (for strategy CIA survey 3

e Strategy

rrinor editorial changes. =]

Cancel

| Submit changes

After you click “Submit changes,” an email with a list of the fields you changed, and your explanation
of the changes will be sent to your Area Manager. The email will look similar to Figure 16.

Figure 16. Sample email sent to Area Manager with Edit Strategy explanation
™ Changes to CAT workplans - Message {

=13l x|
File Edit Wiew Insert Format Toaols  Actions  Help Type & question For help =

o Reply | €8 Reply to Al | € Forvard | S YIIX | .- 80,

From: Markatos, Betty

Tos Flokner, David M,

Cre:

Subject: Changes to CAT workplans

Sent: Wed 11/17/2004 4:19 PM

&l

You are being contacted because you serve as the area manager for ETT Coalition. There have been

changes made to thew workiplan, specifically to the "Momtor/Assess" strategy m the following areas:
s Strategy

Eeasons for changes:

Merely minor editorial changes

Please rewiew that these changes have been approved, and ask the partner to correct as necessary.

Deleting a Strategy

Me

v el G AT Communi;y Ac |ty Tracking .Oll rogelt

Administration- Annual :  Monthly Strategy

Local Level : School Policy : Cessation Center

Plans~ i Reports JESRRIE Evaluation ; Outcomes : Outcomes ; Other.

Mewyy Strategy
Edit Strategy
Delete Strateg ,b

You should rarely use the feature of CAT that allows you to delete a strategy. Rather than deleting a
strategy, in most cases, it will be better to make changes to the strategy as you created it, or
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designate the appropriate status of the strategy in the Monthly Strategy Report section of CAT as
“completed” or “suspended.” If you delete a strategy, you will also delete any monthly reports you
submitted that are associated with the strategy.

To delete a strategy, select “Delete Strategy” from the “Annual Plans” header. This will display a list
of all of your entered strategies. Select the box next to the name of the strategy to be deleted and
click on the “Delete Strategy” button. You may select more than one strategy for deletion at a time.

NOTE: You cannot re-use the unique name of a deleted strategy.
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Monthly Strategy Reports

Monthly Strategy Reports allow each Partner to provide information on what planning or
implementation activities have been completed each month for all relevant strategies. Monthly
reporting is to be done for each Strategy you identified in the work plan. The deadline for Monthly
Strategy Reports is the end of the next month. (Therefore, the August report is due by the end of
September, and so on.) You can print or download hard copies of Monthly Strategy Report questions
by Focus Area from the CAT Bulletin Board. For any given Strategy, you can either create a new
monthly report, or you can edit/view a previous month’s report.

e H\I Cnmmunithy Activ ty Tracking .Oll roaett

LULTTE] :  Monthly Strategy
Plans- : Reports
————

Local Level : School Policy : Cessation Center
Evaluation ‘ Outcomes ‘ Outcomes

Administration. Reports Other~

Figure 17 shows a snapshot of the screen you will see once you have chosen the “Monthly Strategy
Reports” heading.

Figure 17. Monthly Strategy Reports screen

FY: c AT COmmunithy Aéiwﬂ; Tracking .Oll

LULTTE]] :  Monthly Strateqy : Local Level

Administration | o 00 Reporiz i Reporis | Evaluation This section allows you to enter a
Monthly Strategy Report.
<_Enter a new strategy report
Select a strategy and month for a new report: IAduocate with bars about tobacco promotions ;I |August ;I Monthly Strategy Report I
Select a month to enter infrastructure activity: IAugust vl Infrastructure Report I

R R H T ﬁ\ . . . .
@t an existing strategy report? ¢ 1 This section allows you to view or edit a
Monthly Strategy Report that you have

Strategy AUG SEP ocT NOoY DEQ] already Started_
Infrastructure ok ek ok
Area Manager Feedback " FEB M™MAR APR MAY JUN JUL

e This section allows you to read

1: Eliminate exposure to SHS feedback from your Area Manager.
Strategy AUG SEP ocT  NOY DEC  JAN FEB MAR APR  MAY JUN  JUL

Callect abservation information HHE S S o S S S S HEE HHE

Cormmunication of policy to schoal commmunity et - - - ot Rl et Ll

Entering a Monthly Strategy Report

If you are entering a Monthly Strategy Report, select the Strategy name from the pull-down list at the
top of the screen, then select the month for which you would like to enter a report for that Strategy.
You can complete a report for only the current month or for the past month unless you get an
extension. It is important that you stay up-to-date on entering data for Monthly Strategy Reports. On
the first day of a new month, your choice will be limited to the new month or the immediately
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preceding month. You do not have to enter all information at once. However, some fields are
required and you must enter information before the system will allow you to save the report.

Editing/viewing an existing Monthly Strategy Report

To edit one of the last two months’ reports, or to review an older report, select a report from the matrix
provided on this screen. Strategies are organized in the grid by the Goal to which each Strategy is
related. As demonstrated in Figure 15, this matrix provides all of the Strategy names you included in
your work plan, with a hyperlink by each month for every report you have submitted. Select a report
for a specific month and Strategy by clicking on the hyperlink.

The hyperlinks in the Monthly Strategy Report grid may be asterisks, a checkmark, or one of the
letters P, O, S, or C. See Figure 18 for the key to what each hyperlink means. This key is displayed
at the bottom of the Monthly Strategy Report grid.

Figure 18. Key for Monthly Strategy Report grid

| Key for Monthly Strategy Report grid

| Key | Display | What it means

Reports for each | - | The report has not been opened
Strategy

ey The Monthly Strategy Report for this rmonth has been opened/viewed, but nothing
was entered

p Information has been subritted for this strategy this month, and the strategy is in
Planning status

o Information has been submitted for this strategy this month, and the strategy is in
Ongoing status

- Information has been submitted for this strategy this month, and the strategy is in
Completed status

= Inforrmation has been submitted for this strategy this month, and the strategy is in
Suspended status

Area Manager - |There is no Area Manager feedback submitted for this month

feedback |
| il |There is Area Manager feedback for this month, Click the asterisks to read it
4 Partner has checked the box to indicate that they have read this Area Manager
feedback
Infrastructure report | - |The report has not been opened
| il |The Infrastructure repart has been opened and there may be data subritted

There is a section of the Monthly Strategy Report grid screen that is labeled “Area manager
Feedback” and lists the name of your organization. You can click on hyperlinks on this row to view
feedback on CAT entries entered by your Area Manager. You can indicate on each month’s
feedback that you have read the comments.

Infrastructure Reports

Infrastructure Reports are used to report on strategies and activities related to training, meetings,
staffing, partnership building and maintenance, website, fiscal management, and local evaluation.
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Although you can enter strategies with a focus area of “Infrastructure Development,” these strategies
will not appear specifically on the Monthly Strategy Report screen for you to report on individually.
Instead, all infrastructure development activities are reported on one screen each month.
Infrastructure Monthly Strategy Reports can be accessed by two buttons for the current and past
month, specifically for Infrastructure. Figure 19 shows the screen where you enter Infrastructure data
fields. Itis divided into sections for Training, TCP Meetings, Staffing, Partnership Building and
Maintenance, Website, Sustainability Efforts, Fiscal Management, and Local Evaluation. Table 13
describes the questions asked on this screen.
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Reports

Administration ~

Reports
Monthly Report for March

Infrastructure Development

Figure 19. Infrastructure Monthly Report

ng DOMH

School Policy
Outcomes

Cessation Center
Outcomes

Training

Were any infrastructure trainings received this rmonth? @ ves O No /

Trainings received by staff or
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Figure 19. Infrastructure Monthly Report, continued

Staffing
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Figure 19. Infrastructure Monthly Report, continued

Did vou correspond {via newsletters, mailings, press releases, ete.) with local legislators this month?

Cvas Additional Details:

Sustainability Efforts

Work related to
sustainability

@ 1o = efforts
[
Did you submit a letter to the editor this month?
Additional Details:
=l
Cves
® no El
If yes, was the letter published? © ves & o
Did you meet with media representatives this month?
Additional Details:
ives ;I
& o
=
Did vou make an in-person legislative visit this month?
Additional Details:
C ves :I
& o
=

Infrastructure Progress:
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progress on
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each month
=
Reasons for Infrastructure Success:
= Any notes about
< infrastructure
successes
=
Infrastructure Barriers:
=l
<— Any notes about
barriers encountered
overall
=

Submit Monthly Strategy Report |

Table 13. Infrastructure Monthly Strategy Report

Field Name \ Instructions for completing the field
Training received
Were any Select "yes” or “no”. You will be able to complete the training fields for EACH
infrastructure training separately. Answer all the questions about the first training and then click
trainings received “Add.” Then the screen will refresh, displaying your entries in a gray box, and
this month? clearing the data entry fields for you to enter your next training, if applicable.

Training Name

Enter the name of the training

Training Focus

Select all that apply from the following list: (To select multiple options, hold down the
Control “Ctrl” key while you click on your selections.)
- Tobacco issues
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Field Name

Instructions for completing the field

- Planning/ professional development
- Other

Training Date

Enter the date of the training. If the training was multiple days, you can enter the
start date and enter the total number of hours in the “Session length” field below.

Trainer

Select from the following list: (To select multiple options, hold down the Control “Ctrl”
key while you click on your selections.)

- Cicatelli Associates

- Partner staff

- Collaborator staff

- NYS TCP staff

- Consultant/outside contractor

- RTI

Session Length
(hrs/session)

Enter the number of hours spent in this training.

# of your staff or
members trained

Enter the number of your staff or members who attended the training. Do not count
all other attendees; simply count the number of your staff of members in attendance.
If it was just you, enter 1.

Training conducted

Were any
infrastructure
trainings conducted
this month?

Select "yes” or “no”. You will be able to complete the training fields for EACH
training separately. Answer all the questions about the first training and then click
“Add.” Then the screen will refresh, displaying your entries in a gray box, and
clearing the data entry fields for you to enter your next training, if applicable.

Training Name

Enter the name of the training

Training Focus

Select all that apply from the following list: (To select multiple options, hold down the
Control “Ctrl” key while you click on your selections.)

- Tobacco issues

- Planning/ professional development

- Other

Training Date

Enter the date of the training

Training Recipients

Select from the following list: (To select multiple options, hold down the Control “Ctrl”
key while you click on your selections.)

- Partner staff

- Partner volunteers

- Interested agencies/organizations

- Interested individuals

- Youth (Current or potential RC members)

Session Length
(hrs/session)

Enter the number of hours spent in this training.

# of attendees

Enter the number of attendees at the training.

TCP Meetings

Was your
organization
represented at any
Tobacco Control
Program meetings
this month this

Select "yes”, “no,” or “NA” for each of the following:
- Area Meeting

- Regional Meeting

- Statewide Coordinating Committee Meeting

- Regional Steering Committee Meeting

- TCP Annual Meeting

month? - Modality-specific meeting (Note: this refers to TCP-organized meetings specific
to one modality, such as a quarterly meeting for all CCs)
- Youth board meeting
Staffing

Was any time spent
on staffing activities
this month?

Select "yes” or “no.” If you select “yes”, then respond to the following questions with
Hyesﬂ Or “noﬂ:

- Developed job descriptions

- Recruited and/or advertised for an open position
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Field Name

Instructions for completing the field

Interviewed for an open position
Hired for an open position

Partnership Buildin

g and Maintenance (CP/YP only)

Were any new

Select "yes” or “no.” If yes, select the most appropriate response for “Recruitment

members via” and enter the number of individuals and/or organizations recruited, then click
(organizations or “Add”.
individuals) Recruitment via:
recruited this - Reality-Check sponsored
month? - Infusion event
- Direct outreach
- Other
Were any Select "yes” or “no.” If yes, select the type of activity and any comments for each

partnership
maintenance
activities conducted
this month?

separate activity, and click “Add”.
Type of activity:

Member recognition event
Participation in collaborator event
Partnership maintenance meeting

- Other
Local Evaluation (CP/YP only)
What is the status Select the appropriate category:
of your local - Planning
evaluation project? - In progress
- Completed

Fiscal Management

Have you
submitted vouchers
this month?

Select "yes” or “no.”

Are your budget
expenditures on
track?

Select "yes” or “no.”

Website Development/ Maintenance

Do you have a
website?

Select "yes” or “no.” If yes, enter the number of website hits this month, if you have
that information. If you don’t know, leave the number field blank and click in the
checkbox to indicate that you don’t know. Also enter any relevant comments about
website-related activities in the open text box.

Sustainability Effort

S

Did you correspond
(via newsletters,
mailings, press
releases, etc.) with
local legislators this
month?

Select “yes” or “no.”

Did you submit a
letter to the editor
this month?

Select “yes” or “no.”
letter published?”

If you select “yes,” also answer the question “If yes, was the

Did you meet with
media
representatives this
month?

Select “yes” or “no.”

Did you make an
in-person
legislative visit this
month?

Select "yes” or “no.”

Infrastructure

Describe this month’s progress related to infrastructure. This is an opportunity to
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Field Name Instructions for completing the field
progress summarize overall, to provide a little more detail about an entry above, or to describe
something not captured with the standardized questions.
Reasons for Describe the successes and reasons for success related to infrastructure during this
infrastructure month.
success
Infrastructure Describe barriers related to infrastructure during this month.
barriers

Entering data into a Monthly Strategy Report

Monthly Strategy Reports are intended to gather information about activities you have accomplished
for each Strategy for each month and the questions asked are specific to the focus area you selected.
For a Paid Media strategy, CAT will ask questions about when you ad aired and whether it was TV,
radio, newspaper, etc. For an Advocating strategy, CAT will ask about letters sent, policies passed,
and so on. However, several fields are the same across all Focus Areas (see Figure 20).

Instructions for completing these common fields are provided in Table 13.

It's important that you report ONLY activities or results that occurred during that month. If you did not
do any planning, implementation, or other activities for a strategy within a given month, DO NOT
submit a report for that month. It is not a good use of your time and is unnecessary for you to open
the report to simply type “no progress this month.” It is more useful to see that no report was
submitted for a given month.
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Figure 20. Monthly Strategy Report: Fields common to all Focus Areas in planning status

F H.\J Community Activity Tracking .OIl reer

Annual :  Monthly Strategy Reports Local Level School Policy Cessation Center
Plans~ : Reports : P Evaluation : Outcomes : Outcomes

Administration ~ Other~

Monthly Repor€ for August

The month and focus area

@uocating with Organizational Decision—@ will be dISplayed at the top

Goal: 2! Decrease the social acceptability of tobacco use \
Objective: Reduce tobacco promotions occurring in bars, fraternities, and other "adult only” facilities

g;rn‘:tee:gy Advocate with bars about tobacco promotions

Strategy Work with 4 county bars and nightclubs, asking them to pass a written policy that they will not allow

tobacco industry promotional events. We will do in-person visits, phone calls, letters, and show them

description:

signed petitions.

> These fields
Sirteay St‘“- [Plarning =] are common

Timeline: Start Date: |10f01f2006 (rmmddd/yyyy)  End Date: |5f21f2007 (rnmnddd Ay ) to all Focus

Areas.
If the timeline was changed, please provide an explanation for the
Note that this report is in —
Planning status.
g change: LI j
A .
SirategviblanynglData Strategy Planning Data

Please check the boxes for all planning activities that were conducted this month.

guestions change according
to Focus Area.

[T warked on developing advocacy plan

[ warked to recruit collaborating organizations and individuals for advocacy effart

[7 Scheduled meetings with decision-makers (If you actually held meetings this manth, make sure the strategy is in *ongging” status and report on them below.)

[T sent mass mailing to introduce topic to targets prior to advocacy

Murnber of mailings sent: I

Strategy Progress: \

4

Reasons for Success:

These fields are
common to all
Focus Areas.

Barriers:

Subrnit Manthly Strategy Report I
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Strategy Status

The first field to be completed in the Monthly Strategy Report designates the Strategy Status. The
options for this field are (1) planning, (2) on-going, (3) suspended, or (4) completed. Your selection of
the Strategy Status will determine what fields will be available to you for reporting for that month. If
you select "planning" as the status of your Strategy, then only fields relevant to planning stages will
show. In general, a strategy will begin in Planning status, and once you implement the strategy,
whether that is airing media, meeting with organizations, or something else, you will put the strategy
in Ongoing status and it will remain in Ongoing. It is understood that planning steps will continue to
happen. See Table 14 for guidance about when to put a strategy in Ongoing status.

Table 14. Guide to determining strategy status

If strategy is in this
Focus Area

... then the strategy status should be “on-going” IF

Government Policy-
maker education

You have contacted a policy-maker to start persuading/educating them to
take or change a policy position, no matter how informal... OR you have
contacted other organizations or individuals who you are trying to persuade
to communicate with the government officials you are trying to educate.

Paid Media

Any of your paid media have actually run during the month

Community Education

If the format is a single event, the community education event has taken
place (where a target audience is exposed in any way to your messages or
is potentially exposed, as with magazine stickering). Or if the format is a
series of events, the FIRST community education event has taken place
(where a target audience is exposed in any way to your messages)

Monitoring /
Assessment of Org
Policies/Practices

The assessment effort has started, even if no assessments were successful

Survey of a Public’s
knowledge, attitudes,
beliefs, or behaviors

The survey effort has started, even if no surveys were successful

Advocating with Org
Decision-makers CPs &
YPs

You have contacted the organizations to learn about their policies and
practices and/or made any attempt to persuade them

Advocating with Org
Decision-makers —
Cess Ctrs

You have contacted the organizations you're trying to persuade and made
any attempt to persuade them

* Note: Advocating with Organizational Decision Makers-SPs with a target of schools or districts will

not have a question about status; it is assumed that the status is always Ongoing.

“Planning” Strategy Status

The fields that will be available for data entry with “planning” Strategy Status (as shown in Figure 20)

are listed in Table 15.
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Table 15: Monthly Reporting fields common to all Focus Areas

Field Name Instructions for completing the field
Goal Automatically appears from work plan. You do not need to enter any data in this field.
Objective Automatically appears from work plan. You do not need to enter any data in this field.

Strategy name

Automatically appears from work plan. You do not need to enter any data in this field.

Strategy status

Select one of the following from the pull-down list to indicate the status of implementing
the Strategy:

- Planning

- On-going

- Suspended

- Completed

Timeline

Automatically appears from work plan. This may be changed if necessary by entering
new dates into the date fields.

If the timeline
was changed,
please provide an
explanation for
this change

You may provide a reason for the changed timeline if you changed the dates in the
timeline fields.

Strategy Planning
Data

Click in each of the checkboxes that describe activities you have done during that
month for that strategy. The questions will change, based on the focus area for the
strategy. A sample is included below:

Strategy Planning Data
Please check the boxes for all planning activities that were conducted this month.

[T warked on developing survey instrument

[T warked with survey firm

[ warked on Protocal Review Formm (PRF}

Strategy progress

Briefly summarize the activities conducted and provide a qualitative account of the
planning activities for this Strategy.

Reasons for
success

Describe the successes and reasons for success for this Strategy during this month.

Barriers

Describe barriers encountered for this Strategy during this month and any potential
solutions.

The data entered into the fields “Strategy progress,” “Reasons for success,” and “Barriers” will be
saved each month (i.e., the system will not write over your previous entries). The immediately prior
month’s entry will be visible — but not editable — when you start a new Monthly Strategy Report for

that Strategy.

When your strategy is in Planning status, check the checkboxes related to the strategy planning
guestions that you worked on that month. If you did some additional planning activities that were not

listed in the Strategy Planning Data box or want to enter additional information, feel free to add details

about what you did in the open text “Strategy Progress” box near the bottom of the Monthly Strategy

Report.

“On-going,” “Completed,” and “Suspended” Strategy Status

If the status of your Strategy is "on-going," “completed,” or “suspended,” then a more extensive list of
data collection fields will be available on the screen. Strategy Planning Data questions will always be
accessible, regardless of strategy status, and they are specific to each Focus Area.
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Earned Media

There is a question in the Monthly Strategy Report (in ongoing or completed strategy status) about
whether you recruited or received earned media. Earned media is coverage of your activities by
television, radio, or newspaper that you did not pay for or write yourself. Figure 21 shows the screen
you will see if you select “yes” for earned media, and Table 16 describes the fields in more detail.

For example, if you hold an awareness event outside of a legislator’s office in support of raising
the tobacco excise tax and the local television news broadcasts interviews with some of the
people gathered at the event, you would select “yes” for earned media and complete the fields.

