AHEC Virtual Cessation Groups
Documents for Use with Zoom

Facilitator Documents:
· Quick Reference Guide – This is a comprehensive guide that covers all aspects of the virtual groups from creating groups to follow-up.  It also list the alternative procedures that program offices agreed to do to meet cessation deliverables.
· Zoom Facilitator Guide – A step-by-step training guide on how to use Zoom features.
· Group Expectations (English) – A one-page document to display during the beginning of the virtual group.
· Group Expectations (Spanish) – A one-page document to display during the beginning of the Spanish virtual group.
· All AHECs TTQ – This modified document includes the Group Expectations on page 2.  The Group Expectations page was added to the TTQ for 2 reasons. 
· To ensure the facilitators had access to the document without having to open a separate file during the group. 
· There’s an exercise on page 16 and 17 that is easily completed if both pages are visible on the screen during group.  In order for both pages 16 and 17 to be visible side by side, an additional page needed to be added to the TTQ.
· English version of NRT polling questions and optional evaluation questions.
· Spanish version of NRT polling questions and optional evaluation questions.
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Tobacco Program Assistant (TPA) Documents for intake/pre-registration:
· Registration Script and TPA Role – To be use during pre-registration calls or cold calls to screen clients prior to enrolling them into virtual groups.
· Quick Reference Guide – Used for scheduling groups and/or additional information to share with facilitators and clients.
· Zoom Instructions for Participants (English) – These instructions can be shared with clients to explain how to log in and use Zoom. (Spanish versions coming soon….)
· Zoom Instructions for Participants (Spanish) – These instructions can be shared with Spanish speaking clients to explain how to log in and use Zoom.

Documents for participants, by mail, or email:
· Prior to groups, send via email the Zoom Participant Instructions, original TTQ booklet and group expectations to clients who register for the virtual group.
· Prior to groups, send via mail or email to audio only callers the original TTQ booklet, group expectations, and Zoom call-in information (ID, password, and phone number only). 
· After groups, mail NRT 2-week starter kit, quit aids and the TTQ booklet if requested.

**We are waiting on TFF Media to approve the new virtual marketing flyers.  
***UM AHEC will upload the above documents to the AHEC Tobacco Intranet site.
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