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AHEC CESSATION PROGRAM
QUICK REFERENCE GUIDE FOR 
VIRTUAL GROUPS USING ZOOM MEETINGS

	OVERVIEW
	The Program’s cessation services can be provided in a virtual group environment using Zoom. Any requests for exceptions to operational aspects of The Program’s components must be communicated to the QAD.

When individuals request disability accommodations to participate in virtual AHEC tobacco cessation services, AHECs must respond appropriately and effectively to the requests. For more information, see ADA Information and Technical Assistance and ADA Title II Regulations.

	GROUP REQUIREMENTS AND RESTRICTIONS
	[bookmark: 5.2_General_Information][bookmark: _bookmark3][bookmark: _bookmark2][bookmark: 5._Direct_Cessation][bookmark: 5.1_Class_Requirements/Restrictions][bookmark: _bookmark0][bookmark: _bookmark1]The following requirements and restrictions must be adhered to for all virtual tobacco cessation groups:
· Pre-registration is required for all participants.
· Only the approved curricula may be used.
· Ensure that participant’s sign-in information (registration button in Zoom) and NRT documentation (Zoom NRT polling questions) are collected for each virtual group session.  See Zoom reporting steps below. 
· Consider the facilitators’ technical skills and the number of staff required to assist when scheduling and assigning virtual groups.  
· Facilitators must be in a quiet safe location with no interruptions.
· Keep cessation virtual group information and the cessation calendar updated in TFFACT. Post new virtual group information within three business days of scheduling the group. Drop a group when it is cancelled, and notify each registered participant as soon as possible but no later than within one business day of the cancellation.
· Participants can use the virtual group option no more than two times within a contract year. A third-time exception for the AHEC virtual group will require a justification and written request be submitted to the QAD for approval.
· Notify the QAD of requests to offer services to minors prior to registering or allowing the individual to join the group. Distribution of NRT to minors is prohibited.
· Inmates residing in a tobacco-free environment are not eligible to be counted towards this program’s deliverables.

	PRE-REGISTRATION
	With pre-registration, the participant information is entered into TFFACT and the required course materials are prepared and sent to participants prior to the virtual group. Entering data into the TFFACT system while speaking to the potential participant is required. In the event there is missing information, an attempt must be made to collect the missing information either right before or after the class.

	
REQUIRED DOCUMENTS

	Documents:
· Electronic version of TTQ, QSN or Journeys
· Prior to class, compress the TTQ PDF and add the new page 2 with Group Expectations.
	Equipment:
· A laptop is preferred, although a smart phone, tablet, or iPad can be used.
· A microphone or USB headset with a microphone. (A headset with microphone provides the best quality sound.)
· Device camera or external web camera.

	ADDITIONAL SUPPORT USING ZOOM
	How to use Zoom:
From your Zoom profile page you can access Live Training Webinars by clicking the Attend Live Training link.  In addition to the live trainings, the Zoom help center (meetings and webinars) have many tutorials for learning how to use Zoom.
· For experienced users, complete the “Getting Started with Zoom Meetings” 30 minute webinar. 
· For beginners, complete the “Zoom Meeting” 60 minute webinar.

Helpful tips when creating Zoom meetings:
· Create the new course in TFFACT first.  To easily cross-reference documentation from TFFACT and Zoom, type the TFFACT Course ID number in the Zoom meeting topic field. [meeting topic example: USF AHEC Virtual Cessation Group (TTQ) – Course ID 123123]
· When creating the meeting, for security measures be sure to enable the registration required box and you must require a meeting password.  If your meeting is interrupted by an unknown guest, remove the person immediately.
· Add a co-host to the meeting for additional support.  The co-host must be a member of your organization in Zoom.
· After saving the meeting, you have the option to brand your meeting invitation with your AHEC logo.  Go to the bottom of the manage meetings page and add the optional branding images.  The images will be added to your meeting invitation participants will receive.
· If the participant does not have an email account, technical devices/support or Internet, please consider offering 1:1 on-demand telephone counseling using approved curricula.  (Attendance and NRT documentation should be completed as well.)
· The registration page and invitation participants will receive includes the participant name and email, meeting topic, description, time, and optional branding logo and banner.  The meeting confirmation email will contain the above information as well as the meeting password.
· Be sure to place the Zoom meeting information with the meeting ID and password in TFFACT.

Use of the in-meeting chat:
· You should save in-meeting chats to your local computer. In-meeting chat logs are helpful for documenting questions facilitators may need to follow-up on and it is another way to document attendance. (If you save the chat locally to your computer, it will save any chats that you can see-- those sent privately to you and those sent to everyone in the meeting or webinar. This documentation may be helpful for quarterly reporting.)
· Helpful tip: Turn off participants’ ability to chat privately with other participants.  Host can also rename themselves (using first name only) for security purposes.

NRT Management:
· Follow the protocol listed in the SOP for providing NRT to participants.


	REPORTING

To generate reports in Zoom, you must purchase the Pro plan or higher and you must be a host, account admin or owner.
	Attendance Reports:
To generate a registration report (sign-in sheet), you must enable Zoom meeting registration when initially creating the group. You must generate a Zoom registration report for attendance to include in DOH quarterly activity reports.

The Zoom registration report contains the following information on registered participants:
· First and last name 
· Email address 
· Date and time of registration
· Approval status

NRT Reports:
To generate a report to show that participants agreed to receive NRT, you must enable Zoom polling questions when initially creating the group.  To create a Participant NRT Question report you must first create NRT poll questions. 
2 Questions:
· I declare that I have no medical condition prohibiting the use of NRT. (answer options are yes or no)  
· I am aware of the safe and appropriate use of NRT products. I understand that when using NRT products, I should follow the directions as listed on the product packaging.  (answer options are yes or no)  

During the group discussion, enable the NRT polling questions and ensure that all participants answer the questions.  The Zoom polling report will contain the following information of participants that answered the NRT poll questions:
· Username and email address
· Date and time they submitted their answer
· The NRT poll questions and the participant's answer

Note: 
Meeting reports are automatically deleted 30 days after the scheduled date. This is also when the meeting is removed the from the Previous Meetings page in the web portal.

If you delete a meeting from your Meetings list in the web portal, you cannot generate reports for that meeting. You can still download any reports you generated before deleting the meeting.

You should generate meeting reports after your meeting has ended. If generated a report before starting the meeting, you should re-generate the report to obtain the data collected during the meeting.


	FOLLOW-UP
	During any follow-up conversations with participants:
· Ask about their quit journey, including use of NRT.
· Remind participants about the potential of being contacted by PDA evaluators approximately 7 months post class.
· As needed, invite participants to another class or refer to the other TFF services.
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