Figure 21. Earned media screen

Did you recruit andfor receive earned media for this strategy this month? @ ves O no

what did you do to recruit earned media for this strategy this month? {checlk all that apply):

™ W/a, Media covered this event/activity without any encouragement from partner

Indicate efforts to
get earned media

™ Distributed Press Release an this event

[ Made calls to press to announce this event

[ Delivered press packets with background information

[ Held press conference an this event

If you received newspaper coverage this month, enter each item below 3
Name of newspaper Type of Story
I INews Story ;I
[REEIEN Enter earned media
If you received T or radio coverage this month, enter each station below > received
Name of T¥ or Radio station that covered the event Did station run the story?
Cyes T No Don'tEnow
: | J
[~
Earned media barriers; LI
[~
Reasons for earned media success: LI
Table 16: Earned Media screen
Field Name Instructions for completing the field
What did you do to Indicate how the coverage was recruited by selecting from the pull-down list.
recruit earned media | Check all that apply
for this strategy this - N/A, media covered this event/activity without recruiting coverage
month? - Distributed press release on this event

- Made calls to press to announce this event
- Delivered press packets with background information
- Held press conference on this event

Name of newspaper If earned media appeared in the newspaper, type the name of that newspaper. If
there was no newspaper coverage, leave this field blank. If it was in multiple
newspapers, create a new line for each one. You can indicate coverage in
newsletters here.
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Field Name Instructions for completing the field

Type of newspaper
coverage

If earned media appeared in the newspaper, select the appropriate type of story
from the pull-down list.

- News story

- Editorial (written by the newspaper or guest, but not by you. Editorials
you write should be entered into CAT as print media within a Community
Education strategy)

- Op-ed (written by someone not on newspaper staff, but with some
expertise on the topic, but not by you. Op-eds you write should be
entered into CAT as print media within a Community Education strategy)

- Regular column

- Cartoon

- Picture (such as photo with caption)

- Letter to the editor (not by you)

- Newsletter

- Other

Name of TV / radio
station

If earned media appeared on a TV or radio station, type the name of the TV or
radio station. If there was no TV/radio coverage, leave this field blank. If it aired
on multiple stations, create a new line for each one.

Did station run If earned media appeared on a TV or radio station, indicate whether the station

story? ran the story. If there was no TV/radio coverage, leave this field blank.
Earned media Type an open-ended description of the barriers encountered with earned media.
barriers

Reasons for earned
media success

Type an open-ended description of the successes and reasons for success
encountered with earned media.

Getting something printed in a newspaper can be a great way to get word out about your activities. It
is important to record such newspaper coverage correctly in CAT. Table 17 shows examples of when
printed mention of your organization would be earned media vs. Community Education print media
vs. Paid Media. If you pay for an ad, you would enter that in the focus area of Paid Media. If you get
an editorial, letter to the editor, or article that you write (with your name on the byline) published in a
newspaper, then you can enter it under Community Education. If a newspaper, radio station, or TV
station covers an event that you conduct, mentions your organization, or publishes a letter to the
editor that someone outside of your organization writes, you would report that as earned media. Also,
if you send out press releases, and newspapers write articles based on that, referencing a policy or
resolution, an event, or anything your organization is involved in, that should be reported under
earned media.

Table 17. Earned media vs. Community education print media vs. paid media

Earned media

Community Education
print media

Paid media

- Someone not associated with your organization
writes a letter to the editor that mentions your
organization

- Someone not associated with your organization
writes an editorial that mentions your organization

- TV, radio, or newspaper coverage of event you
hosted and/or mentions your organization

- You submit press release and it gets printed/ aired

- You get quoted or referenced in an article by a
reporter

You write a letter to the
editor and it gets
published

You write a guest
editorial and it gets
published

- You pay for an ad to
run on TV, radio, or
newspaper

- You get additional
ads for free as part of
the paid media buy
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Monthly Strategy Report Data Collection Fields by Focus Area

Most questions on the Monthly Strategy Report are unique to the Focus Area you selected when you
entered the strategy into your work plan on CAT. This means that based on the focus area you
selected, the questions on the Monthly Strategy Report are tailored to be most appropriate to the type
of activity you're doing. The following pages in this section show the screens for the Monthly Strategy
Report for each Focus Area, and provide tables describing the data entry fields for each. The
“planning” strategy status was already discussed above, and the Focus Area-specific information
shown below is for the screens that appear when “Strategy Status” is set to “on-going,” “suspended,”
or “completed.”
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“Government Policy-maker Education” Monthly Strategy Report

Figure 22 shows a snapshot of the screen you will see if you selected “Government Policy-maker
Education” as your Focus Area and the Strategy Status is “on-going,” “suspended,” or “completed.”
Instructions for completing these fields are provided in Table 18.

Figure 22. Monthly Strategy Report for Focus Area Government Policy-maker education

Please check the boxes for all planning activities that were conducted this month,

[T Researched policy-maker woting record, policy staternents and campaign contributors
- Developed content of educational campaign

[ Recruited collaborating organizations and individuals for education effort

[T scheduled meetings with palicy-makers {If you actually held meetings this month, make sure the strategy is in "ongoing” status and report the meetings below)

Please fill in the rows below for each direct education activity you have conducted

Strategy Planning Data

[Target government policy maker [# Meetings attended [# Phone interactions | # emails sent | # of letters sent

| IAIbanl,l County Commissioners;l | I | I || ||

Policy, resolution and practice changes

maker

‘ Target government policy

Policy fResolutionfPractice

Date of change Brief description

IAIbany County Commissioners;l IPolicl,l ;I ‘I V ;I

Table18: Fields for Monthly Strategy Report for Focus Area “Government Policy-maker education”

Field Name

Instructions for completing the field

Strategy planning data

Place a checkmark by all of the planning steps that you conducted during

this month:

- Researched policy-maker voting record, policy statements and
campaign contributions

- Developed content of educational campaign

- Recruited collaborating organizations and individuals for education effort

- Schedule meetings with policy-makers (If you actually held meetings this
month, make sure the strategy is in “ongoing” status and report the
meetings below)

Direct education
activities

For each target that you directly contacted this month, select the target
government policy making body from the pull-down list, and then enter
numbers in each of the applicable fields:

- # meetings attended

- # phone interactions

- # emalils sent

- # of letters sent

Remember that you should only enter those that apply to the current month.
Click “Add” for each row.

Policy, resolution, and
practice changes

This section allows you to enter new rows for:
- Each target government policy making body that made a change to
their policy during the month for which you’re reporting

Each target government policy making body that officially passed a
resolution during the month for which you are reporting

Each target government policy making body that instituted a practice

Page 44 of 126 CAT questions? Call 800-848-4091



Field Name

Instructions for completing the field

change during the month for which you are reporting
To do this, enter each change one at a time. Select the target government
policy making body name from the pull-down list, select one option to
indicate whether the change relates to policy, resolution, or practice, enter
the date of the change, and then type a brief description. Remember to click
add after each entry.

Page 45 of 126 CAT questions? Call 800-848-4091



“Paid Media” Monthly Strategy Report

Figure 23 shows a snapshot of the screen you will see if your Strategy has “Paid Media” as its Focus
Area and the Strategy Status is “on-going,” “suspended,” or “completed.” Instructions for completing
these fields are provided in Table 19.

Figure 23. Monthly Strategy Report for Focus Area “Paid Media”

Strategy Planning Data
Please check the boxes for all planning activities that were conducted this month,

™ worked with media firm {on ad selection, developrment, and/or buys)
I worked with other partners to plan media campaign

[T submitted media campaign content for Area Manager approval

Media Details

Campaign channels category IMuIti—CabIe T buy vl
Title of Spot |

Name of media channel |

Source of content ILocaI vl
Intensity Measure |# of spot= llength of spat

{Current month only) | |

Reach Measure: GRP @ I
ALBANY -
ALLEGAMY

Counties where campaign channel was run HERKIMER
ONOMDAGA

Counties beyond catchment areaLI

Campaign cost this month $|

Start Date {mm/dd/ : End Date (rom/dd/ :
Flight dates during this month: L yy) L ¥yl
Was the paid media paid with TCP program support
funding? Cves Co
Did this paid media reference the Quitline Coves O o

Table 19: Fields for Monthly Strategy Report for Focus Area “Paid Media”
Field Name Instructions for completing the field
Strategy planning | Place a checkmark by all of the planning steps that you conducted during this
data month:
- Worked with media firm (on ad selection, development, and/or buys)
- Worked with other partners to plan media campaign
- Submitted media campaign content for Area Manager approval
Campaign Enter the appropriate category of campaign channel from the pull-down menu:
channels - Multi-Cable TV buy
category - TV
- Radio - AM
- Radio-FM
- Newspaper
- Magazine
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Field Name

Instructions for completing the field

- Billboard

- Sign/poster

- Theater slide

- Transit

- Website

- PSA - educational
- Sticker

- Mass mailings

Title of spot

Enter the name of the media communication. For example, you may have aired a
television ad called “Rick Stoddard.”

Name of media
channel

Enter the name of the media source for which coverage was purchased. This
might be the name of a radio station, newspaper, newsletter, bus billboard, etc.
For TV and radio stations, a pre-populated list will appear. Make your selection
from the pull-down list. If a station you’re looking for does not appear on the list,
email the RTI TA contact with the station call letters and the counties they
broadcast to. For multi-cable TV buy, list out the station names in this field.

Source of content

From the pull-down list, indicate the source of the media:

- Local

- MCRC (CDC’s Media Campaign Resource Center)

- Canada

- Vermont

- American Legacy
- Other

Intensity measure

Media channel category

Intensity measure

TV / Cable / Radio / PSA

# of spots length of spot (in seconds)

Newspaper or magazine

# of ads placed size of ad (in square inches)

Billboard / Transit

# of locations length of time run (days)

Sign/poster / Sticker # distributed
Theater slide # of days run
Website Length of time ad was on the website

Mass mailings

# of pieces mailed

Counties where
campaign
channel was run

Select counties from the list.
the Control (Ctrl) key and clicking each selection. If you make a mistake in entering
data, you may delete an entry by selecting the check-box of the item you wish to
delete and then clicking the delete button.

You may select multiple counties by holding down

Reach measure

Media channel category

Reach measure

TV/ cable/ radio

GRP. Your media buyer should have this.

According to the American Marketing Association,
GRP is "A measure of the total amount of the
advertising exposures produced by a specific media
vehicle or a media schedule during a specific period
of time. It is expressed in terms of the rating of a
specific media vehicle (if only one is being used) or
the sum of all the ratings of the vehicles included in a
media schedule.”

Newspaper

Circulation and frequency (daily, weekly, or other)

Magazine

Circulation and frequency (weekly, monthly, or other)

Billboard/ transit

Impressions

Theater slide

Number of screens on which theaters show slides
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Field Name Instructions for completing the field
Campaign cost Type in the amount for each entry. Enter only the costs per channel that were
this month incurred during the month for which you’re reporting.
Flight dates Enter the start and end dates for the media buy that fall within the month for which
during this month | you’re reporting.
Was this paid Select "yes” or “no” to indicate whether the paid media you’re entering was paid for
media paid for with specific TCP program support funding. If you're not certain, please ask your
with TCP Area Manager.
program support
funding?

Does this paid
media reference
the Quitline?

Select "yes” or “no” to indicate whether the paid media you're entering listed the
New York State Smoker’s Quitline contact information
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“Community Education” Monthly Strategy Report

Figure 24 shows a snapshot of the screen you will see if you selected “Community Education” as your
Focus Area and the Strategy Status is “on-going,” “suspended,” or “completed.” Instructions for
completing these fields are provided in Table 20. Add a new listing for each separate effort or event
per month, but do not duplicate.

Figure 24. Monthly Strategy Report for Focus Area “Community Education”

Strategy Planning Data
Please check the boxes for all planning activities that were conducted this manth,

[ worked an logistics {location, food, technical needs, development of materials, etc.)
[T Recruited or conducted outreach ta target audience

[T Recruited event speakersfwaorkshop leaders

Community Education Description

Community Education Format: IDresentations or workshops ;I
If you selected 'other,' please specify: I
Comrnunity Education Setting: ISchoDl (K-12) ;[
If vou selected ‘other,’ please specify: |
ALBANT ﬂ
County{ies) of target audience: ﬂIEII;{EfI’:ﬂNE\I;
OMOMDAGS ﬂ

CIA enforcement

CIA expansion
Tabacco industry tactics
FPro increase excize tax

Focus of tobacco Cormmrunication:

L L

All K-12 =chool-aged youth
General schoal staff

Target audience: General Public

Wias this an event? ®res Mo

Was the averall therne of the event related to tobaceo issues? 7 ves Mo

Did you initiate or organize this event? Coves oo

# of people attending presentation or workshop I
‘Wwe did not prornote this event ﬂ
TV ar radio ads ar PSAs

Yrhat type of event promotion did vou do¥

Print
Word of mouth via service agencies ar health care pmuidersLI

Table 20: Fields for Monthly Strategy Report for Focus Area “Community Education”
Field Name Directions for completing the field
Strategy planning Place a checkmark by all of the planning steps that you conducted during this
data month:
- Worked on logistics (location, food, technical needs, development of
materials, etc.)
- Recruited or conducted outreach to target audience
- Recruited event speakers/ workshop leaders

Community Select the format or type of event from the pull-down list:
Education Format - Presentations or workshops

- Information dissemination

- Stomp

- Press event
- Promotion/publicity event
- Print media (newspapers, newsletter, etc)

Page 49 of 126 CAT questions? Call 800-848-4091



Field Name

Directions for completing the field

- Magazine stickering
- Other (Please specify)

Community
Education setting

Select the setting for the event from the drop-down list:
- School (k-12)

- School (higher ed)

- Movie theater

- Workplace/business

- Community-based organization meeting

- Various community sites for information distribution
- Newspaper

- Community event (festival, fair, etc)

- Conference

- Hospital/ medical practice

- Other (Please specify)

Counties of target
audience

Select the counties from your catchment area from which you are recruiting your
target audience.

Focus of tobacco
communication

Select the primary focus of the tobacco-related communication that you are
implementing. To make multiple selections, select one option by clicking on it,
and then hold down the Control (“Ctrl”) key while you click on one or more
additional selections.

- CIA compliance/ enforcement

- CIA expansion/ voluntary outdoor tobacco use restrictions

- Tobacco industry tactics

- Excise tax increase

- Smoke-free homes and/or vehicles

- Tobacco-free school campuses

- Tobacco use in movies/arts/entertainment

- Global tobacco control issues

- Medicaid benefits for pharmacotherapy

- Retail tobacco advertising

- Cessation

- Sustainability

- Tobacco advertising in newspapers and magazines

- Tobacco industry commercial sponsorship/ corporate giving

- Tobacco industry promotion

- New York State Smoker’s Quitline

- Fax-to-quit

- Local cessation services/ resources

- Tobacco sales to minors

Target audience

The Target Audience combination(s) that you selected in the Work Plan for this
Strategy will be automatically copied into this cell. Select all that apply.

Was this an event?

Select "yes” or “no.” Examples of an event include a press conference, a rally,
or a presentation to service providers. Examples of community education that
are not events include getting a letter to the editor or an editorial published, or
putting stickers in magazines.

Was the overall
theme of the event
related to tobacco
issues?

Select “yes” or “no” to indicate whether the event or forum is specifically related
to tobacco, or is instead broader and centered on other topics, such as a middle
school open house.

Did you initiate or
organize this
event?

Select "yes” or “no.”

# of people
attending

Enter the number of people attending the event
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Field Name

Directions for completing the field

What type of event
promotion did you

do?

Select all that apply:

- We did not promote this event
- TV orradio ads or PSAs

- Print

- Word of mouth via service agencies or health care providers

- Letters to potential attendees
- Sign/poster

- Website

- Other
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“Monitoring / Assessment of Organizational Policies/Practices” Monthly Strategy
Report

Figure 25 shows a snapshot of the screen you will see if you selected “Monitoring/ Assessment of
Organizational Policies/Practices” as your Focus Area and the Strategy Status is “on-going,”
“suspended,” or “completed.” Instructions for completing these fields are provided in Table 21.

Figure 25. Monthly Strategy Report, Focus Area “Monitoring/ Assessment of Organizational Policies/ Practices”

Strategy Planning Data
Please check the boxes for all planning activities that were conducted this month,

[T warked to determine assessment method and targets

[T worked an developing tool to be used for monitoring/assessment

Assessment/monitoring focus
#Assessing evidence of tobacoo use in K-12 schools

Assessment Method

ITeIephone ;I
Mumber of organizations assessed by selected method this month

Table 21: Fields for Monthly Strategy Report for Focus Area “Monitoring/Assessment of Organizational
Policies/Practices”
Field Name Instructions for completing the field

Strategy planning Place a checkmark by all of the planning steps that you conducted during this

data month:
- Worked to determine assessment method and targets
- Worked on developing tool to be used for monitoring/ assessment
Assessment/ CAT will display the item(s) you selected when you entered the strategy. You
monitoring focus do not need to select anything here; it is simply a reminder.
Assessment Method Indicate how you conducted the assessment/monitoring by selecting one
method from this pull-down list. The options are:

- Telephone

- Mail

- In-person observation

- Interviews

- Focus groups

- In-person hand-out survey

- Internet observation or purchase attempt
Number of In this box, enter the number of organizations you monitored/ assessed using
organizations the assessment method you just selected. For example, if you selected “In-
assessed by selected | person observation,” enter the number of organizations at which observations
method this month were conducted.
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“Survey of public’s knowledge, attitudes, beliefs, behaviors” Monthly Strategy Report
Figure 26 shows a snapshot of the screen you will see if you selected “Survey of Public’s knowledge,
attitudes, beliefs, behaviors” as your Focus Area and the Strategy Status is “on-going,” “suspended,”
or “completed.” Instructions for completing these fields are provided in Table 22.

Figure 26. Monthly Strategy Report for “Survey of Public’'s knowledge, attitudes, beliefs, behaviors”

Strategy Planning Data
Flease check the boxes for all planning activities that were conducted this month,

[T waorked on developing survey instrument

[T worked with survey firm

[ worked on Protocol Review Farmm (PRF)

[T Submitted PRF and survey instrument far TSERT appraval
-

Submitted PRF and survey instrument for IRE approval

Survey data

Target Audience Survey Method County{ies) of residence of those surveyed Number completed surveys by method
Survey - mail - ALBANY -
Generel seheel st Survey - telephone j ALLEGANY
Survey - face-to-face HERKIMER I
Survey - web-based OMONDAGA
In-person hand-out surueyll Counties beyaond catchment area:l

Table 22: Fields for Monthly Strategy Report for Focus Area “Survey of Public’'s Knowledge, attitudes, beliefs,
behaviors”
Field Name Instructions for completing the field
Strategy planning Place a checkmark by all of the planning steps that you conducted during this
data month:
- Worked on developing survey instrument
- Worked with survey firm
- Worked on Protocol Review Form (PRF)
- Submitted PRF and survey instrument for TSERT approval
- Submitted PRF and survey instrument for IRB approval

Target audience The Target Audience that you selected in the Work Plan for this Strategy will
be automatically copied into this cell.

Survey Method From the pull-down menu, select one or more of the following survey methods:
- Survey: malil

- Survey: telephone

- Survey: face-to-face

- Survey: web-based

- In-person hand-out survey

- Record review

- Observational study

- Interview

- Focus group

- Case study

County(ies) of You can select multiple options in this list, depending on which counties your
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Field Name Instructions for completing the field
residence of those target audience for this “Survey” activity reside in.
surveyed

Number of completed
surveys by method

Enter the number of completed surveys by this method. When you have
finished, you can click on “Add” and this data will be recorded and displayed
below the selection boxes. If you used additional methods, or surveyed
different individuals for this same Strategy, repeat this process.
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“Advocating with Organizational Decision-makers: CPs/YPs” Monthly Strategy Report

Figure 27 shows the screen for Focus Area “Advocating with Organizational Decision-makers:
CPs/YPs.” Instructions for completing these fields are provided in Table 24. NOTE that this Focus
Area is for partners that are Community Partners (CPs) and Youth Partners (YPs) only.

Figure 27. Monthly Strategy Report for “Advocating with Organizational Decision-makers: CP/YP”

Strategy Planning Data
Flease check the boxes for all planning activities that were conducted this month.

[ worked on developing advocacy plan
[T worked ta recruit caollabaorating organizations and individuals for advocacy effart
[ scheduled meetings with decision-makers {If you actually held meetings this month, make sure the strategy is in “ongoing” status and report on thern belaw.)

[T sent mass mailing to introduce topic to targets prior to advocacy

Murnber of mailings sent:

—

Direct Advocacy of taret organizations

Flease fill in the rows below for each direct education activity you have conducted

f non-
I . . # of o
Target organization | # Meetings . # Phol_'le # letters | # emails minigrants fstipends mt:me:tar'_.r a_wards
name attended interactions sent sent e or incentives
given
||Bub O'Mallay's Dub;l | | | | || || | | | | IV

Policy, resolution and practice changes

Please fill in the rows below for each policy, practice, or resolution adopted this month

Target organization
name

Policy fResolution fPractice | Date of change Brief description

IBub O'Malley's Pub;l ‘ IPolicl,l ;I ‘I

Table 23: Fields for Monthly Strategy Report for Focus Area “Advocating with Organizational Decision-makers:

CPs/YPs”

Field Name

Instructions for completing the field

Strategy planning
data

Place a checkmark by all of the planning steps that you conducted during this

month:

- Worked on developing advocacy plan

- Worked to recruit collaborating organizations and individuals for advocacy
effort

- Scheduled meetings with decision-makers (If you actually held meetings this
month, make sure the strategy is in “ongoing” status and report on them
below)
Sent mass mailing to introduce topic to targets prior to advocacy

Number of mailings sent: [Enter the number of letters/materials you mailed to a

large group of organizations] For example, if you sent a form letter to 100

community organizations, you would enter “100” here.

