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AHEC Virtual Cessation Program
 Tobacco Program Assistant (TPA) Manual & Registration Script

*TPA’s will use the following script when talking with participants about virtual cessation courses. 

Introduction: 
In light of the coronavirus, we are now offering virtual cessation groups. Let me explain how this works: 
· We use an online meeting tool called Zoom which allows you to join by computer or phone. 
· The class is two hours long and requires pre-registration. 
· If more than one person in your household is accessing the class, they must preregister separately and join separately (even if in front of the same computer or on same phone line) to receive their nicotine replacement therapy and other materials. 
· There is a little bit of set-up required prior to the class in order to access Zoom however, we are available to assist you with that process. 
· [bookmark: _GoBack]Once the class has been completed, we will mail you a two-week supply of NRT, the class booklet and some aids to help you succeed in your quit journey.

Technology Questions: 

To participate in this class, we recommend that participants join by computer, using the audio on your computer or on a mobile device (cell phone or tablet). What do you think would work for you?

(If participants still express an interest in registering for a class, here are some questions to ask to help determine the best way for the participant to connect.)
· Do you have Wi-Fi or internet access?
· What kind of device would you like to use to connect?

(If the participant would like to connect via a smartphone or tablet, we may want to ask the following question.)
· What operating system do you use – Android or IOS (Apple)?
(Instruct the participant to download the Zoom App)

(If the participant would like to connect via desktop computer or laptop, we may want to ask the following questions)
· What operating system do you use?
· What internet browser do you use? (Chrome is the best browser to operate Zoom.)
· Do you have a camera/microphone? (Camera and microphone are not required but participant would need to have a way of accessing the audio for the group. If a participant expresses a concern over their audio connection, we can offer them the option of accessing the audio via the phone and let them know that they will be provided with a toll-free call in number.)

*Registration process takes place once the client has been assessed for interest and compatibility.
Closing: 

· You have been registered for the virtual cessation group on (day and date) at (time). 
· You will receive an email with a link to join the class and a toll-free number (for those that need to call in for audio). 
· You will also receive step by step instructions for accessing Zoom and utilizing the participant controls while in the class. 
· We recommend that you have paper and pen/pencil available at the time of the class to take notes and complete the activities. 
· After you have completed the class, we will mail you a two-week supply of NRT, the class booklet and some aids to help you succeed in your quit journey.

*Once the participant is registered, e-mail the participant the link for the course – this can be found under the notes section for the course in TFFACT. The participant should also be provided with a contact phone number for the co-host of the course in case of technical issues accessing the course.  

*After the class has taken place, the facilitator/meeting host will provide the TPA will the registration and NRT reports generated by Zoom as well as the type of NRT to be mailed to each participant. The TPA will mail each participant NRT, a TTQ book and the NRT next steps handout. The TPA will enter the attendance and the NRT distribution in TFFACT and update the NRT inventory. The TPA will then scan completed forms for reporting purposes. 


***This is an internal working document subject to changes.
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