Target organization
name

Automatically appears from work plan. Select the appropriate target
organization for each entry. If you have not entered target organization names in
the work plan, none will be available here. You should go to “Annual Plans” and
select “Edit strategy,” then select the strategy name and enter the target
organization names at the bottom of the screen there.

Direct advocacy of
target organizations

For each target that you directly contacted this month, select the target
organization name from the pull-down list, and then enter numbers in each of the
applicable fields:

Page 55 of 126 CAT questions? Call 800-848-4091



Field Name Instructions for completing the field

- # meetings attended
- # phone interactions
- # letters sent
- #emalils sent
- # of minigrants/ stipends awarded
# of non-monetary incentives given (e.g., NRT)
Remember that you should only enter those that apply to the current month.
Click “Add” for each row.

Policy, resolution and | This section allows you to enter new rows for:
practice changes - Each target organization that officially made a change to their policy
during the month for which you’re reporting
Each target organization that officially passed a resolution during the
month for which you are reporting
Each target organization that instituted a practice change during the
month for which you are reporting
To do this, enter each change one at a time. Select the target organization
name from the pull-down list, select one option to indicate whether the change
relates to policy, resolution, or practice, enter the date of the change, and then
type a brief description. Remember to click add after each entry.
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“Advocating with Organizational Decision-makers: Cessation Centers” Monthly
Strategy Report

Figure 28 shows a snapshot of the screen you will see if you selected “Advocating with
Organizational Decision-makers: Cessation Center” as your Focus Area and the Strategy Status is
“on-going,” “suspended,” or “completed” and you selected the target organization of “health care
provider organizations,” which Cessation Centers will use often. The screen that appears if the
organizational target identified was a health care provider organization has different questions than
for any other type of target.

Figure 28. Monthly Strategy Report for “Advocating with Organizational Decision-makers: Cess Ctrs” when
target is “health care provider organizations”

v emmmel G AT Community EActih Tracking .Oll oot

Annual :  Monthly Strategy Reports | Local Level : School Policy : Cessation Center
Plans~ ‘ Reports ‘ P ‘ Evaluation ‘ Outcomes ‘ Outcomes

Administration ~

Other-
Monthly Report for August

Focus Area: Advocating with Organizational Decision-makers — Ces Ctrs

Goal: 3! Promote cessation from tobacco use

Objective: Increase # of HCPOs that have a system to screen all patients for tobacoo use and provide brief adwice to quit at all visits

Strategy name: Policy and practice change in health care organizations

Strategy We will get buy-in among administrators and help carry out policy and practice change at hospitals and medical practices.
description: We will conduct trainings and meetings and provide assistance with implementing and communicating changes.

See page 75 for more detail on this
Click on each of the buttons below to access the different tables for this Cessation Center-speciﬁc Monthly
hi
monthly strategy report Strategy Report.

Stipends and Mini-grants

Training

I
Adrninistrative Commmitrment I
I
I

Technical Aszistance

Return to Monthly Strategy Report Grid I

The screens that appear when you select the five buttons (Policy and practice, mini-grants,
administrative commitment, training, and technical assistance) are reviewed in detail in the manual
section on Cessation Centers, starting on page 73.

If you select “Advocating with organizational decision-makers” and the target organization is anything

other than health care provider organizations, the screen shown in Figure 27 on page 55 (identical to
the screen for CPs and YPs) will display.
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Reports

m H\J Communithy Activity Tracking .Oll oot

Annual :  Monthly Strategy Reporis | Local Level ; School Policy ; Cessation Center
Plans~ : Reports : P : Evaluation : Outcomes : Outcomes

The CAT system generates reports to help partners, Area Managers, Modality Leads, and NYS
Tobacco Control Program staff track TCP Partner progress. Partners are able to review reports
based on their own data; Area Managers can access both individual partner data as well as
aggregated data for all of the partners in their area; and the NYS TCP can view reports for all TCP
programs at the individual, regional, and state levels.

Administration~ Other~

Selecting and viewing a report

You may select the report you wish to process by clicking on the “Reports” heading from the main
CAT menu. On the Reports screen (Figure 29), select the Report Type you wish to view from the
pull-down menu. The options following that choice allow you to select parameters for the specific
report desired. For example, you may want the report to encompass only the last 3 months of data,
or you may want the report to include only data related to one specific goal/objective. Options vary by
type of user (i.e., Area Managers or TCP staff have access to a greater number of reports by
area/geographic location than partners, who only have access to their own data).

Figure 29. Reports selection screen

m GAT Communithy Activity Tracking .Oll oot

Annual : Monthly Strategy Reports Local Level : School Policy : Cessation Center
Plans~ : Reports : P : Evaluation : Outcomes : Outcomes

Other~

Administration~

Report Type IDetaiIed Manthly Strategy Report Entries;l
Area: IStateWide vI

Start Month: | August -

Crate Range:
End Month: | July -

Goal: |4l Goals =l

Gowvt Palicy-rmaker Education

Paid Media
=

Cornmunity Education

Fenerate Report |

Facus Area:

Additional reports are being drafted and will be available in the future.
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Table 24 lists the selections on the Reports screen, which can help you determine what report you

would like to view.

Table 24. Fields on Reports selection page

Field

Instructions and notes

Report type

This function will be expanded over time, so additional reports will be available.

Area

Select the desired area for which you would like to view a report. The options available
in this field depend on the level of user (e.g., Community Partner, Area Manager,
Modality Lead, or NYS TCP staff).

If the user desires a statewide report, then no area should be selected. If an area is
selected, then the user is given the option of selecting a specific Parther whose data
would be reported.

Date range

You may select as start month and an end month. The fiscal year is selected at the top
of the CAT menu with the pull-down option labeled “FY.”

Goal

Select the NYS TCP goal for which you'd like to see reports. Each goal is listed, but the
default is set to “all goals.” You will then be prompted to select an objective. Again,
each objective is listed, and the default is “all objectives.”

Focus Area

Select one or more of the Focus Areas. Simply click on any one Focus Area, or to add
additional Focus Areas, hold the Control “Ctrl” key and select additional Focus Areas.

Table 25 shows a list of some of the types of reports that are available on CAT, and Figures 30, 31,
32, 33, and 34 show screen prints of some of those reports.

Table 25. Types of reports available on CAT

Report Type

What report shows

Area Manager Feedback
Report

Shows the comments entered by Area Managers per month

ASP Partner-level Policy
Change Report

Shows information related to each strategy and each policy/ practice/
resolution change for ASP-related objectives, as entered in monthly reports

ASP Aggregate Policy
Change Report

Shows a count of the number of policy/ practice/ resolution changes per ASP
component

Cessation Center Policy
& Practice Summary
Report

Shows responses to questions on the Cessation Center Policy & Practice
report, displayed for each target HCPO per selected quarter

Detailed Monthly Strategy
Report Entries

Shows entries in Monthly Strategy Reports for all focus areas.

Earned Media Summary
Report

Shows Earned Media recruitment efforts and Earned Media achieved

Monthly Infrastructure
Report Entries

Shows entries in monthly Infrastructure reports

Paid Media Details
Report

Shows Paid Media entries

Quitline Paid Media
Details Monthly Report

Shows entries in Paid Media that partner indicated at strategy entry would
reference the Quitline

Strategy Progress
Summary Report

Shows a month-by-month list of entries per strategy into open text boxes on
Monthly Strategy Reports: “Strategy Progress,” “Reasons for Success,” and
“Barriers”

Sustainability Summary
Report

Displays whether each sustainability activity was conducted per month

Work Plan Summary
Report

Shows a list of work plan entries
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Figure 30. Sample Report: Detailed Monthly Strategy Report Entries

Administration -

c A'I' Coml:lunity Activity .Oll

Annual
Plans-

Tracking

Monthly

Strategy
Reports

Reports

Local
Evaluations -

Ces=ation Center

Detailed Strategy Report

Outcomes -

Report Organizational level:

Area: Buffalo Area

Partner: RTI Coalition

Strategy Category

All Goals

Al Objectives

Focus &rea:

Al Focus Areas

Date Range:

August through July

Focus Area 1: Govt Policy-maker Education

Strategy Description

Strategy Mame

Education City Councils

- Incrase the number of theaters that run anti_tobacco messages prior to
Goal & Objective showing G, PG, and PG-13 rated movies
Start Date (latest) 11f1f2004 End Date 1/31f2005

Issues addressed

Eenefits of increasing excise tax on tobacco

Level change sought:

cee local - town

S/RJa collaboration?

Statewide Initiative? Yes [T No @

Regional? ves ¥ Mo T

srea? Yes ¥ Mo T

Strategy Planning Status

Strategy Planning Status (cumulative)

government policy-maker voting record, etc. researched ves W Mo T

plans to carry out the education campaign were finalized ves W mo T Date: 5/5/2005
collaborating advocate organizations and individuals being recruited ves W Mo T

a timeline for the project was outlined ves @ Mo I Date: 11/15/2004
Meetings with local government personnel being organized ves [0 Mo @

Strategy Implementation Status (monthly)

Direct Education Activities and Targets

Month Individuals Targeted Cornmunications Channel gsg;times deiiEs iﬁjggc'ggrdgeted indvicuals
Movernber local elected officials event or forum 1 5
MNovermber local elected officials reparts, fact sheets, opinions, etc. 3 5
MNovermber local govt staff face-to-face meeting 2 5]

Mativating othel

r organizations

Manth

Stakeholders who can influence

Caommunications Channel

# of times CC was
Used

# of organizations impacted

Movernber

mernbers of local stakeholder organizations

advocacy event

1

14

Impacts on Decision-Makers (monthly)

# commit to study

| u} | # commit to consider PH impact

| # commit to protect PH 3

Progress
(most recent entry)

Reasons for Success
(most recent entry)

Earriers
(most recent entry)

Earned Media (monthily)

ves I

Mo ¥

Page 61 of 126

CAT questions? Call 800-848-4091




Figure 31. ASP Policy Change Partner Level Report

Community Activity Tracking

Year: 2008
Area:  Rochesfer Area
Pariner.
Strategy

Goal
Objeciive

Montns

ASP Policy Change Partne

Rochester Area

Partner name

Goal/Objective

Strategy name

Month

Focus area

Level of policy change sought

Description of poli i

Strategy description

Wad, August D3

Smoking and Health Action Coalition of Maonrce Caounty
2D POP

Retailer Intervention

June

Govt policy-maker ed.

local - town

After receiving the POP postcard a store owner called and said that he will continue to not
allow any tobacco ads in his store windows.

Conduct an intervention with three selected retailers to eliminate a specific tobacco promation.

Fage 1072

Figure 32. Paid Media Details Report

Paid Media Details Re

Partner Name
Strategy Mame
Month

Statewide initiative

Campaign Channel

SmokeFres Duichess
ASP-State Media

April
Yes Tl sponsor

Multi-Cable TV buy

GRP ag
Intensity measure 30 spots
Cost this month 2050

Flight date begin this manth

Flight date end this month

Title of Spot Mext Generation Counties

Source of Content MCRC

Partner Name SmokeFres Duichess GRP 197
Strategy Name ASP-State Media Intensity measure 30 spets

Month
Statewide initiative

Campaign Channel

April
Yes Tl sponsor

Multi-Cable TV buy

Cost this month

Flight date begin this manth

Flight date end this month

Title of Spot Mext Generation Counties DUTCHESS
Source of Content MCRC

Partner Name SmokeFres Duichess GRP 197
Strategy Name ASP-State Media Intensity measure 30 spets
Month April Cost this month 1405
Statewide initiative Yes  Tlsponsor Flight date begin this month

Campaign Channel
Title of Spot

Source of Content

Multi-Cable TV buy
Drive Along

MCRC

Flight date end this month

Counties

Wad, August D3
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Figure 33. Strategy Progress Summary Report

Strategy Progress Summary Report

(Org name [YMCA of Long Island Inc.

Stratagy STOMP Events Start Date 8112003
Goal Pravent the nitiation of tobacco use End Date 73172006
Objactive ncrease % of adults who agres that movies rated G, PG, and PG-13 should nat show actors smoking
Dascription Hold Quariery Stomp Events.
[Vontn TRREegy proproes
December  Fraeport eens went o see king Kong for a stomp event. transpartation [S5ues imifed fhe smount af atfendance. Gond movie, with great reviaws
None. A ot of smoking in the movie (The Skeieton Key), and the teens had
fhe chance to cough, Sfomp, Ciap, and yeil whie 2 smoking scence was
free movie presentafion bef peing viewsd. Gres! tum outi
afer the movie. There was (223 and drink
teens who walched “The Skefefon K
January Central Isip chagter held 3 STOME event in the Central Isilp Mone, A grest movie. Anofher mavie selected by the youth BOSrd members
high school ite theater. The RC members inciuded 2 smoke- coughing, stomping, efc. far
free movie presentafion befare the movie, and hield 5 G & A This was the 15t movie event ¢ the lbrary, so attendence 3 Iot of scenes in the movie. The youth gave a posiive feed back about
after the movie. 24 teens watched “Ray”. was low. why movies rated G, PG, and PG-13 shouid be rated "R™.
Naszaw County Reallty Check held 3 STOME event af the Good support through the fbrary.
Famingdsle Nbrary 1731, The teens sat firaugh & presentstion
prior t the movi lanship with
Hoiywosd,
February  Long Isisnd Realy Check worked hard af planning e STOMP  Transporfafion ssuss Imited the number of faens that Good collabarztion the Metro ares
avant for the Infernationai Day of Action. were abie fo aftend
Three Reailly Check county rep. pamicipated n the NYC area The time of the event and Iocation ais0 caused & confict
DA STOMP ever ¢ CECK MEmEers Secause I's in NYC,
and it was on @ Schos! mght,
March Bay Shore Migdie School did 3 sfomp event. The youth Sfudents couidnT watch the whole movie becsuse of the There was smoking [n the movie, and the youth realized & when the

watched "Oceans Twelve” rafed PE-13.

0PM Is the

st e that 15 oro

ed SCEMES CME Up an the 5c

y h, stomped, ang yelled out
"HEY HOLLYWCOD! STOP DOING BIG TOBACCOS DIRTY WORK™).

for the students to gef home). Unless, thelr parents picked
Wed, August 09, 2006 Fage Sof 6
Figure 34. Work Plan Summary Report
Community Activity Tracking
Year 2000 Onjectve:
Arza Norem Capts! Ares Sirategy:
Panner.  Comell Cooperative Extension- Washington Fragram:
County
Focus Area:
Workplan Summary Report
Cornell Cooperative Extension- Washington County
Goal: 1 Eliminate exposure to SHS
Obiective: 1E Increass the number of educational institutions that effectively implement fiok: free policies
Focus Area: Advocating with Organizational Decision-makers — CPs and YPs
Strategy Name Strategy Description Outcome Start Date End Date
HF Tobacco Policy Reality Check will work with staff of Student At least one pilot school, selected by Student 8/15/2005 61152006
Support Services, SATFC. and Hudson Falls Support Services-Capital Region, will raize their
District Administration to encourage the tobacco pofey testing score from 7% to 100% by
educational institution to effectively implement June 2006. AN aspects of the pofcy wil be
tobacco free policies adhered 1o
Wed, August 03, 2006 Fage 1 af47
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Local Evaluations

The purpose of this section of CAT is to allow Community Partnerships and Youth Partners to enter local
evaluation plans.

Figure 35. Local evaluation main screen

v el G AT CommuninyrA y Tracking .Oll roset

Annual :  Monthly Strategy Local Level ; School Policy ; Cessation Center

Plans- ‘ Reports ‘ Evaluation ‘ Outcomes ‘ Outcomes T

Administration ~

Evaluation Plan
Enter your local level impact evaluation plan here

Evaluation Tools & Resources
Access the Program Evaluation Toolkit and Protocol Review Form here

Evaluation Final Report
Enter the findings of your local level impact evaluation here

Figure 36. Evaluation Plan screen

‘ez GAT Community Acii\;lt} Tracking .Oll et

Annual : Monthly Strategy : Local Level : School Policy : Cessation Center

Administration+ Reports : Other~

Plans~ : Reports Evaluation : Outcomes i Outcomes

Evaluation Plan

Enter your evaluation plan, one method at a time. Survey instruments, telephone interview scripts, and observation checklists
would be entered as unique evaluation data collection methods. Together, all of these data collection methads make up your
evaluation plan, just as your unique strategies together make up your annual work plan.,

Once you enter an evaluation method, it will appear in a grid below. You may then enter additional evaluation methods, You
may use one data collection method (such as a survey) to evaluate several different strategies in vour annual plan. You may,
alternatively, use several different data collection methods to evaluate a single strategy (for example, vou may evaluate a
campaign with a written survey and in-person interviews),

Enter new evaluation method |

Delete an existing evaluation method |

Select an evaluation method to edit or view:

Goal 1 | Goal 2 | Goal 3 | Goal 4

Sponsorship and promotion policies and resolutions

Promotion events - advocate with bars

School policy awareness survey

| Sponsorship policy advocacy | | X | |
| Tobacco-free school policies |

<1

Sample Evaluation Methods
Below are some SAMPLE Evaluation Method entries for you to review as you prepare your Evaluation Plan.

For clearest image of samples, please print the pdf documents,
Sample Evaluation Methods: CPs
Sample Evaluation Methods: YPs
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Figure 37. Evaluation Method entry screen

M

- e GAT Commum;:y Activity Tracking .Oll roaet

Annual Monthly Strategy Local Level School Policy H Cessation Center
Plans~ Reports : Evaluation Outcomes : Outcomes

Other~

Description of Evaluation Method

Flease provide & unigue name for the evaluation method {e.g. FOP ad observation, policy maker survey, faculty interviews, policy analysis/document review):

When do you expect to begin formal planning and preparation for the evaluation?

weeeee [

When do you expect to begin collecting the information for the evaluation?

weeeee [

When do you expect to complete the evaluation?

woeeee [

Intervention Deta

In this section you will provide detalls about the work plan strategy or strategies that you have chosen to
evaluate for impact

What strategy or strategies will be evaluated by this method?
{select all that apply)

Mote: Impact evaluation is used to assess community effects of 8 program intervention @ . Therefore, annual plan strategies entered for Goals 5 and 6, as well as any
strategy classified as either Manitaring or Assessment or Survey, will not appear in the List of Strategies for potential evaluation selection. Monitoring/ Assessment and
Survey strategies might be used as evaluation methods, but would not need to be evaluated themselves, since they are not interventions.,

Annual Plan Strategies: Strateqgies Evaluated using this method:
Advocate with bars about tobacco promotions -
Cornmunication of policy to school community
gowt policy maker stratagy
HCPO advo ©C
Bislisy o Eromses dhemes i hoolkl o emcrzoms 5|

If needed, further describe the expected SMART Qutcomes and ;I
community impack{s) that the intervention is expected to produce

and that the evaluation will assess, Remember, a community

impact can constitute a clear and discrete action outcorme (i.e.

policy adoption} ;I

Evaluation Details

In this section you will provide detalls about the evaluation questions, approaches, and methods

Ewvaluation Question(s) and related Inditatnr(s)@

Please enter one evaluation question and corresponding indicator at a time.

If there is more than one indicator for & particular evaluation question, enter that sarme evaluation question
again with the additional indicatar,

Evaluation question Indicator

Evaluation Apprnach@
(Please choose only one)

There are several different approaches or designs that can be used to evaluate whether or not an intervention has produced an impact. Please select the option that
rmost closely describes your ewaluation approach. Please note that there is room to describe an alternative approach not listed.

Wil you be collecting information from one group of people, places, or events before and after an intervention to determine its impact?

Example: Observe tobacco retailers for external advertising before and after providing educational information to the store managers, The same stores are
observed twa or mare times (Pre/Post - Single Group)

© will you be callecting infarmation fram twa different groups of people, places, or events before and after an intervention to determine its impact?

Example: Conduct a survey with 12th grade students this year and a new set of 12th grade students next year to determine of they are aware of a change in
school policies regarding tobacco free buildings, grounds, and events (Fre/fost - Cross Sectional)

© will you be identifying and demonstrating the results of a specific action/key outcome that the evaluation will assess?

Example: An arganizer {e.9. PTA, school board, local business) takes an action that is supportive of your efforts such as adopting & voluntary CIAA expansion
policy or sends smoke free movie support letters to the MPAA (Discrete Ouicome)

¢ will you be collecting information from two different aroups of people, places, or events before and after an intervention where one group specifically received an
intervention and the other group did not {i.e., Do you have a control or comparison group?)

Example: & media campaign promoting cessation is conducted in one community, but not in a similar neighboring community. & survey is conducted with residents

in each comrmunity both before and after the intervention to determine if there were changes in cessation behavior as a result of the media campaign (Control
Group)

© will you be conducting sarne other kind of evaluation?

Please describe your alternative approach below:
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Figure 37. Evaluation Method entry screen, continued

In your own words, describe how you will conduct this evaluation (similar to but more detailed than the on-screen Example listed for the Evaluation Approach). Include
details about the timing of the intervention and evaluation, including whether or not the evaluation will span different contract years, what the evaluation will consist of,
and other specifics that will allow Evaluation Specialists to understand what you are doing.

|

=
Evaluation Method
Remember that if you are doing multiple types of data collection, yvou will need to enter a separate evaluation method for each one.

Flease indicate how the information for the evaluation will be collected and from what source:

Will you be: Il Callecting new infarmation from surveys, interviews, or abservations performed by vourself, your staff, or a subcantractor {referred to as Primary

Data Collection Vi

Wihat is the data collection method that you will use?

[® Survey, face-to-faceshand-out " ohservation

[® Survey, mail " Record/Document review
 zurvey, telephone  Interview

i Survey, e-mail/web based 0 Case study

e Using information that has already been collected by others, such as information from the Quitline, Medicaid claims infarmation, Medicaid recipient

MNRT usage, ete. (referred to as Secondary Data Collection a7

Will vou use this evaluation method rore than one timme to collect the information neseded for the evaluation? (For example, collect information using the same survey

befare and after an intervention to measure the impact of the intervention)?  ves [T

Evaluation Sample@

In this section, vou will describe the source of the information that will be used for the evaluation:

Sources of information can consist of people, groups, places, and/or events.

Examples include:
# 200 parents of high schoal students fram Valley High School, from a list of students abtained from the high school attendance office
# 20 retailers within 1000 feet of a schoal in Fairview County, determined with maps and driving directions
» Quitline data for June and July for my catchment area.

Please describe your source (who or where yvou will get the information from).
Include important characteristics such as the significance of locations of peaple chosen, local political or historical context, past interventions, ete., to help us understand

why you have chosen this source of information.
E

E

How will you choose the individuals, arganizations, places, or events from which you will collect information?

[® Convenience@ sample {e.q., conducting man-on-the-street interviews or conducting surveys among the first 75 people to walk into a meeting or mailing
questionnaires to the first 25 people to respond to an ad about participating in study)

O Census@ {e.qg., pick every possible choice to collect information from, such as all students within a school or all restaurants in a county)
[® Randomly@ {e.3., using a randarn nurnber table to choose from a complete listing of all possible choices)

[® Systematica\ly@ (e.q., choosing every 10th person, every Z5th person, etc from a listing of choices)

© Nat applicable - This evaluation project did not require choosing a sample of people or organizations

& Cther (please describe below)
If "Other," describe the selection process for collecting information:

B
=

Evaluation Results

wiho will collect and tabulatefanalyze the information? |

whao will prepare the report of findings? |

Ewvaluation Plan Approval

Has this evaluation plan been formally approved by your TSERT Evaluation Specialist?  ves & o

Subrit

The information on this page should relate to one specific evaluation methad. If you are using several evaluation methads, include information about anly one of ther on
this screen, and then click “Submit” to enter information about your next evaluation method on & new page. Repeat for each additional method.

Table 26. Evaluation Method entry screen

Field Instructions for completing the field
Please provide a unique name for the Enter a name for the data collection method you're
evaluation method (i.e., POP ad observation, using for your evaluation. Remember that each data
policy maker survey, faculty interviews, policy collection method will be entered separately.
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Field

Instructions for completing the field

analysis/document review):

When do you expect to begin formal planning
and preparation for the evaluation?

Enter the date

When do you expect to begin collecting the
information for the evaluation?

Enter the date

When do you expect to complete the
evaluation?

Enter the date

Intervention Details

In this section you will provide details about the work plan strategy or strategies that you have chosen to

evaluate for impact

What Strategy or Strategies will be Evaluated by
this Method?

Note: Impact evaluation is used to assess
community effects of a program intervention.
Therefore, annual plan strategies entered for
Goals 5 and 6, as well as any strategy classified
as either Monitoring or Assessment or Survey,
will not appear in the List of Strategies for
potential evaluation selection. Monitoring/
Assessment and Survey strategies might be
used as evaluation methods, but would not
need to be evaluated themselves, since they
are not interventions.

Select all strategies from your work plan that will be
evaluated using this method.

NOTE: Once you have selected the strategies that
apply, the screen will refresh and the Strategy
Description, Goal & Objective, and SMART Outcomes
that correspond with those strategies will appear on the
screen.

REMINDER: In order to edit SMART Outcomes, go to
the Annual Plans section and EDIT the Strategy for that
Outcome. Make desired changes to the Outcome, save
changes by clicking SUBMIT, and then close and re-
open this evaluation method.

If needed, further describe the expected
SMART Outcomes and community impact(s)
that the intervention is expected to produce and
that the evaluation will assess. Remember, a
community impact can constitute a clear and
discrete action outcome (i.e., policy adoption)

This open text box allows you to enter additional
information about the SMART outcomes and community
impacts expected, which your evaluation is measuring.

Evaluation Details

In this section you will provide details about the evaluation questions, approaches, and methods

Evaluation Question(s) and related Indicator(s) -
Please enter one at a time

Please enter one evaluation question and
corresponding indicator at a time. If there is
more than one indicator for a particular
evaluation question, enter that same evaluation
guestion again with the additional indicator.

Enter an evaluation question and the indicator you will
use to answer that question, and then click “Add.” Add
additional lines until you have added all applicable
evaluation questions and indicators for the specified
method.

For example, if you are conducting a survey about the
Quitline and one of your evaluation questions is “Are
residents aware of the NYS Smokers’ Quitline?”, you
can enter the indicator as “Number of survey
respondents who have heard of the NYS Smokers’
Quitline” in the “Indicator” field. You may enter one
evaluation question several times, as it may take more
than one indicator to answer the question.

Evaluation Approach

There are several different approaches or designs that can be used to evaluate whether or not an
intervention has produced an impact. Please select the option that most closely describes your evaluation
approach. Please note that there is room to describe an alternative approach not listed.

Select one of the following Evaluation Approaches:

Will you be collecting information from one group of people, places, or events before and after an

intervention to determine its impact?

o Example: Observe tobacco retailers for external advertising before and after providing
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Field

Instructions for completing the field

educational information to the store managers. The same stores are observed two or more

times (Pre/Post - single Group)

Will you be collecting information from two different groups of people, places, or events before and
after an intervention to determine its impact?

o Example: Conduct a survey with 12th grade students this year and a new set of 12th grade
students next year to determine of they are aware of a change in school policies regarding
tobacco free buildings, grounds, and events (Pre/Post - Cross Sectional)

Will you be identifying and demonstrating the results of a specific action/key outcome that the

valuation will assess?

o Example: An organizer (e.g. PTA, school board, local business) takes an action that is
supportive of your efforts such as adopting a voluntary CIAA expansion policy or sends
smoke free movie support letters to the MPAA (Discrete Outcome)

Will you be collecting information from two different groups of people, places, or events before and
after an intervention where one group specifically received an intervention and the other group did

not?

o Example: A media campaign promoting cessation is conducted in one community, but not
in a similar neighboring community. A survey is conducted with residents in each
community both before and after the intervention to determine if there were changes in
cessation behavior as a result of the media campaign (Control Group)

Will you be conducting some other kind of
evaluation?

Select "yes” or “no.” If yes, please describe.

In your own words, describe how you will
conduct this evaluation (similar to but more
detailed than the on-screen Example listed for
the Evaluation Approach). Include details about
the timing of the intervention and evaluation,
including whether or not the evaluation will span
different contract years, what the evaluation will
consist of, and other specifics that will allow
Evaluation Specialists to understand what you
are doing.

Enter a description of your evaluation approach, as
described in the on-screen prompt.

Evaluation Method

Please indicate how the information for the evaluation will be collected and from what source:

Will you be:

- Collecting new information from surveys,
interviews, or observations performed by
yourself, your staff, or a subcontractor
(referred to as Primary Data Collection)
or
Using information that has already been
collected by others such as information
from the Quitline, Medicaid claims
information, Medicaid recipient NRT
usage, etc. (referred to as Secondary
Data Collection)?

Select either option, indicating whether you will be
conducting Primary Data Collection or Secondary Data
Collection (see the response options or the glossary for
more information).

If you are conducting multiple types of data collection,
you will need to answer all questions on this screen for
one method, then click “Submit” and enter information
on the next method separately.

[If you selected Primary Data Collection,] what
is the data collection method that you will use?

Select ONE of the following:
Survey, face-to-face/ handout
Survey, mail
Survey, telephone
Interview
Observation
Record/document review
Case study
[If you selected Case Study,] which informal
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Field Instructions for completing the field

data collection method will you use? Select one
of the following:
0 Survey
0 Interview
0 Observation
o0 Record/document review
If you are conducting multiple types of primary data
collection, you will need to answer all questions on this
screen for one method, then click “Submit” and enter
information on the next method.

[If you selected Secondary Data Collection,]
what available information will you use?

Select one of the following:

NYS Quitline

Medicaid

Adult Tobacco Survey

Youth Tobacco Survey

Expanded Behavioral Risk Factor Surveillance System
Other. If other, please describe.

If you are conducting multiple types of secondary data
collection, you will need to answer all questions on this
screen for one method, then click “Submit” and enter
information on the next method.

Will you use this evaluation method more than
one time to collect the information needed for
the evaluation? (For example, collect
information using the same survey before and
after an intervention to measure the impact of
the intervention)?

Select “yes” or “no.”

If yes, how many times will you be collecting the
information using this method?

Enter the number of times you will be using this method.
For example, if you are conducting a pre-test and a
post-test of knowledge and attitudes before and after an
intervention, you would enter “2”, since you are
collecting the information two times .

Evaluation Sample

In this section, you will describe the source of the information that will be used for the evaluation. Sources
of information can consist of_people, groups organizations, places, and/or events.

Include important characteristics such as the significance of locations of people chosen, local political or
historical context, past interventions, etc., to help us understand why you have chosen this source of
information.

Examples include:

200 parents of high school students from Valley High School, from a list of students obtained from the high
school attendance office

20 retailers within 1000 feet of a school in Fairview County , determined with maps and driving directions
Quitline data for June and July for my catchment area.

Please describe your source (who or where you | Describe the source for your data. See examples
will get the information from): above.

How will you choose the individuals,
organizations, places, or events from which you
will collect information?

Select one of the following choices:

Convenience sample (e.g., conducting man-on-the-
street interviews or conducting surveys among the first
75 people to walk into a meeting or mailing
guestionnaires to the first 25 people to respond to an ad
about participating in study)

Census (e.g., pick every possible choice to collect
information from, such as all students within a school or
all restaurants in a county)
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Field Instructions for completing the field

Randomly (e.g., using a random number table to choose
from a complete listing of all possible choices)
Systematically (e.g., choosing every 10th person, every
25th person, etc from a listing of choices)

Not applicable — This evaluation project did not require
choosing a sample of people or organizations

Evaluation Results

Who will collect and tabulate/analyze the data? | Enter the name of the person or group who will do data
analysis for your local evaluation.

Who will prepare the report of findings? Enter the name of the person or group who will prepare
a report of findings from your evaluation.

Evaluation Plan Approval

Has this evaluation plan been formally approved | Select “yes” or “no.” (You should have received formal
by your TSERT Evaluation Specialist? approval from your Evaluation Specialist before
checking “yes”)
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Cessation Centers

This section of the manual covers issues unique to Cessation Centers. Please also refer to all of the
other sections of the manual for general system information. The types of information entered by
Cessation Centers are expected to be slightly different from Community Partners and Youth Partners
due to the types of activities they do. Cessation Centers will probably not use all of the different
Focus Areas, but will instead focus more on certain ones such as Advocating with Organizational
Decision Makers.

The cessation center RFA laid out the types of activities Cessation Centers will do, and also
mentioned a requirement for reports on activities. CAT is the system for that reporting. Cessation
Centers will enter their annual work plans according to specific strategies or types of activities. There
are some reports to be entered on a monthly basis, others entered on a quarterly basis, and one
entered annually. You will be expected to complete Monthly Strategy Reports for each strategy for
which work was carried out each month. These mainly track process measures and document
activities conducted. Also, Cessation Centers must complete quarterly outcome reports, which
include reporting on polices and practices among health care provider organizations and numbers of
patients screened, referred to the Quitline, and receiving intensive cessation services. Each target
HCPO must be entered into CAT.
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Figure 38. Cessation Center Target HCPO screen

i H.\] Community _Acﬁfﬁlw y Tracking .Oll oot

Annual : Monthly Strategy : Local Level : School Policy : Cessation Center

Plans- : Reports : Reports | Evaluation : Outcomes : Outcomes | Other.

Administration~

| Target Health Care Provider Drganizations (HCPOs):

|Target HCPO ||

|Umbre|la organization {e.qg., hospital which has multiple departments)

Select from list, or enter a new umbrella |

organization || =l -or- |

Tyoe || =
ALBAMNY

County of residence, a;;ﬁg’:ﬂi\;

jurisdiction, S

ar coverage Counties beyond catchrment area

Distant frorm catchrent area

© Full Partner

Level of partner? o
" Limited Partner

AddfUpdate Target

Examples: How to enter Target HCPO Narme and Urnbrella ©rganization,

#® Lewiz Medical Group: This target HCPC would have a target HCPO name of Lewis Medical Group, and the
field "urnbrellz organization” would be Blank,

# Fulton Hospital, Pulmonary Unit and Internal Medicine Unit: This would be entered as two Target HCPOs,
The first entry would have a target HCPC name of Pulmonary Unit with an urmbrella arganization of
Fulton Hospital. A separate target HCPO entry would be rade with a target HCPO name of Internal
Medicine Unit with an urnbrella organization of Fulton Hospital,

#* Allegany Medical Group, Midtown Clinic: This HCPO would be entered with a target HCPO name of
Midtown Clinic with an umbrella organization of Allegany Medical Group [IF you are warking with multiple
climics within the same group).

Select a Link below to update a Target HCPO, or click on Add New Targst Hepo | to
add a new Target HCPO

l:m_mty of
Target HCPO Type JEﬁisslgs::icoer:, Pf::r:jr Delete
Coverage
Alta Hospital Hospital ALBAMNT Full |
4@323;;?;:‘3' SHMTE Hospital HERKIMER Full O
SUNY-Cobleskill Student Health College or university health ONONDAGA L] O
Services care system
Three Springs Medical Practice Local health care provider ALLEGANT Limited |
Table 27. Target HCPO Information screen
Field name Instructions for completing the field
Target HCPO Enter the name of the targeted health care provider organization
Umbrella If you are targeting a department within a hospital or a medical practice that is
organization part of a larger organization, then the umbrella organization name should be

entered here. Once you enter an umbrella organization name into the system, it
will appear in the pull-down list in the future.

Type This pull down menu allows you to select the type of target HCPO from the
following list:
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Field name Instructions for completing the field

- College or university health system

- Health promotion or disease prevention coalition

- Hospital

- Local health care provider

- Local health department

- Mental health organization

- Substance abuse organization

- Human services agency

- Local government agency

County of Residence/ | Select the area covered by this collaborator. If the collaborator is an individual,
Jurisdiction/Coverage | select the county where the individual lives. You may select more than one of
these options by holding down the Control (“Ctrl”) key and highlighting all of the
options you would like to include. You may select from the counties you
indicated were part of your “Catchment Area” in the “Contact Information”
section of CAT.

Once you have entered information into each field, click the “Add” button. This will trigger a
new screen that includes a record of the profile you just created (see Figure 5). You can continue
adding target HCPOs, so that their records will be loaded when you enter your Work Plan.

Cessation Center Monthly Strategy Reports

Cessation Centers are expected to report on activities conducted each month. In particular,
Cessation Centers must report the work that is carried out each month to promote implementation of
the clinical practice guidelines for tobacco dependence treatment with target health care provider
organizations. A series of process measures are included in the CAT system where Cessation
Centers should document and track these activities.

This reporting includes planning (e.g., developing a strategy for promotion of cessation services),
specific activities (e.g., training health care provider organizations on tobacco dependence treatment
guidelines), and contacts with target HCPOs (e.g., working with other service providers to conduct an
activity). Target HCPOs are the partnering health care provider organizations with which Cessation
Centers are advocating change.

When reporting on the Focus Area “Advocating with Decision Makers — Cess Ctrs” with target
organizations of “health care provider organizations”, the screen will display buttons which link to four
tables. These four tables collect data on process measures in the following areas: 1) stipends and
mini-grants, 2) administrative commitment, 3) training, and 4) technical assistance. The next few
pages provide information on the questions asked in each of those tables. For some of the tables,
open text boxes at the bottom of the page ask about “strategy progress,” “reasons for success,” and
“barriers.” Complete these each month as appropriate.

Click on each of the buttons below to access the different tables for this
monthly strategy report

Each of these buttons
links to a report on a
separate page.

Stipends and Mini-grants

Adrninistrative Commitment

Training

Technical Azsizstance
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Stipends and Mini-grants

This first table relates to the provision of stipends or mini-grants awarded by partners to health care
organizations to carry out defined activities. If you did not issue any stipends or mini-grants this
month, you may skip this table. If you did award stipends or mini-grants, enter a new line for each
one awarded during that month. You only need to report each stipend or mini-grant one time, and
only during the month that each was awarded. Figure 39 shows the screen for these data, and Table
28 describes the fields in more detail. Record only mini-grants and stipends awarded, such as
program start-up money or incentive money to other organizations, not money paid for services
rendered to carry out cessation center project deliverables.

Logoff

Annual :  Monthly Strategy Reports : Local Level ; School Policy ; Cessation Center
Plans~ ‘ Reports ‘ P ‘ Evaluation ‘ Outcomes ‘ Outcomes

Administration ~

Other~

Monthly Report for August
Focus Area: Advocating with Organizational Decision-makers — Ces Ctrs
Strategy: Policy and practice change in health care organizations

Stipends and mini-grants to health care organizations

Collaborator [ Funded Service [ Dollar Amount of Award [Delete

|
|
I ;I [T Distribution of NRT $|

[T Pravision of training/in-service
[T callection of quarterly data
[T coordination of policy/systemns change

[ other
If other, please describe:

[ od |
Strategy Progress:
=l
=
Reasons for Success:
El
=
Barriers:
=l
=
Save and Return to Main Screen
Table 28. Cessation Center table: Stipends and Mini-grants
Field Instructions for completion
Collaborator Select a collaborator name from the pull-down list. To add a new
collaborator, go to the “Administration” link and select “Collaborator
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Field Instructions for completion

Info”

Funded service Check all that apply:

Distribution of NRT

Provision of training/ in-service
Collection of quarterly data
Coordination of policy/systems change
Other (If other, please describe)

Dollar amount of award Enter the dollar amount of award to the mini-grantee

After you fill in each of the cells on the row, click the “Add” button. You will then be able to enter
additional rows, or you can then click on the button marked “Save and return to main screen.”

Administrative commitment

The second table deals with contacts made that month with administrators at target health care
organizations to obtain their commitment or buy-in for implementation of the clinical practice
guidelines. For activities you conduct in order to gain commitment from specific organizations,
complete a new row. Figure 40 shows the screen for the administrative commitment data, and Table
29 describes the fields in more detail.
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Figure 40. Cessation Center table: Administrative commitment

BA' Communithy A

Annual : Monthly Strategy
Plans~ : Reports

Administration -

Monthly Report for August

Focus Area: Advocating with Organizational Decision-makers — Ces Ctrs
Strategy: Policy and practice change in health care organizations

Reports

CtI\FfItY Tracking .O.l

Local Level : School Policy : Cessation Center
Evaluation : Outcomes : Outcomes

| Contacts with Collaborating Health Care Drganizations to get Administrative Commitment

Collaborator

Method of Contact Date of Contact

Resources and Information

Provided Delcie

=]

lTeIephone calls

Strategy Progress:

=l | [ Guitline
™ Medicaid Benefit
[ Fax-ta-quit
O Folicy/ organization-level
change
s as
[ other
Flease specify:

Reasons for Success:

Barriers:

Save and Return o Main Scraen I

Table 29. Fields for Cessation Center table: Administrative commitment

Field

Instructions for completion

Collaborator

Select a collaborator name from the pull-down list. To
add a new collaborator, go to the “Administration” link
and select “Collaborator Info”

Method of contact

Select one of the following methods of contact:

Telephone calls

Letters

In-person meeting
Workshops/conferences
Grand Rounds

Email
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Field

Instructions for completion

Other

Date of contact

Enter the date in mm/dd/yyyy format

Resources and information provided

Select all that apply: (You may select multiple items
from this list by holding down the Control “Ctrl” key
while you make your selections.)
- Quitline

Medicaid benefit

Fax-to-Quit

Policy/ organization level change

5A’s

Other (Please specify)

You must click the “Add” button to enter your selections. You may then add additional rows or click
the button at the bottom of the page to save and return to the previous screen.

Training

The third table deals with training activities related to tobacco dependence treatment guidelines,
policies, or practices. Cessation Centers will report on contacts made that month to provide training to
target health care provider organizations. For each training conducted, enter a new row and click
“add.” Figure 41 shows the screen for the training data, and Table 30 describes the fields in more

detail.
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Figure 41. Cessation Center table: Training
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Strategy Progress:

Reasons for Success:

Barriers:

Save and Return o Main Screen
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Table 30. Fields for Cessation Center table: Training

Field

Instructions for completion

Training name

Enter a name for the training

Training date

Enter the date in mm/dd/yyyy format

Training method used

Select one:

- Grand Rounds

- Individual/ group instruction onsite
- Group meeting outside the facility
- Workshops/conferences

- Academic detailing

- Online training

Was continuing education credit offered?

Select yes or no.
If yes, what type of credit was offered?
- AARC
- ACPE
- CME
- CEU
- CNE
- CASAC
- CHES
- Other

Total number of attendees

Enter the number of attendees at each training

Resources and information provided

Select all that apply: (You may select multiple items from
this list by holding down the Control “Ctrl” key while you
make your selections.)

- Quitline

- Medicaid benefit

- Fax-to-Quit

- Policy/ organization level change

- 5As

- Other (Please specify)

Target HCPO name

Select the name of a target HCPO from the pull-down list.
You will be able to add additional rows after you click “Add.”

Target HCPO attendance

Enter the number of people attending from each
organization

You must click the “Add” button to enter your selections. You may then add additional rows or click
the button at the bottom of the page to save and return to the previous screen.

Technical assistance

The fourth table allows you to enter data about contacts made that month to provide technical
assistance to target health care provider organizations. This includes one-on-one assistance in
person or over the phone, as well as online training, academic detailing, and pharmaceutical training
with CME credit. Enter a new row for each time technical assistance was provided. Figure 42 shows
the screen for the technical assistance table, and Table 31 describes the fields in more detail.
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Figure 42. Cessation Center table: Technical assistance
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Table 31. Fields for Cessation Center process table: Technical assistance

Field

Instructions for completion

HCPO receiving TA

Select a target HCPO name from the pull-down list. To add a new target
HCPO, go to the “Administration” link and select “Target HCPO”

Date

Enter the date in mm/dd/yyyy format

Method used

Select one:

- Academic detailing
- Individual instruction — on-site
- Individual instruction — phone
- Online training

- Pharmaceutical training with CME credit
- Pharmaceutical training without CME credit

- Other

# of HCPO staff receiving TA

Enter the number of staff per collaborator receiving technical assistance
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Field Instructions for completion

on that occasion.

Resources and information Select all that apply: (You may select multiple items from this list by
provided holding down the Control “Ctrl” key while you make your selections.)
- Quitline

- Medicaid benefit

- Fax-to-Quit

- Policy/ organization level change

- 5As

- Other (Please specify)

You must click the “Add” button to enter your selections. You may then add additional rows or click
the button at the bottom of the page to save and return to the previous screen.

Quarterly Reports

!

EAT CommuniTtDy Ac

B z006-2007 -

Annual :  Monthly Strategy
Plans~ ‘ Reports

Local Level : School Policy : Cessation Center

Evaluation B Outcomes g T i Other~

Administration Reports

Each Cessation Center is required to submit quarterly reports on outcomes, in addition to the monthly
process reports. To access the quarterly reports, click on the link “Cessation Center Outcomes” on
the main CAT header. This will display a page that allows you to select the appropriate quarter on
which to report. (The months associated with each quarter are displayed, and the quarters are
broken down by fiscal year, with quarter 1 covering August, September, and October.) You will have
45 days after each quarter ends to submit your report before the report is considered final and is no
longer available for editing. Figure 43 shows the screen that allows you to select which quarter to
report on, either with the Policy and Practice Data, or Cessation Center Outcome Data. The following
pages describe these outcome reports.

Figure 43. Cessation Center Outcome report selection screen

Please select a quarter to report either collabarator policy and practice data or outcome data

| Policy and practice data | Outcome data

| Quarter One {Auqust-October} | Quarter One (Auqust-October)
|Quarter Two {November-January} |Quarter Two {November-January}
| Quarter Three {February-April} | Quarter Three {February-April}

| Quarter Four (May-July} | Quarter Four {May-July}

Please enter patient population data for each collaborator that you will be working with this contract year:

Patient population annual data
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Policy and Practice

The policy and practice table concerns collaborating health care organizations’ current policies and
practices related to tobacco dependence treatment. Questions relate to written policy, procedures, or
guidelines on tobacco dependence treatment, as well as systems and staff to address these issues.

It is important to remember to only answer questions for collaborators worked with during this
guarter. This data is cumulative and does not have to be answered every quarter if no activities have
been conducted for a particular strategy in a particular quarter. Figure 44 shows the screen for policy
and practice data, and Table 32 describes the fields in more detail.
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Figure 44. Cessation Center Quarterly Report: Policy and Practice
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| Every tobacco user is provided with brief counseling? | Coves o (O
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| A procedure for providing follow up and referrals to tobacco users? | Cives U Mo LG
| Offer pharmacotherapy to tobacco users unless contraindicated? | ves Mo = ya
|D0 the arganization's practices ensure that...

' Mot at all

& Partially

Every patient is screened for tobacco use?
C Completely

& Don't Know

' Mot at all
& Partially
C Completely
& Don't Know

Every tobacco user is provided with brief counseling?

' Mot at all
& Partially
@ Completely
& Don't Know

Faollow up and referrals are provided to tobacco users?

' Mot at all
" Partially
@ Completely
& Don't Know

Pharmacotherapy is offered to tobacco users unless contraindicated?

Does organization have an identification system to document the smoking &y @[
status of every patient? If ves, select type: &3 ®
Wital sign stickers/starnps ﬂ
. Patient chart stickears
I 9128, el Ge Electronic medical record
Intake questionnaire j
Does the organization have a staff person assigned as the Tobacco
Dependence Treatment Coordinatar? Cives & o

h - ide ed X | . el o el " ves, coordinated on their awn
Does the organization provide educational opportunities to clinicians and sta . .
to promote counseling with tobacco-using patients? ves, coordinated by the Cessation Center

& 1o

C Tes, on their own

& res, through the Cessation Center
& Mo

Does the organization provide resources and materials to clinicians/staff to
promote screening and brief counseling with tobacco-using patients?

Does the organization assess provider compliance with the tobaccao
dependence treatment policy, procedure, or guideline? Fves g
If yes, how is compliance assessed?

Data from chart audits -
Data from encounter forms

Data from electronic medical records

Data from computerized patient databases;l

If yes, how is compliance assessed?

Does the arganization routinely provide feedback (e.q. report cards) to

providers? Cves  F o

Additional comments:
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Table 32. Fields for Cessation Center Quarterly Report: Policy and Practice

Field Instructions for completion

Target HCPO Select a target HCPO name from the pull-down list. To
add a new target HCPO, go to the “Administration” link
and select “Target HCPO”

Does organization have a written policy, Select yes or no.

procedure or guideline on tobacco dependence

treatment?

Does the organization's written policy, Select yes or no for each of the following items:
procedure, or guideline include... - Every patient is screened for tobacco use?

Every tobacco user is provided with brief counseling?
Providers receive ongoing training?

A procedure for giving feedback to providers?

A procedure for providing follow up and referrals to
tobacco users?

Offer pharmacotherapy to tobacco users unless
contraindicated?

Does the organization have an identification Select yes or no. If yes, select all of the types that
system to assess the smoking status of every apply:
patient? - Vital sign stickers/ stamps

- Patient chart stickers

- Electronic medical record

- Intake questionnaire

- Visit sheet/encounter form

- Tobacco use history documented in medical history

- Other
Does the organization have a staff person Select yes or no. A Tobacco Dependence Treatment
assigned as the Tobacco Dependence Coordinator is a staff person in a health care setting that
Treatment Coordinator? has, as part of their paid job responsibilities, the duty of

coordinating staff efforts around tobacco dependence
treatment. Responsibilities of a tobacco dependence
treatment coordinator might include monitoring provider
compliance with the organization’s tobacco dependence
treatment policy, provision of resources, materials, and
educational opportunities for clinicians and staff,
provision of feedback to providers, and ensuring that
referral systems for tobacco dependence treatment are
in place.

Does the organization provide educational Select yes or no
opportunities to clinicians and staff to promote
counseling with tobacco-using patients?

Does the organization provide resources and Select yes or no
materials to clinicians/staff to promote
screening and brief counseling with tobacco-
using patients?

Does the organization assess provider Select yes or no. If yes, select way(s) compliance is
compliance with the tobacco dependence assessed:

treatment policy, procedure, or guideline? - Data from chart audits

If yes, how is compliance assessed? - Data from encounter forms

- Data from electronic medical records

- Data from computerized patient databases
- Data from patient surveys

- Other

Does the organization give feedback (e.g., Select yes or no
report cards) to providers?
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Brief Cessation Interventions

The first Cessation Center quarterly outcome table asks about tobacco use identification and brief
cessation interventions provided by each collaborator. You will need to work with your target HCPOs
to obtain some parts of this information in a timely manner, and then enter it in CAT. Figure 45 shows
the brief cessation intervention table as it appears in CAT, and Table 33 provides more information on
the fields.

Figure 45. Cessation Center Quarterly Report: Brief Cessation Interventions

| Brief Cessation Interventions Quarterly Report {(Quarter2)
# of tobacco % of tobacco
ati“rants i & 00 rel:fa.ia:isn # of relii?:isn
spcreened # of paticnts) inaticntsRnatients brief ¢ tobacco brief 9
Collab + f patients |screened |identified |identified |, t ti int ti Method of obtaining
ollaborator t hor i for as as n F‘:;ep (Lo | (EXES | a;’;e!’ 100S | tobacco user information
ouzgco sample |tobacco | tobacco | tobacco Ass‘::se' sallrl:ple A.ss‘:;:se'
' '
(Ask) use users users Assist, Assist,
Arrange) Arrange)

Table 33. Cessation Center Quarterly Report: Brief Cessation Interventions

Field Instructions for completion

Target HCPO Select a collaborator name from the pull-down list. To add a new target
HCPO, go to the “Administration” link and select “Target HCPO”

# patients screened for Enter the number of patients who were screened for tobacco use during this

tobacco use (Ask) quarter by this target HCPO. This is the “ask” phase of the 5 A’s.

For example, if you conducted a chart review of 100 charts to determine
the number of patients screened for tobacco use and 90 were asked whether
they use tobacco, you would enter the number of people who were actually
asked about their tobacco use, which is 90.

# of patients in sample Enter the total number of patients sampled to determine the # of patients
screened.
In our example, you would enter 100, since you reviewed 100 people’s
charts.
% patients screened for CAT will calculate this automatically
tobacco use (Ask)
# patients identified as Enter the number of patients identified as tobacco users from the sample
tobacco users during this quarter by this collaborator.

In our example, you would enter the number of people who, when asked
whether they use tobacco, said yes, that they are tobacco users. If 25 of the
90 people asked reported using some form of tobacco, you would enter 25.

% patients identified as CAT will calculate this automatically

tobacco users

# of tobacco users Enter the number of tobacco users receiving brief interventions during this
receiving brief quarter from this collaborator. This is related to four of the 5 A’s phases.
interventions (Advise, (Note: count number patients receiving ANY of these — they do not have to
Assess, Assist, Arrange) receive all 4.)

In our example, if 20 of the 25 tobacco users received brief interventions,
you would enter 20. However, if you have data of the full number of tobacco
users receiving brief interventions from some method other than this chart
review, enter that number.

# of tobacco users in Enter the number of tobacco users identified in the sample.

sample In our example, this would be 25, since we identified 25 tobacco users.
However, if you collected data differently for this question (such as through
review of electronic medical records), you may be able to determine that there
were 50 tobacco users identified, even though charts were only pulled for
review from some of these people. So, if you know the full number of tobacco
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Field Instructions for completion

users identified by the organization and the number receiving brief
interventions, enter those numbers instead of those obtained through a partial
chart review.

% of tobacco users CAT will calculate this automatically
receiving brief
interventions (Advise,
Assess, Assist, Arrange)

Method of obtaining Select one of the following:
tobacco user information - Chart review

- Electronic medical records
- Other electronic records

- Patient survey

- Encounter forms

- NYC Cessation registry

- Discharge plans

- JCAHO core measures

Quitline data

This table asks for information for your catchment area from the Quitline, per month. Enter one line
per month. You will need to coordinate with the NYS Smokers’ Quitline to get this data for your
catchment area. Figure 46 shows the table as it displays in CAT, and Table 34 provides more
information about the fields.

Figure 46. Cessation Center Quarterly Report: Quitline data

[ NYS Quitline Data
FAX-to-Quit # of calls to the NYS Quitline |
Month referrals {per county in catchment area)
generated from

‘ Cessation Center |BLBANT |ALLEGANY [HERKIMER [ononDAGA |

|| August =l || || || || || |ﬂ|

Table 34. Fields for Cessation Center Quarterly Report: Quitline data

Field Instructions for completion

Month Select appropriate month from the pull-down menu.
Selections will vary based on the quarter for which
you are entering data.

FAX-to-Quit referrals generated in Cessation Enter the number of FAX-to-Quit referrals generated

Center Catchment area in the cessation center catchment area as reported by
the NYS Quitline.

# of calls to the NYS Quitline Enter the number of calls to the NYS Quitline for this

(per county in catchment area) guarter per county in catchment area. CAT will
display all of the counties in your catchment area in
distinct columns.

Intensive Cessation Interventions — Delivery of Services

This table collects information on treatment paid for with TCP funding that was provided in your
catchment area for the current quarter. The questions cover the types of pharmacotherapy
distributed, with data in terms of units or client-weeks, since CAT is interested in how many clients
used pharmacotherapy for how many weeks. A unit or client-week corresponds to the most common
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package sizes for one client using materials for one week (or part of one week), no matter how many
pieces or doses they used. Figure 47 shows the table as it displays on the screen, and Table 35
provides more information about the fields.

Figure 47. Cessation Center Quarterly Report: Intensive Cessation Interventions -Delivery of Services

| Intensive Cessation Interventions Quarterly Report-Delivery of Services (Quarter 1)

| ™ we did not conduct any intensive interventions this quarter.

Units of Specific Types of Pharmacotherapy Distributed # of individuals completing treatment
unit=one-week supply (i.e. group or individual counseling)
[Patch [Gum  [Lozenge [Inhaler [Nasal Spray [Bupropion/Zyban/iellbutrin |Paid for by NYS TCP this quarter
el el Ml
Provided by I_
Cessation Ctr to | | I_ l_ l_ l_
Organizations
| Saves/Update |
Table 35. Fields for Cessation Center Quarterly Report: Intensive Cessation Interventions -Delivery of Services
Field Instructions for completion
Units of specific types of Enter the number of units of specific types of pharmacotherapy distributed in
pharmacotherapy your catchment area for the current quarter.
distributed Patch Enter the number of nicotine patch units distributed this
(in client-weeks). quarter. (unit=7 patches)
Gum Enter the number of gum units distributed this quarter.
Enter separately for NRT (Unit = 55 pieces or ¥z box)
provided by CC to Lozenge Enter the number of lozenge units distributed this quarter.
individuals (direct services) (unit = 72 pieces)
and NRT provided by CC | |nhaler Enter the number of inhalers distributed this quarter. (unit
to organizations = 42 cartridges)
Nasal spray Enter the number of nasal sprays distributed this quarter.
(unit = 1 bottle)
Buproprion/ Enter the number of Buproprion/ Zyban/ Wellbutrin
Zyban/ prescriptions distributed this quarter. Unit=1 week
Wellbutrin prescription
# of individuals completing | Enter the number of individuals completing treatment paid for by NYS TCP
treatment (i.e., group or who attended at least one program that ended this quarter. Individuals
individual counseling) paid | should be counted here whether they attended only one session or all
for by NYS TCP this appropriate sessions. This number will be used to calculate quit rates, so it
quarter is important that it is as accurate as possible.

Intensive Cessation Interventions - Participant Follow-up

This table records data on follow-up that occurred in the current quarter with individuals who
completed treatment in previous quarters paid for by the NYS TCP. Some of the fields in this table
are automatically calculated by the CAT system, and those cells will not allow you to click on them or
enter data. If they do not have sufficient information (e.g., data is missing or it has not yet been 6 or
12 months since data collection began), these calculated fields will show “NA” for “not applicable.”
Figure 48 shows the screen specific to participant follow-up, and Table 36 provides more specific
information and examples about the fields.
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Figure 48. Cessation Center Quarterly Report: Intensive Cessation Interventions -Participant Follow-up

| Intensive Cessation Interventions Quarterly Report - Participant Follow-up {Quarter 1)
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Table 36. Fields for Cessation Center Quarterly Report: Intensive Cessation Interventions -Participant Follow-up

Field

Instructions for completion

# individuals that
reached 6-month
follow-up point
during this quarter

This field will be filled in based on entries from previous quarters. The number of
individuals who reached the 6-month follow-up point during this quarter refers to
the number of people who completed treatment paid for by NYS TCP (as reported
in the previous table) whose treatment was completed 6 months ago. Data will not
display in this field until you have already submitted data for two quarters.

For example, if on your first report, you reported that 100 people completed
treatment during the first quarter, this field would remain blank until the third
quarter, when those 100 people reach the 6 month-point after their treatment. This
field does not accumulate all counts of people with 6 months or more time after
treatment, only those just hitting the 6-month mark.

# individuals
successfully
contacted for 6-
month follow-up this
quarter

Enter the number of individuals successfully contacted for 6-month follow-up
during this quarter. This refers to the number of people you were able to reach,
from the group who completed treatment 6 months ago. Enter the number
contacted, not the number reporting abstinence.

For example, if 100 people completed treatment 6 months ago, but you were
only able to reach 75 of them for follow-up, you would enter 75 in this field.

# reporting 7-day
abstinence at 6-
month follow-up this
quarter

Enter the number of individuals reporting 7-day abstinence at the 6-month follow-
up during this quarter. Here, enter the number of people reporting that they have
abstained from tobacco use for the 7 days prior to the time you contacted them.

For example, if 100 people completed treatment 6 months ago, and you
reached 75 of them for follow-up, and 40 of them reported 7-day abstinence, you
would enter 40 in this field.

7-day abstinence
rate at 6 months this
quarter

CAT will calculate the 7-day abstinence rate at 6 months, as applies to data
reported this quarter. Since this rate is calculated using the number reporting
abstinence divided by the number treated, this will be a conservative estimate.
(This method assumes that those you did not reach for follow-up may not be
abstinent.)

# individuals that
reached 12-month
follow-up point
during this quarter

This field will be filled in based on entries from previous quarters. The number of
individuals who reached the 12-month follow-up point during this quarter refers to
the number of people who completed treatment paid for by NYS TCP (as reported
in the previous table) whose treatment was completed 12 months ago. Data will
not display in this field until you have already submitted data for four quarters.

For example, if 150 people completed treatment 12 months ago, then 150 will
appear here. This field does not accumulate all counts of people with a year or
more time after treatment, but looks specifically at those just hitting the 12-month
mark.

# individuals
successfully
contacted for 12-
month follow-up this
quarter

Enter the number of individuals successfully contacted for 12-month follow-up
during this quarter. This refers to the number of people you were able to reach,
from the group who completed treatment 12 months ago. Enter the number
contacted, not the number reporting abstinence.

For example, if 150 people completed treatment 12 months ago, but you were
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Field Instructions for completion

only able to reach 100 of them for follow-up, you would enter 100 in this field.

# reporting 7-day Enter the number of individuals reporting 7-day abstinence at the 12-month follow-
abstinence at 12- up during this quarter. Here, enter the number of people reporting that they have
month follow-up this | abstained from tobacco use for the 7 days prior to the time you contacted them.
quarter For example, if 150 people completed treatment 12 months ago, and you

reached 100 of them for follow-up, and 50 of them reported 7-day abstinence, you
would enter 50 in this field.

7-day abstinence CAT will calculate the 7-day abstinence rate at 12 months, as applies to data

rate at 12 months reported this quarter. Since this rate is calculated using the number reporting

this quarter abstinence divided by the number treated, this will be a conservative estimate.
(This method assumes that those you did not reach for follow-up may not be
abstinent.)

Annual Report

This table records data on patient populations per target HCPO and only needs to be completed once
annually by each cessation center. Figure 49 shows the screen on which these data are entered, and
Table 37 provides more information on the fields. You will enter this information as it pertains to the
health care provider per calendar year, and you need to enter this data into CAT once annually.

Figure 49. Cess Ctr Annual Report Outcome data to be supplied by each Cessation Center

| Annual Report Outcome data to be supplied by each Cessation Center

| Collaborator | Total patient population | Type of data used |
- P e— u B s
Table 37. Fields for Cess Ctr Annual Report Outcome data to be supplied by each Cessation Center
Field Instructions for completion
Target HCPO Select a collaborator name from the pull-down list. To add a new Target
HCPO, go to the “Administration” link and select “Target HCPO”
Total patient population Enter the total patient population for each collaborator.
Type of data used Select one:
- # of discharges
- # of individual patients
- # of patient visits
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School Policy Partners

This section of the manual covers issues unique to School Policy Partners. Please also refer to all of
the other sections of the manual for general system information. The types of information entered by
School Policy Partners are expected to be slightly different from Community Partners, Youth
Partners, and Cessation Centers due to the types of activities they do. School Policy Partners will
probably not use all of the different Focus Areas, but will instead focus more on certain ones such as
Advocating with Organizational Decision Makers-SPs.

The School Policy Partner RFA laid out the types of activities School Policy Partners will do, and also
mentioned a requirement for reports on activities. CAT is the system for that reporting. School Policy
Partners will enter their annual work plans according to specific strategies or types of activities.

There are some reports to be entered on a monthly basis and others entered on a quarterly basis.
You will be expected to complete Monthly Strategy Reports for each strategy for which work was
carried out each month. These mainly track process measures and document activities conducted.
Also, School Policy Partners must complete quarterly reports, which include reporting on polices and
practices among schools and districts, as well as information about school observational
assessments and school staff surveys. Each target school or district must be entered into CAT.

Target Schools and Districts

e H.\J Community Activity Tracking .Oll

Annual : Monthly Strategy ; Local Level : School Policy : Cessation Center

Eriif=ieione Plans- : Reports (=Pl Evaluation : Outcomes ‘ Outcomes
b

L entact Info
‘ Target Schools and Districts, .

The purpose of this page is to record a list of target schools and districts. Figure 50 shows a
snapshot of the screen you will see once you have chosen the “Target Schools and Districts” link
under the “Administration” heading. Instructions for each field on this screen are provided in Table 38
below.

Figure 50. Target Schools and Districts Screen

al Policy anm

F H.\ Community Actllwty Tracking .Oll roaet

Administration -~ Annual Plans - Monthly Strategy Reports Reports School Policy Outcomes Other~

Target Schools fSchool Districts

Marme of District: I-Please Select a District- =
Mame of Schoal: IAII Schools vl

Add/Update Collaborator

Select a Link below to update a collaborator, or click on Add New Callsborater | to add a
new collaborator
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Table 38. Target Schools and districts screen

Field name Instructions for completing the field
Name of The names of all the school districts that are in the counties in your catchment area will be
District available in a pull-down list. If you do not see any district names, or do not see the names

of districts that you will be working with, go to the Contact info screen to add counties to
your catchment area. If they're still missing, contact RTI.

To select the district itself (without specifying any particular school), leave the “name of
school” field with “All schools” displaying, and click “Add/ Update collaborator.

Name of Once you select a school district, the names of all schools in that district will appear in a
School pull-down list. Select the school and click “Submit.”

School Policy Partner modality-specific reporting screens

This section describes screens that are designed uniquely for School Policy Partners. This includes
Monthly Strategy Reports for one focus area (Advocating with organizational decision makers — SPs)
and quarterly reports.

“Advocating with Organizational Decision Makers — School Partners” Monthly
Strategy Report

When you go to the Monthly Strategy Report for the focus area of Advocating with organizational
decision makers — SPs, you will see a screen that is unique to School Policy Partners. It has five
sections:

Administrative Commitment

School Policy & Procedures Committee Development

Technical Assistance for Policy Review & Development

Technical Assistance for Policy Implementation

Mini-grants/Stipends
The screen is fairly long and you will need to scroll down to access all of the sections of the report
and to click on the Submit button. The screens are shown below, one section at a time, with screen
images and tables detailing the questions asked and possible response options.

Administrative Commitment

This table deals with contacts made this month with administrators at collaborating schools and
school districts to obtain their commitment for development and implementation of effective tobacco-
free policies. You will complete the questions for each collaborator separately. In CAT, you will add
a new line for each applicable collaborator. Figure 51 shows this section of the screen and Table 39
describes the fields in more detail.
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Figure 51. Advocating —SPs screen: Administrative Commitment

Administrative Commitment

Administrative Commitment Contacts

School ar District Name IPIease select a Schaool ar District ;I
Method of contact | Telephone calls =] Dats of cnntactl— Contact made with

" Tobacco-free Schoal Folicy Committee

O Superintendent

O Principal

7 District-level Administration/Staff

7 School-level Administration/Staff

" =chool board member

[ Teacher

[T PTA/PTSO representative

™ 2chool Counselor

™ School Hurse

[ other |

Did you conduct any recruitment efforts {e.q., introductary letters, breakfasts, etc) this Coves O g
rmonth to get schools or districts involved in tobacco-free palicy issues who are not already
target schools?”

If ves, briefly describe :I

[

Administrative Commitment Progress
School or District Narme IF‘lease select a School or District ;I

Progress with administrative cormitrnent this rmonth ™ school adrministrat it ¢ obtained
chool administrator commmitrent obtaine

[T MoU finalized

O Key school contact (Schoal Liaison) identified

[ other

Reasons for Success

Barriers & Possible Solutions

i N N

Table 39. Fields for Monthly Strategy Report for focus area “Advocating with organizational decision makers —
SPs” for section “Administrative Commitment”

Field name Instructions for completing field
School or District Name Select school or district name from drop-down menu
Method of contact Select one of the following methods of contact:
- Telephone calls
- Letters
- In-person meeting
- Email
Date of contact Enter the date that you communicated with the target school or district.
Contact made with Select all that apply
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Field name

Instructions for completing field

- Tobacco-free School Policy Committee
- Superintendent

- Principal

- District-level Administration/Staff
- School-level Administration/Staff
- School board member

- Teacher

- PTA/PTSO representative

- School counselor

- School nurse

- Other

Did you conduct any
recruitment efforts (e.g.,
introductory letters,
breakfasts, etc) this month to
get schools or districts
involved in tobacco-free
policy issues who are not
already target schools?

Select "yes” or “no.” If you select “yes,” please type a brief explanation of the
type of activity you conducted for that month. This question is intended to
capture recruitment efforts to get schools or districts on board before you
officially enter them into CAT as target schools or districts.

School or district name

Progress with administrative
commitment this month

Select all that apply

- School administrator commitment obtained

- MOU finalized

- Key school contact (School Liaison) identified
- Other. (Please describe)

Reasons for Success

Describe the successes and reasons for success for this strategy this month.

Barriers & Possible Solutions

Describe barriers encountered for this strategy this month, and possible
solutions.

School Policy & Procedures Committee Development

This table relates to recruitment and development of the school policy and procedures committee.
Make entries to this section per school or district per month. Figure 52 shows a snapshot of that
section of the screen and Table 40 provides more information about the fields.
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Figure 52. Advocating —SPs screen: School Policy & Procedures Committee Development

School or District Narme
Method of contactk

Date of contact
Contact made with

School or District Name

Reasons for Success

Barriers & Possible Solutions

School Policy & Procedures Committee Development

Progress on cormmittee development this month

Committee Development Contacts

IPlease select a School or District ;I

ITelephone callz ;I

.

" school Liaison
" School Administratar
[T other |

Committee Development Progress
IPIease select a School ar District ;I

[ Tobaceo free palicy comrittee estahlished

™ Mew committee members recruited

™ Timeline for policy developrment and implementation established

™ Tasks identified and responsibilities assigned to cormmittee members

[T other

HDE NN g

Table 40. Fields for Monthly Strategy Report for focus area “Advocating with organizational decision makers —
SPs” for section “School Policy & Procedure Committee Development”

Field name

Instructions for completing field

School or District Name

Select school or district name from drop-down menu

Method of contact

Select one of the following methods of contact:
- Telephone calls
- Letters
- In-person meeting
- Emall

Date of contact

Enter the date that you communicated with the target school or district.

Contact made with

Select all that apply
- School Liaison
- School Administrator
- Other. (Please describe)

School or district name

Progress on committee
development this month

Select all that apply
- Tobacco free policy committee established
- New committee members recruited
- Timeline for policy development and implementation established
- Tasks identified and responsibilities assigned to committee members
- Other. (Please describe)
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Reasons for Success

Describe the successes and reasons for success for this strategy this month.

Barriers & Possible
Solutions

Describe barriers encountered for this strategy this month, and possible
solutions.

Technical Assistance for Policy Review & Development

Enter data here about contacts made this month to provide technical assistance to collaborating
schools for policy review and development. Complete all fields for each occurrence each month.
Figure 53 shows the screen that you’ll complete about policy review and development technical
assistance, and Table 41 describes the fields in more detail.

Figure 53. Advocating —SPs screen: Technical Assistance for Policy Review & Development

School or District Name

Date of contact
Method used

Topics covered

Schoal ar District Mare

Reasons for Success

Barriers & Possible Solutions

Progress on policy review and developrnent this rmonth

Technical Assistance for Policy Review & Development

Policy Review & Development TA Details
IPIease select a School or District ;I

——

ITelephone callz ;I

If other, please specif\,r:l

Murmber of individuals receiving TA I

Materials/Information/Resources provided

0

[T review of existing policy

[ Rrationale far policy development
[ Developrnent of new policy

[T other |

Policy Review & Development TA Progress
IPlease select a School or District ;I

[T current policy reviewed and compared to TCP minimum standard
[ Strengths, weaknesses, and gaps of current policy identified

[ Mew tobacco-free policy drafted

(il Mecessary reviews and approvals for new policy obtained/in process

[ other

HO NN 5o

Table 41. Fields for Monthly Strategy Report for focus area “Advocating with organizational decision makers —
SPs” for section “Technical Assistance for Policy Review & Development”

Field name

Instructions for completing field

School or District Name

Select school or district name from drop-down menu

Date of contact

Enter the date that you communicated with the target school or district.

Method used

Select one of the following methods of contact:
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Field name

Instructions for completing field

(Select one)

- Telephone calls

- Letters

- In-person meeting

- E-mail

- Workshop/training

- School policy committee meeting
- Other. (Please describe)

# of individuals receiving
TA

Enter the number of people you communicated with regarding technical
assistance for policy review and development on the specified date.

Materials/ Information/
Resources Provided

Describe the materials, information, and/or resources that you provided to the
school or school district.

Topics covered

Select all that apply

- Review of existing policy

- Rationale for policy development
- Development of new policy

- Other. (Please describe)

School or district name

Progress on policy review
and development this
month

Select all that apply

- Current policy reviewed and compared to TCP minimum standard

- Strengths, weaknesses, and gaps of current policy identified

- New tobacco-free policy drafted

- Necessary reviews and approvals for new policy obtained/in process
- Other. (Please describe)

Reasons for Success

Describe the successes and reasons for success for this strategy this month.

Barriers & Possible
Solutions

Describe barriers encountered for this strategy this month, and possible
solutions.

Technical Assistance for Policy Implementation

Enter data here about contacts made this month to provide technical assistance to collaborating
schools for policy implementation. Complete all fields for each occurrence each month. Figure 54
shows this section of the Monthly Strategy Report and Table 42 describes the fields in more detail.

Page 99 of 126 CAT questions? Call 800-848-4091



Figure 54. Advocating —SPs screen: Technical Assistance for Policy Implementation

Schoal ar District Mare

Technical Assistance for Policy Implementation

Policy Implementation TA Details

IF‘lease select a School or District ;I

Date of contact I
Method used ITeIephone calls ;I
If ather, please specif\,r:l
Mumber of individuals receiving TA I
Materials/Information/Resources provided ;I
Jid
Taopics covered [ Implementation strategies
™ Enfarcement strategies
" Evaluation {observational study, staff survey)
[ other |
Policy Implementation TA Progress
School or District Name IPIease select @ School ar District =1
Progress on policy implermentation this month . -
e (et (I [ Enfarcement procedures identified
O Implementation plan developed
O Implementation plan in process
[T other ;I
[ |
Reasons for Success ;I
Barriers & Possible Solutions ﬂ
=

Table 42. Fields for Monthly Strategy Report for focus area “Advocating with organizational decision makers —
SPs” for section “Technical Assistance for Policy Implementation”

Field name

Instructions for completing field

School or District Name

Select school or district name from drop-down menu

Date of contact

Enter the date that you communicated with the target school or district.

Method used
(Select one)

Select one of the following methods of contact:
- Telephone calls

- Letters

- In-person meeting

- E-mail

- Workshop/training

- School policy committee meeting

- Other. (Please describe)

# of individuals receiving
TA

Enter the number of people you communicated with regarding technical
assistance for policy implementation on the specified date.

Materials/ Information/
Resources Provided

Describe the materials, information, and/or resources that you provided to the
school or school district.

Topics covered

Select all that apply:
- Implementation strategies
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Field name

Instructions for completing field

- Enforcement strategies
- Evaluation (observational study, staff survey)
- Other. (Please describe)

School or district name

Progress on policy
implementation this month

Select all that apply:

- Enforcement procedures identified
- Implementation plan developed

- Implementation plan in process

- Other. (Please describe)

Reasons for Success

Describe the successes and reasons for success for this strategy this month.

Barriers & Possible
Solutions

Describe barriers encountered for this strategy this month, and possible
solutions.

Stipends and Mini-grants

This section is used to collect data for the provision of stipends or mini-grants awarded to
collaborating schools and school districts to carry out defined activities. You will answer each
guestion separately for each mini-grant awarded. In CAT, you will add a new line for each applicable
collaborator by clicking the “add” button after each entry. Figure 55 shows the section of the screen
related to mini-grants and stipends and Table 43 describes the fields in more detail.

Figure 55. Advocating —SPs screen: Mini-grants/ stipends

School or District Mame

Dollar amount of award

Describe the purpose of the mini-grant funding ;I

Stipends and Mini-grants

Stipends and Mini-grants
IDIease select a School or District ;I

§|

Table 43. Fields for Monthly Strategy Report for focus area “Advocating with organizational decision makers —
SPs” for section “Mini-grants/ Stipends”

Field name

Instructions for completing field

School or District Name

Select school or district name from drop-down menu

Describe the purpose of
the mini-grant funding

Describe the purpose of the mini-grant funding (e.g., assisted with cessation
program for staff, funded review of potential enforcement costs)

Dollar amount of award

Enter the dollar amount of the mini-grant or stipend awarded this month.
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Quarterly Reports

There are three types of reports that are entered by School Policy Partners on a quarterly basis in
CAT. To access them, click on the header “School Policy Outcomes.” As shown in Figure 56, they
are the Policy and Practice report and two outcome data reports, one for Observational data and one
for Staff Survey data. CAT asks for a summary of information related to your outcome data
collection. See the following pages for more information about quarterly reports. The deadline for
quarterly reports is 45 days after the end of the quarter.

Figure 56. School Policy Outcomes screen

FY H I ; i _ Logoft
Commun

Administration~ Annual Plans~ - Other~

Please select a quarter to report either collaborator policy and practice data or outcome data

Outcome Data
Policy and Practice Data

DObservational Data | Staff Survey Data

Quarter One {January-March} | Quarter One {January-March} | Quarter One {January-March}
Quarter Four {October-December) |Quarter Four {October-December) [Quarter Four {October-December)

| Quarter Two {April-June} Quarter Two (April-June) | Quarter Two (April-June}
| Quarter Three {July-September} | Quarter Three {July-September} | Quarter Three {July-September)

Policy and Procedure Data

The school policy and procedures table should be completed each quarter for every school that the
school policy partner is actively working with. The initial assessment of each school should be
marked as “baseline.” In following quarters, entries for each school should be marked as “update.” In
CAT, a new line item will be added for each applicable school. You ONLY need to make entries in
this table when you're entering baseline data of updates; if there is no new information for a particular
guarter, you should not submit a new report. The Policy and Procedures report is broken into two
sections, District or school level commitment or adoption and School-level implementation or
enforcement. For the District or school level commitment or adoption report, see Figure 57 for a
screen shot and Table 44 for information about the fields. For this report, you can enter information
one school at a time or for the entire school district. For the School-level implementation or
enforcement report, see Figure 58 for a screen shot and Table 45 for information about the fields.
This second table requires that you enter information one school at a time, as policy information may
be consistent across schools, but implementation and enforcement must be assessed separately.
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Figure 57. School Partner Policy and Procedures screen

- | ﬂAT Community Acti\iltv; Tracking Oll

Annual :  Monthly Strategy : Local Level : School Policy Cessation Center
Plans~ : Reporis : : Evaluation : Outcomes Outcomes

Administration ~ Other~

Policy & Procedures Report: Quarter 1

\ District or School-level Commitment or Adoption

‘School or District Name ||Please select a School or District** =]
Tirmeframe CER it
[® Update
Does the schoaol or district have a tobacco © Yes
policy liaison?
Mo
Does the school or district have a ' es, a district-level committee is fully developed
committee to address tobacco policy issues? ) .
" “es, a schoal-level committes is fully developed
@] “res, district-level committee development is in progress
C es, school-level committee developrnent is in progress
N
Does the school or district have a written @ e
tabacco-free school palicy?
© No
What components are included in the Minimum Criteria

icy?
tabacea free school policy? [~ Policy prohibits use of tabacea ameng students in schaal buildings and an schaal
e

[~ Policy prohibits use of tobaces amena staff in schaol buildings and on schosl grounds

[~ Policy prohibits e of tobacen among visitors in school buildings and an schaal
arounds

- Policy prohibits use of tobacco armong students in all school vehicles
Il Policy prohibits use of tobacco armaong staff in all school vehides
I— Palicy prohibits use of tobacco amaong visitors in all school vehicles

Folicy prohibits use of tobacco among students at school functions away from school
property

I— Palicy prohibits use of tobacco among staff at school functions away frorm schoal
proparty

Policy requires that appropriate tobacco-free school signage be posted in school
buildings, vehicles, and an schoal greunds

Il Folicy prohibits the sale of tobacce on schoal property and at school functions
Policy prohibits tobacco adwertising in school buildings, on school grounds, and at all
schoal functions

[ Policy requires that access and referrals to tobacco cessation resources be provided to
students

[~ Policy raquires that accass and rafarrals to tebacca cessation resaurces be pravided to
staff

[~ Policy indudes enforcement procedures for student violations
[~ Pelicy includes anforcament procaduras for staff violations
| Policy includes enforcernent procedures for visitor violations

Additional Policy Elements

[ Folicy provides rationals for tobacco-free school policy

- Policy includes a definition of tobacco that includes all types of srnoking and
smokeless tobacco products

Folicy prohibits use of tobacco by all visitors at school functions away frarm school
property
O School will request tobacco-free editions of publications in schoal libraries

[~ Pelicy prohibits students from wearing or displaying tobacco related dothing, gear or
other paraphernalia on all school premizes

[~ Folicy prohibits tobacco industry sponsorship and marketing
[~ Pelicy requires that all students receive instruction en avoiding tobacca use

| Policy reguires that Alternative to Suspension prograrms be included in consequences
for students wha vislate the tobaccs free policy

[~ Pelicy raquires that the policy be communicatad annually to students, staff, usitors,
and the community

I_ Palicy states that it rernains in effect at all times

[T other|

Has the school board approved the tobacco | ¢ 4o
free school policy?
N

© Don't Know

Additional Cornrnents:
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Table 44. Policy and Procedures quarterly report: District or School-level Commitment or Adoption

Field name Instructions for field
School/District Name (Select from drop-down menu)
Timeframe Select one option from the pull-down list to indicate whether you’re

entering data for a baseline (initial assessment) or an update.
- Baseline
- Update

Does the school or district
have a tobacco policy liaison?

Select “yes” or “no”

Does the school or district
have a committee to address
tobacco policy issues?

Select from one of the following options:

- Yes, a district-level committee is fully developed

- Yes, a school-level committee is fully developed

- Yes, district-level committee development is in progress
- Yes, school-level committee development is in progress
- No

If yes, select members
represented on the committee:

Select all that apply:

- District staff

- Principal

- Assistant Principal

- Physical Ed teacher(s)

- Health Ed Teacher(s)

- Other teacher(s)

- School Nurse or Health Care Provider
- School counselor

- Parent(s)

- Student(s)

- Community member or organization representative
- Other

Does the school or district
have a written tobacco-free
school policy or procedure?

Select "yes” or “no.” If you select “yes,” additional questions listed
below will display. Otherwise, they will remain hidden.

What components are included
in the tobacco free school
policy?

Select all that apply:
Minimum Criteria

- Policy prohibits use of tobacco among students in school buildings
and on school grounds

- Policy prohibits use of tobacco among staff in school buildings and
on school grounds

- Policy prohibits use of tobacco among visitors in school buildings
and on school grounds

- Policy prohibits use of tobacco among students in all school
vehicles

- Policy prohibits use of tobacco among staff in all school vehicles

- Policy prohibits use of tobacco among visitors in all school vehicles

- Policy prohibits use of tobacco among students at school functions
away from school property

- Policy prohibits use of tobacco among staff at school functions
away from school property

- Policy requires that appropriate tobacco-free school signage be
posted in school buildings, vehicles, and on school grounds

- Policy prohibits the sale of tobacco on school property and at
school functions

- Policy prohibits tobacco advertising in school buildings, on school
grounds, and at all school functions

- Policy requires that access and referrals to tobacco cessation
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Field name Instructions for field

resources be provided to students

- Policy requires that access and referrals to tobacco cessation
resources be provided to staff

- Policy includes enforcement procedures for student violations

- Policy includes enforcement procedures for staff violations

- Policy includes enforcement procedures for visitor violations

Additional Policy Elements

- Policy provides rationale for tobacco-free school policy

- Policy includes a definition of tobacco that includes all types of
smoking and smokeless tobacco products

- Policy prohibits use of tobacco among visitors at school functions
away from school property

- School will request tobacco-free editions of publications in school
libraries

- Policy prohibits students from wearing or displaying tobacco-related
clothing, gear or other paraphernalia on all school premises

- Policy prohibits tobacco industry sponsorship and marketing

- Policy requires that all students receive instruction on avoiding
tobacco use

- Policy requires that Alternative to Suspension programs be included
in consequences for students who violate the tobacco-free policy

- Policy requires that the policy be communicated annually to
students, staff, visitors, and the community.

- Policy states that it remains in effect at all times

- Other. (Please describe)

Has the school board Select “yes,” “no,” or “don’t know”
approved the tobacco free
school policy?

Additional comments Enter concisely any details about the items above. Do not use this
space to discuss your efforts or progress in general.
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Figure 58. School-level Implementation and Enforcement

School-level Implementation and Enforcement

|SC|‘|DD| ar District Mame || Please select a Schoal ;I
Timeframe 0 Baszeline
& Update
Has the policy been communicated to the school O ves
community 7
Mo
' Don't Know
Has the palicy been comnmrunicated to visitors? O ves
Mo
' Don't Know
Has the policy been cormmunicated to the comrunity | ¢ s
through the media?
Mo
' Don't Know
To what extent has the policy been implemented  not gt all
{policy documented and communicated to school
community )7 " Partially implemented
& Fully implemented
 Don't know
To what extent has the policy been enforced?  nat at all
& Partially enforced
 Fully enfarced
 Don't knaw

il |

Table 45. Policy and Procedures quarterly report: School-level Implementation and Enforcement

Field name Instructions for field
School Name Select the name of the school for which you are entering information.
Timeframe Select one:

- Baseline

- Update

Has the policy been
communicated to the school
community?

Select "yes,” “no,” or “don’t know”

If yes, how has the policy been
communicated to the school
community (students, faculty,
vendors, etc)?

Select all that apply:

- School newsletter

- Letter to parents

- Student handbook

- Signs

- Flyers/palm cards

- Announcements during the school day
- Announcements at school events

- In contracts with vendors

- Other. (Please describe)

Has the policy been
communicated to visitors?

Select "yes,” “no,” or “don’t know”

If yes, how has the policy been
communicated to visitors?

- Select all that apply:

- Signs

- Flyers/palm card

- Announcements during the school day
- Announcements at school events

- In contracts with vendors
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Field name

Instructions for field

- Other. (Please describe)

Has the policy been
communicated to the
community through media?

Select “yes,” “no,” or “don’t know”

If yes, how has the policy been

Select all that apply :

communicated to the - Newspaper
community through media? - Radio
- Other
To what extent has the policy Select from the options in the pull-down list:
been implemented (policy - Not at all

documented and
communicated to school

- Partially implemented
- Fully implemented

community)? - Don’t know
To what extent has the policy Select from the options in the pull-down list:
been enforced? - Not at all

- Partially enforced
- Fully enforced
- Don’t know

School Policy Partner Outcome Data

There are two types of outcome data that require you to provide summary information into CAT.
They relate to observational data collection at local schools and staff surveys, and are described
below.

Observational Data Summary

For each school, report on the observational surveys conducted during this quarter. In CAT, you will
add new lines for each school, using the “add” button after each entry. Figure 59 shows a snapshot
of the screen and Table 46 provides information about the fields.
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Figure 59. School Policy Partner Observational Data Summary screen

Fy: EAT Communi;:y Actl\?ltyﬂ Tracking .O“

Administration - Annual Plans- Monthly Strategy Reports Reports School Policy Outcomes

| Observational Data Summary

|District Narne |laLeany c1Ty 5D =
|Schoo| Harne J[aLeany Hs =1
|Date Observational Survey Completed ||
Timeframe of Cbservation € Baceline
3 manth fallow up
€ 12 month fallow up
' 24 month fallow up
0 Gther
‘Where tobacco-free signs posted at any of the following
locations?
Main entrances to the school? O vas
g
All other entrances to the school? © ves
N
All outdoor athletic fields? O vyes
C no
A
‘Was there any evidence of tobacco use on school O vyes
property?
N

If ves, where was evidence of tobacco use
observed? {check all that apply)

[ male student bathroam

[ Female student bathroom

[ Hallways

[ Stairwells

™ male lacker raom

I Fernale locker room

[ Faculty lounge

™ staff bathroam

[T Basement area

O Loading dock area

™ Bailer room

[ custedial storage area

[ Bus loading zone

T Faculty parking lot

[T student parking lot

[T outside kitchendcafeteria doarways
™ athletic fields

[ cutside in student courtyard areas
[ cutside 100 yeards within school property

[ Bus garage area

Save and Return to Main Sereen |

Table 46. Fields on quarterly report: Observational data summary

Field name

Instructions for completing field

School

Select from drop-down list of school names

Date Observational Survey Completed

Enter the date that the observational assessment was
completed in mm/dd/yyyy format.

Timeframe of Observation

Select from the options in the pull-down list:

Baseline

3 month follow up
12 month follow up
24 month follow up
Other

Were tobacco-free signs posted at any of
the following locations?

Answer “yes” or “no” for each of the following locations:

Main entrances to the school

All other entrances to the school
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Field name

Instructions for completing field

All outdoor athletic fields

Was there any evidence of tobacco use
on school property?

Select "yes” or “no”

If yes, where was evidence of
tobacco use observed? (check
all that apply)

Select response options from the pull-down list:

Male student bathroom

Female student bathroom

Main entrances

Hallways

Stairwells

Male locker room

Female locker room

Faculty lounge

Staff bathroom

Basement area

Loading dock area

Boiler room

Custodial storage area

Bus loading zone

Faculty Parking lot

Student Parking lot

Outside kitchen/cafeteria doorways
Athletic fields

Outside in student courtyard areas

Outside anywhere within school property boundaries

Bus garage area
Other

Staff Survey Data Summary

Report on the staff surveys conducted during this quarter, one school at a time. You will submit one
summary entry per school, not one per staff survey. In CAT, you will add new lines for each school
by clicking the “add” button after each entry. Figure 60 shows the report screen and Table 47

describes the fields in more detail.
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Figure 60. School Policy Partner Staff Survey Data Summary screen

GAT Communiny Act;wty Tracking .Oll et

Administration -

Annual Plans~ Monthly Strategy Reports

School Policy Outcomes Other~

Reports

Staff Survey Data Summary

|District Marme [laLesmr Iy so =l
|Sch00| Marme | aLe s Hs =l
|Date Staff Surveys Completed ||
|T0ta| nurnber of Staff Surveys Completed ||
|T0ta| nurnber of Staff ||
Timeframe of Observation  Baseline
3 month follaw up
17 manth fallow up
© other

Palicy

Content of

% Staff familiar with rules and
procedures of the tobacco policy

Palicy

Impact of

% Staff familiar that feel the policy is |
very or moderately effective towards
preventing tobacco use on schoal
property

Compliance
with Policy

% Staff who agree or strongly agree that |
the rules and procedures regarding no
tobacco used on school property are
consistently enforced for all students

% Staff who agree or strongly agree that |
the rules and procedures regarding no
tobacco used on school property are
consistently enforced for all staff

% Staff who agree or strongly agree that |
the rules and procedures regarding no
tobacco used on school property are
consistently enforced for all visitors

% Staff who say signs are posted at |
schoal entrances regarding no tobacco
use on school property

% Staff who have seen anyone {student, |
staff, visitor) smoking inside the school
building in the past 7 days

% Staff who have seen anyone {student,
staff, visitor) smoking outside the schoal
building in the past 7 days

Save and Return to Main Screen

Table 47. School Policy Partner Staff Survey Data Summary fields

Field name

Instructions for completing field

School

Select from drop-down list of school
names

Date Staff Surveys Completed

Mm/dd/lyyyy

Total Number of Staff Surveys Completed

Enter the number of surveys completed

Total Number of Staff

Enter the number of staff who
completed surveys

Timeframe of Survey Completion

Select one option from the pull-down
list:

- 3 month follow-up

- 12 month follow-up

- Other

Content of % staff familiar with rules and procedures of | Enter the percentage
Policy the tobacco policy

Impact of % staff that feel the policy is very or Enter the percentage
Policy moderately effective towards preventing

tobacco use on school property
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Field name Instructions for completing field
Compliance % staff who agree or strongly agree the Enter the percentage
with Policy rules and procedures regarding no tobacco

use on school property are consistently
enforced for all students

% staff who agree or strongly agree the
rules and procedures regarding no tobacco
use on school property are consistently
enforced for all staff

Enter the percentage

% staff who agree or strongly agree the
rules and procedures regarding no tobacco
use on school property are consistently
enforced for all visitors

Enter the percentage

% staff who say signs are posted at school
entrances regarding no tobacco use on
school property

Enter the percentage

% staff who say signs are posted at school
grounds entrances regarding no tobacco
use on school property

Enter the percentage

% staff who have seen anyone (student,
staff, visitor) smoking inside the school
building in the past 7 days

Enter the percentage

% staff who have seen anyone (student,
staff, visitor) smoking outside the school
building in the past 7 days

Enter the percentage

Click “Save and return to main screen” after you make your entries.
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Other

The “Other” menu header provides links to helpful resources, including announcements, the
interactive bulletin board, a glossary of terms, a list of frequently asked questions (FAQ), and contacts
for questions about CAT.

Announcements

FY: ﬂAT c°mmuni;y Actlwt; Tracking .Oll

.. A ; Annual :  Monthly Strateqy ; Local Level ; School Policy ; Cessation Center
Administration~ : : : Reports - : :
‘ Plans~ i Reports ‘ ‘ Evaluation ‘ Outcomes 8 Outcomes
nnnuuncements {t’)
Bulletin Board
Welcome to CAT T
| click h h | FaQ
CAT Training Module [ MY Click here to open the CAT Tobacco Cantral
online tutorial (Windows Media wiy Contacts
File format} Colanual

NYSTCP Strategic Planj

CAT Training Module (Flash) | Click here to open the cAT
online tutorial (Flash format)

Events and Announcements

Selecting the “announcements” option will take you to the screen that lists NYS TCP CAT-related
announcements (see Figure 61). The CAT Administrator will be in charge of posting items on this
page, and will set guidelines for what announcements can be posted, when, and for how long. Email
the CAT Administrator if you have an announcement that you would like posted on CAT.

Figure 61. CAT Announcements screen

i H.\] CommuniTty Actl\F;ltyl Tracking .Oll oot

Annual : Monthly Strategy
Plans~ : Reports

Local Level : School Policy : Cessation Center

Sdminiczticn g Evaluation : Outcomes : Outcomes

Reports Other-

Welcome to CAT
CAT Training Madule (W) | Click here to open the CAT Tobacco Contral |CIic:I-< here to open a new

online tutorial {Wwindows Media window to link to the Tobacco
File format) Contral journal website
CAT Training Module (Flash) | Click here to open the CAT

online tutorial (Flash farmat)

Events and Announcements

Fiscal Year now defaults to 2006-07!

To continue submitting manthly strategy reports for the current 05-06 contract year, you MUST select "05-06" from the fiscal year menu in the
top left-hand cormer of the screen.

\Wednesday, June 7, 2006

2006-07 Work Plan Entry for CPs, CCs, and ¥Ps

Cormmunity Partnerships, Cessation Centers, and Youth Partners now have access to enter 2006-07 work plans into the CAT system. Work plans
rust be entered by July 14th. Please see the e-mail notice sent by Betty on 6/07/06 for further guidance and instructions.

Thursday, June 8, 2006
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The CAT announcements page has links to the training module that you can use to learn about CAT
entry or simply refresh your memory about a particular section. There are two options, Flash or
Windows Media Player.

The CAT announcements page also contains a link to the journal Tobacco Control. To access it, click
on the button labeled “Tobacco Control” on the announcements page, and it will open a new window.
Click on the link on that new window, and it will direct you to the site. You will be able to access all
articles because this link automatically allows you to use the TCP subscription to the journal.

Bulletin Board

o H|J Communi;:ﬂy Activity Tracking .Oll roet

Annual  : Monthly Strategy Reports Local Level ; School Policy ; Cessation Cente;
Plans~ : Reports : P : Evaluation : Outcomes 8 Outceines
YAnnouncements

we‘come to CAT Bulletin BlJard{E,J

Glossary

Administration -

i Other.

CAT Training Module (WY I Click here to open the CAT Tobacco Control
online tutorial {Windows Media

File farmat) S Manual
NW& TCP Strategic Plap

CAT Teainina Madula (Elazhi L Click here to open the CoT

The bulletin board is a tool to access resources and to post questions and answers to CAT-related
questions. Important CAT related documents can be found on the CAT bulletin board, to be saved or
printed for partner use. Additionally, partners can access hard copy forms related to strategy entry
screens and Monthly Strategy Report screens by Focus Area, which may be helpful in preparing to
enter data into CAT. The bulletin board is accessible through the header “Other” at the top of the
screen and an example of the Bulletin Board screen is shown in Figure 62.
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Figure 62. Sample Bulletin Board screen

C o R e
BAT  cmeiiiieon DO

1 il |

Bulletin Board Hotme

Welcome to CAT Forums ‘

4 Today's active discussions

B Adwvertising, Sponsorship, & Promotion Initiative

_JASP Initiative CAT Data Entry Guide
Guide to entering ASF strategies into your work plan in CAT

1 topice 1 posts Last post: 03-03-2005 2:54 P :
1 BATS Training Documents
Stopics 9 posts Last post: 03-24-2005 8:47 Ak :

1 Point of Purchase {POP) Advertising
0 topice O pogts

1 Periadical Advertising
0 topics O posts

) Commercial Sponsorship & Corporate Giving
O topics O posts

1 Tobacco Industry Promotion
Otopice 0 posts

[1Smoking & Product Placement in Movies
Otopice 0 posts

1 MSA Violations
Otopice O posts

[JHard Copy CAT Forms

20 Lazt post: 02-23-2005 4:26 P : y .
e As an example of what you'll find
(1 CAT Updates A )
Contains bi-weekly CAT Updates on the bulletin board, this folder

. : AT . Lestizact: WSASANND 2o (71 ¢ contains CAT Update documents

SEEE— oeaments that you can print or save to your

Blopice B posts Last post; 03-02-2005 2:09 PM : computer
1 CAT data interpretation issues p '

1topics 2 posts Last post; 11-30-2004 10:29 Ak

1 Bulletin Board Ideas
Post ideas for the CAT Bulletin Board here.
2topics 3 posts Last post: 02-08-2005 1:44 P :

_JCessation Center Evaluation Guidelines
1topice 1 posts Last post; 02-04-2005 3.2E PM :

_JCessation Center Documents & Tools
Please post documents (such as sample policies, screening tools, ete.) for sharing with others here.
Otopics 0 posts

B Evaluation
_JLocal Level Evaluation Projects
1topice 1 posts Last post: 11-30-2004 10:37 Ak :

B Useful Materials - This is an area where users can post materials for sharing

1 Media Campaigns
1topice 1 posts Last post; 11-30-2004 10:32 Ak

_1¥outh Action Toolkits
0 topice O posts

A denotes new messages since your last visit, There is a link at the bottom of
the page that allows you to
easily get back to the main CAT
system.

CAT Forums HGme | Back to CAT | Cont
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The bulletin board allows users to post questions and documents online that can be viewed by other
CAT users. The purpose of the bulletin board is to create an up-to-the-minute resource accessible to
CAT users and administrators. The blue boxes designate categories, such as “Advertising,
Sponsorship, and Promotion Initiative” and “CAT.” The folders with titles, such as “ASP Initiative CAT
Data Entry Guide” and “Hard copy CAT forms” are forums, within which a variety of discussions can
be entered. Users may create new discussions within each forum, or simply reply to existing posts.

The “Media campaigns” forum under the category “Useful Materials” allows users to post their locally
developed ads instead of submitting them to an individual. This feature will allow users to post local

ad scripts or mp3 files.

When you view a specific folder’s contents, it is important to note that you may need to click to view

previous posts (see Figure 63).

Figure 63. CAT Bulletin Board: Forum

GA'I' CommuniIT;y Actllxrrlt;h' Tracking

Bulletin Board
i 1 Zall 800-24%

Click on either of these
Bulletin Board Home | links to view additional
discussions/postings

CAT Forums # Hard Copy CAT Forms \ \

New Discussion 0 discussions >

Last Post K
02-33-2005 (= 4: 26 PM

Strategy entry: Paid media brnark atos 18

i
M5R: Advocating wf orq dec-mkrs - cess ctrs bmark atas il il [02-08-2005 (=3 11:27 Ak
MSR: Advocating wf orq dec—mkrs CPsfYPs bmark.stos 16 0 02-02005 =2 11:26 Ak
Monthly Infrastructure report broark atos 23 1] 02-0242005 @ 11:04 A4
MSH: Provision/promotion of cess svc: QUIT AND WIN brniark abos 13 ] 02-08-3005 (30 1058 &k
M5R: Provision/promotion of cess svcs: PROMOTION brnark abas 13 ] 02-08-2005 (= 10:55 A
M5R: Provisionf/promotion of cess. sves: PROVISION bmark.atos I il [02-08-2005 (=2 10:54 Akd
MSR: Survey of a public's knowledge... bmark.stos 1o 0 02-08-2005 (=2 10:53 Ak
MSR: Monitoring or assessment of org policies... bmark abas 14 ] 02-08-2005 & 10:52 &M
MSR: Community education brnark atos 18 i D2-DB-25LAM
| New Discussion ( nest 10 discussions »

The forums that allow users to post materials are moderated forums, meaning that the submissions
are forwarded by the system to the CAT Bulletin Board Administrator for approval, and must then be
approved before being posted on the bulletin board. All other forums post messages immediately.
Figure 64 shows an example of the screen you will see when you click to view a specific discussion.
You can see the text of messages posted, as well as replies to messages. You can also click links to
“reply to discussion” or create a “new discussion.”
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Figure 64. CAT Bulletin Board discussion screen

H:

Tal itrol Prograh
cAT Community Activity Tracking
Bulletin Board
EBulletin Board Home
CAT Forums / Evaluation / Enter long-term eval plan in CAT?

Reply to Discussion | New Discussion

By i ion Topic: Enter long-term eval plan in CAT?
bmarkatos 10-22-2004 @ 1:05 PM [repi [profite] [send p.m]
};dministlator |was wondering if | only enter my current fiscal year evaluation plan in the CAT system, or if| should also enter long-term goals and
. o . o . - 2

Joined: Sep 2004 ohjectives that aren't as specifically linked to a specific year?

Thanks.

Betty
Cortland 10-22-2004 @ 1:10 PM [izpb][profiel [send p.m]
tember | had a similar question, and talked with my Area Manager. She said that the CAT system is setup far time-bound goals, and is
Eﬁfé- specifically oriented to each month and each fiscal yvear. Keeping this time frame also helps make the goals and objectives more

realistic and tangible.

| hope this helps. Please feel free to contact me offline or respond in this forum far further discussion.

| — Ewvaluation j

You can enable private messaging between yourself and other CAT users by clicking on “profile” and
setting the system to enable that function. You can also set a “signature,” or specific closing contact
information to be posted with your message. Bulletin Board screens have a link at the top to “Bulletin
Board Home” and a link at the bottom to go “Back to CAT.”

Figure 65 shows the screen you see when you are creating a message. You must click to submit
your message in order to post it.
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Figure 65. CAT Bulletin Board new message screen
H

Trogran

cA'I' CommuniIT;;f Activity Tracking

Bul_lel_;in Boa_rd

Bulletin Board Home

CAT Forums / Smokefree Dutdoor Areas [y inbos] [preferences] [search]

Presview | Past Mew Discussion |

Start New Discussion

Topic Title: |
Message:
* HTHML iz not &llowed
* PseudoHTHML iz On.

»|m|z|u| =| =l wlsiE @ :
[+erdana =l [a=][BEck =] / You can even attach a file to

. . your message! (Only one
File Attachrment: | Browse... | attachment per posting)

7 This topic should stay near the top.
¥ Shaow my signature in this message (To create your signature, click on “preferences ™)

Presien Past Mew Discussion
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CAT Glossary

The CAT glossary is located here in the manual, as well as within CAT itself. The glossary can be

accessed through the “Other” header on the main menu, as well as by clicking on the links throughout

the system, indicated by a picture of a book with a question mark on it. These icons are usually

placed near words whose definitions can be found in the glossary.

@

Table 48. CAT Glossary

Term Definition
Academic Outreach education provided on site, and based on three major concepts: behavior change; relationship
detailing building; and meeting the needs of the clinicians. (Academic detailing is a strategy often used by

pharmaceutical company representatives to change physician behavior.)

Brief cessation

Based on the 5 A’s, cessation intervention involves Assessing, Advising, Assisting, and Arranging. Often

intervention conducted by healthcare providers, this does not include asking whether an individual uses tobacco, but
does include assessing an individual's readiness to quit, advising them to quit, assisting them (as with
referrals, pharmacotherapy, and counseling), and arranging for follow-up.

Census Involves selecting all cases of a given population. For example, if you were conducting surveys of school

principals in your county using census sampling, you would send surveys to all principals in the county.

Convenience
sampling

The sample is chosen based on the convenience of access to its members. For example, if you were
conducting interviews with healthcare providers, you might ask contacts at group practices to suggest
people likely to participate. “Man on the street” interviews are another example of convenience sampling.

Earned media

Any media coverage that resulted from a Partner activity, and was not paid for by the Partner. For
example, if a newspaper reporter attended an event

Evaluation
approach

The design of the evaluation that describes “how” change in a target population will be assessed.
Common Evaluation Approaches:

Pre and Post- Comparison Over Time Collecting Information from the Same Group: Collect
Single Group evaluation information from the same people, places, or events before and after the
intervention, or at multiple time points following the intervention.

Examples: 1) A sample of program participants are surveyed before an
educational intervention begins and those same participants are surveyed again after
the intervention has been delivered; 2) PTA meeting minutes, school board documents,
and key stakeholders interview responses are reviewed before and after school policy
interventions are implemented; 3) Exterior tobacco ads are counted before and after a
retailer educational intervention and community POP media campaign are

implemented.
Pre and Post- Comparison Over Time Collecting Information from Two Different Groups: Collect
Cross evaluation information from two different groups of people, places, or events before

and after the intervention.

Example: A random sample of community members are surveyed about their
tobacco related knowledge, attitudes and behaviors before a media campaign and a
second sample of community members are given the same survey after the media
campaign. Results from the two surveys are compared to determine positive changes in
overall community knowledge, attitudes and behaviors.

Sectional

Control Group | There are three basic variations of a control group evaluation approach:

1. Comparison Between an Intervention Group and a Non-Intervention Group:
Collect evaluation information from a group that received the intervention and from a
similar group that did not receive the intervention and then compare findings for
differences.

Example: Compare smoke free home attitudes and behaviors among staff and
parents of surveys administered at two similar day care facilities within a community
after an intervention was delivered, one agency that was exposed to the intervention
and one that was not.

2. Comparison Over Time Between an Intervention Group and a Non-Intervention
Group: A stronger evaluation design; collect evaluation information before and after an
intervention from a group that received the intervention and also from a similar group
that did not receive the intervention and then compare before and after results between
both groups for differences.

Example: A baseline observational study is first conducted to assess the
extent of exterior tobacco ads of two local convenience stores. One retailer then
receives an intervention and one does not. A follow-up observation is then conducted of
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Term Definition

both stores to compare possible differences in POP advertising with the one retailer.
3. Comparison Over Time Between a Randomly Selected Group assigned to
Receive an Intervention and a Group Randomly Assigned to NOT Receive the
Intervention: A strong evaluation design; Individuals from the target population are
randomly assigned to either a group that will receive an intervention or a group that will
not, evaluation information is collected from both groups after (or before and after) the
intervention has been delivered and results are compared for differences.

Example: Three pharmacists located within county X are randomly assigned to
receive a Quitline promotion intervention and three other pharmacists are assigned to a
control group and will not receive the intervention. Pharmacist interviews to assess
level of promotion of the Quitline and an observation study to assess the existence of
Quitline promotional materials are conducted at all 6 pharmacies before and after the
promotional campaign. Pre-intervention results are compared to post intervention
results for each of the 6 pharmacists to determine differences in Quitline promotion.
The post intervention results for the 3 pharmacists who received the intervention are
then compared against the 3 who did not to also determine if change occurred .

Discrete Some evaluations assess a clear and discrete outcome that is expected to result from
Action/ your program. This type of evaluation approach should be used when the expected
Outcome outcome represents a significant local achievement in behavior, policy, or
Assessment organizational practice that will require a substantial amount of time, effort, and

resources. This approach requires minimal collection of information that is usually not
quantitative or numerical but more qualitative and descriptive of the particular local
experience surrounding the achievement of the outcome.

Examples: 1) An intervention with a school PTA has the expected outcome of
having the PTA take an action against smoking in movies by sending supporting letters
to the MPAA and also presenting the issue to the school board on your programs’
behalf. These are impacts of your program and would be measured by whether or not
the letter was sent by the PTA and whether the PTA followed through on the
commitment to play an active supporting role such as presenting to the board. 2)
Passing a resolution by a local legislature or other decision making body would be
another example of this type discrete outcome evaluation.

Focus Area Government Educating local, state, regional, or national policy-makers about tobacco issues, and
policy-maker the implications of policy change.
education Examples:

Communicating with local municipalities about changing policy
Meeting with elected officials about passing resolutions
Testifying at a public hearing
Paid media The purchasing of media whose primary purpose is to educate the public or a subgroup
of the public. This includes education about, and promotion of, cessation services.
This does not include paid media merely to announce or promote an event. This does
include media “donated” as part of a purchase plan (e.g. 2 for 1)
Examples:

TV advertisements

Radio advertisement targeting youth smoking

Theater slide

PSA
Community Conducting activities with the objective of educating the public (or subsets of the public)
Education about tobacco control issues with the intention of influencing individual opinions,

beliefs, and behaviors. This does not include paid media. Includes not only discrete
“events”, but also information dissemination of various types (although not mass
mailings, which are classified as a type of paid media).
Examples:

Information dissemination in community venues

Press conference

Hosting a forum/event with a tobacco control focus

Movie stomp

Presenting information at forums/events organized by other individuals/groups
Monitoring or Monitoring/assessing organizational policy(s) or practice(s), with the purpose of
Assessment of | developing program strategies based on findings. Analysis of secondary data for the
organizational | same purpose should be included. (NOTE: If the assessment is also to serve
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Term Definition
policies or evaluation purposes, it should also be described in the Partner’s evaluation plan.)
practices Target organizations might include: businesses (e.g. bars; restaurants; tobacco
retailers; health insurers), schools, community organizations, etc.
Examples:
Conducting observational assessments of tobacco use to better understand
school policy and practice
Interviews with administrators at health care settings to assess
implementation of tobacco user screening systems.
Observing retail stores that sell tobacco
Survey of the Conducting and recording formal assessments of the public, or sub-group, to determine
public’s (or a knowledge, attitudes, beliefs, and self-reported behaviors concerning tobacco related
subset’s) issues, with the objective of developing program strategies based on findings. (NOTE:
knowledge If the assessment is also to serve evaluation purposes, it should also be described in
attitudes, the Partner’s evaluation plan.)
beliefs, or Examples:
behaviors Conduct survey of school staff members about tobacco policy and procedures
Interviews with youth about anti-smoking ads
Mailed surveys about household tobacco use
Interviews with members of the public about their support for CIA (Clean
Indoor Air) laws
Advocating Activities conducted by School Policy Partners to influence school or school district
with policy and practice. This includes issuing stipends, coordinating efforts to get buy-in or
organizational | administrative commitment, conducting trainings, and providing technical assistance.
decision- Examples:
makers (SPs Working with a school liaison to form a policy and procedures committee
only) Presenting to a school board about policy changes or enforcement
Issuing stipends to schools or districts to assist them with making policy or
procedural changes
Advocating Activities undertaken by Cessation Centers to influence organizational decision-makers
with to change their organizations’ policies, programs, or practices.
organizational | Examples:
decision Providing technical assistance to hospitals to encourage adoption of clinical
makers guidelines for cessation
(Ces Citrs only) Encouraging employers to provide referrals of employees to the NYS Smokers
Quit Line.
Persuading pharmacies to provide materials to Medicaid recipients about the
Medicaid pharmacotherapy benefit
Advocating Strategies undertaken by Community Partnerships (CPs) or Youth Partners to influence
with organizational decision-makers to change their organizations’ policies, programs, or
organizational | practices.
decision Examples:
makers Meeting with and sending letters to tobacco retailers to get them to reduce or
(CPs and YPs eliminate point-of-purchase tobacco advertising
only) Encouraging employers to provide cessation services
Working with school boards to eliminate magazines containing tobacco
advertising from school libraries.
Infrastructure Mobilizing and organizing resources to enhance the Partner’s effective implementation
Development of tobacco control strategies, as well as the collective tobacco prevention efforts of NYS
TCP Partners. [You will only be able to select the focus area Infrastructure
Development if you have chosen the goal related to infrastructure.]
Examples:
Organizing trainings for Partner staff and volunteers
Creating or updating your website
Reality Check activities focused on recruiting new youth members
Goals/objectives | Refers to the goals and objectives in the NYS TCP Strategic Plan.
GRP GRP, or Gross Rating Point, is entered into CAT as a number representing “A measure of the total

amount of the advertising exposures produced by a specific media vehicle or a media schedule during a
specific period of time. It is expressed in terms of the rating of a specific media vehicle (if only one is
being used) or the sum of all the ratings of the vehicles included in a media schedule. It includes any
audience duplication and is equal to the reach of a media schedule multiplied by the average frequency of
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Term

Definition

the schedule.” (American Marketing Association)

Indicators

Serve as the evidence for outcome progress/achievement and describe what specifically will be
measured to demonstrate that change (short-term change or intermediate impact) has occurred as a
result of the intervention. Should be specific, observable, measurable, and focused to capture an
important dimension of an outcome (e.g., responses to specific survey questions that are trying to
measure an attitude or perception outcome).

Information
dissemination

Events in which TCP staff or volunteers distribute information via flyers, hand-outs, acting, etc. in a
community setting. This event is not associated with any other type of event, such as a health fair.

Infusion event

Event in which the partner “piggybacks” onto an existing event or setting in the community (such as a fair,
festival, concert, movie theater, or mall) to deliver tobacco control interventions and/or messages

Local elected
officials

Elected members of town, city or county government. Examples include mayor, board of education
members, county legislators, etc.

Non-tobacco
related events

These are events that do not focus primarily on tobacco prevention or cessation but in which the TCP
was able to conduct program activities. Examples include health fairs, sporting events, etc.

Primary data

Collecting information directly through surveys, interviews, focus groups, observation, or medical chart

collection reviews (not using data sources assembled or collected by others).

Random Random sampling is a technique where each member of a given population has an equal chance of being

sampling selected into the sample. For example, if you were conducting an observational study of tobacco retailers
in a particular county you could randomly select your sample by putting all the retailer names in a hat &
drawing out a specified number of names. Each has an equal chance of being selected.

Sample A sample is a portion of a larger target population. It will usually consist of a sub-group of people

selected from the larger group that we are interested in learning about.

Sampling frame

The list of people, households, organizations, places, events, or other units of information from which a
sample is selected. For example, the list of registered students at a school may be the sampling frame for
a survey of the student body.

Secondary data

Gathering information from sources that have already collected data (e.g., using Quitline county-level call

collection volume data, Medicaid claims data, BFRSS, etc).

SMART Outcomes that are Specific, Measurable, Achievable, Relevant, and Time-bound.

outcomes

Statewide An official strategy that is sanctioned and promoted by the NYS TCP state office and implemented at the
initiative local Partner level

TA Technical Assistance includes a variety of methods to personalize help to the user, such as telephone

conversations and academic detailing to provide more detailed assistance with systems.

Target population

The entire group of people that you seek to impact and who will receive an intervention. For evaluation
purposes, this is the population that you are interested in learning about and from which a sample is
drawn when conducting an evaluation. It is important to both define who and in what geographic area the
people can be found (e.g., PTA members of district elementary schools, city sporting event organizers,
restaurant owners in a county, small grocery retailers in town, etc.)

TCP Joint
partner strategy

A single strategy (not part of a regional or area plan) that is equally shared by two or more TCP partners,
usually representing different modalities in the same catchment area. In order to give each partner credit
(in CAT) for working equally on a specific strategy, with a level of involvement beyond being listed as a
collaborator, partners can contact their Area Manager for approval to have the strategy listed in the
system as a joint strategy to which each partner has access. This prevents duplication of
events/strategies in CAT. For example, a Reality Check partner and a community partner may participate
equally in planning, promoting, and preparing for a press conference.

Tobacco Industry
Commercial
Sponsorship

Commercial sponsorship promotes the sponsoring company’s brand name, such as in the NASCAR
Winston Cup or the Marlboro Team Penske. Commercial sponsorship of athletic, musical, artistic or other
cultural events includes the use of the brand name either as part of the event or to advertise or promote
sales. This type of sponsorship is visible at events like races, rodeos, sports competitions and concerts.
This type of sponsorship is easy to recognize, given its purpose to promote a brand or product in a high
profile manner on such items as scoreboards, flags, programs, tents, signs, gear, uniforms and in the title
of the event. This type of sponsorship is restricted by the MSA.

Example: A racing team or car or a sporting event sponsored by a tobacco brand in exchange for
signage, logos on uniforms & equipment, and mentions in advertising, etc.

Tobacco Industry
Corporate
Sponsorship/Givi

ng

Corporate sponsorship or giving involves funds donated to an entity or organization utilizing the giver's
corporate name, such as Altria. A large number of tobacco company corporate sponsorships involve the
arts, including museums, dance troupes, theatres and educational institutions. Additionally, tobacco
companies donate to organizations, programs and events that represent or are targeted to minorities,
women, and youth. There is no restriction on corporate sponsorship in the MSA.

Example: Monetary or equipment gifts to nonprofit organizations in exchange for a mention on a program,
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Definition

plaque, or website.

Tobacco Industry
Promotion

Tobacco industry promotion involves efforts to reach current customers and potential new tobacco users
through direct marketing, adult-only facilities, and bar and nightclub events. Tobacco promotion through
direct marketing often involves sending coupons, controlled circulation magazines, sweepstakes offers,
brand loyalty programs (e.g., Camel Cash or Marlboro Miles), and catalogues those who have signed up
to be on mailing lists. Tobacco promotion through adult-only facilities and bar and nightclub events often
include the distribution of tobacco product samples, cigarette brand paraphernalia, unbranded specialty
items, and advertisements, and use sweepstakes, contests, and interactive games that encourage

patrons to complete marketing surveys.

Example: Booths or tents inside larger events such as county fairs, or bar nights.

Page 123 of 126

CAT questions? Call 800-848-4091



FAQ

Table 49. CAT Frequently Asked Questions

Question

Answer

| have one outcome
that is associated
with several similar
strategies. How do
| enter my work
plan?

Each strategy must be entered individually. As you enter the first strategy, you can copy
the text you type into the “outcome” field, and then paste it in the “outcome” field for your
next strategy that has the same outcome.

How do | enter data
for a strategy that is
implemented with
another NYS TCP
partner?

There are two different ways this may occur. The first, and most common, are
collaborations with other organizations, some of which may be other funded TCP
partners. Enter collaborators through the Administration link on the main menu, and
report these collaborations in the appropriate Monthly Strategy Report.

The second type is a TCP joint partner strategy, an activity that is equally
planned, funded, and implemented by two or more TCP partners. The partners will ask
their Area Manager to work with the CAT Administrator to allow access to a specific joint
strategy name to all the participating partners. After getting access, create a new
strategy and for the question “Is this a TCP Joint Partner Strategy?” check yes, then
select the strategy hame from the pull-down menu.

What do | do if a
strategy had to be
terminated before
the “end date”
indicated in the
original work plan?

When the timeframe in which an activity is implemented is different than what was
proposed in the original work plan, simply enter the new timeframe in the Monthly
Strategy Report in the month that you are entering data. A text box is available to
explain why the timeframe was altered. If you had to stop working on this strategy, put
the strategy status in “Suspended,” explain why in open text, and do not report on that
strategy again. Feel free to put further information in the “Reasons for success” and
“Barriers” free text boxes at the bottom of each Monthly Strategy Report screen related
to the change in timeframe.

What do | do if a
strategy changes
significantly from
how it was
described in the
work plan?

Partners may revise their work plans after obtaining approval from their Area Manager.
From “Annual Plans” on the main CAT menu, select “Edit Strategy” and select the
appropriate strategy. Make the changes, and when you submit, a screen will appear that
shows what fields you changed, and asks you to provide text about why you made those
changes. Be clear in your explanation; the list of fields changed and your explanation
will be emailed to your Area Manager. However, if you have already entered Monthly
Strategy Reports and need to change the focus area, you will need to enter a new
strategy.

How do | enter a
strategy that seems
to fit two focus
areas?

For data entry and analysis purposes, it is critical that you select just one focus area for
each strategy, even when that strategy seems to address multiple focus areas. First,
determine whether the strategy should actually be divided into two distinct strategies.
You should focus on the primary activity of the strategy, not just what you plan to achieve
down the road. (For example, if you are conducting retail observations to use to push for
a change in local policy regarding advertising, you would enter a strategy regarding the
retailer observations, in the focus area “Monitoring or Assessment of Organizational
Policies and Practices” and enter a separate strategy in focus area “Govt Policy-maker
Education.”)

What do | enter in
earned media if the
event was covered
in a newsletter?

“Newsletter” has been added to the drop-down list of type of earned media newspaper
story, so that you can select “newsletter” if coverage of your strategy appeared in a
company, school, community, or church newsletter. (This would not apply to a
newsletter that you create, as that would not be “earned media” in the same sense as
another organization reporting on an event.)
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How do | enter ads
running on multiple
channels?

If your paid media buy includes multiple cable channels (e.g., Lifetime, WE, and TNT),
then select “Multi-cable TV buy” as your campaign channel category. You can then enter
the names of the channels in the field “Name of media channel.” However, if you are
running ads on local channels, please select each station individually (e.g., enter all
fields for WNYT and then click “Add,” and then enter all fields for WKTV and click “Add”).

How do | make
more than one
selection in a blue
box?

The blue boxes displaying response options allow you to select more than one response.
To select one item, click on the option you wish to highlight. To select additional options,
hold down the Control key (“Ctrl”) and then click on additional options. (To unselect one
that you picked by accident, continue to hold the Control key and click on that one
again.) Note: Do not click and drag. Use distinct clicks, releasing the mouse button
each time, while holding the Control key.

Why don't my
Infrastructure
strategies from the
work plan appear
on the Monthly
Strategy Report
grid?

Partners are required to enter Monthly Strategy Reports for Infrastructure each month.
Rather than requiring each activity be created as its own strategy and reported on
individually, partners are able to access this report and complete all the fields on one
screen. This focus area is unique in this way.
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Contacts

NYS TCP Partners have access to help from RTI for questions and problems related to CAT. Table
50 lists the contact information for people who should be approached for specific types of questions.
To centralize Technical Assistance communication, partners should contact Betty Markatos first.
Partners should also review the Frequently Asked Questions (FAQ) document under the “other” tab
from the main CAT menu to look for answers to questions, as well as utilize the bulletin board to look
for answers and solutions.

Contact information

1-800-848-4091

bmarkatos@rti.org
1-800-334-8571 x 5588
dplotner@rti.org

(518) 473- 6506
rav02@health.state.ny.us

Name
Betty Markatos
RTI CAT Liaison

David Plotner
CAT Programmer
Rae Ann Vitali
CAT Administrator

Table 50. Technical Assistance Contacts for CAT

General type of issue

Person to Contact

Contact information

General CAT questions, CAT data
entry technical assistance, or QC
feedback interpretation

RTI CAT Liaison
Betty Markatos

(800) 848-4091
bmarkatos@rti.org

Getting access to your CAT
password or posting
announcements on CAT

NYS TCP CAT Administrator
Rae Ann Vitali

(518) 473-6506
rav02@health.state.ny.us

Setting up TCP Joint Partner
Strategies

Rae Ann Vitali (Capital & MARO
Region partners)

(518) 473-6506
rav02@health.state.ny.us

Deepa Varadarajulu (Central
&Western Region partners)

(518) 473-8605
dxvO6@health.state.ny.us

CAT programming-related
technical questions

RTI CAT programmer
David Plotner

(919) 485-5588 or
(800) 334-8571 x 5588
dplotner@rti.org

NYS TCP Partner CAT reporting
responsibilities and schedules or
Approval for changes in Work Plan

NYS TCP Area Manager

(Varies per area)
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