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 Module Overview 
 

This introductory module gives participants a glimpse of what’s involved in planning a 
tobacco control program that will achieve population-based social norm change. They will 
first get a snapshot of the characteristics of a tobacco-free city, and then learn how to 
assess the specific needs for their cities and logically identify ways to address them. 

 
Module 2 is divided into four sections.   

 
Section 1: Tobacco-Free Cities 
Section 1 reviews important features of a tobacco-free city, including programs, policies, 
and resources that have been proven to reduce tobacco use. 

 
Section 2: City Assessment  
Section 2 guides participants through the process of conducting a city assessment to 

identify the problems that exist, the populations that are most affected, and what is 

currently being done about it. We will review several different data collection 

techniques that can help quantify the problems. 

 
Section 3: Program Definition  
This section introduces participants to the fundamental tasks needed to define a 

tobacco control program, including clarifying the problem revealed in the assessment, 

identifying goals to address the problem, and writing objectives that specify how goals 

will be met.    

 

Section 4: Action Plan  
In Section 4, participants are shown how to put a plan into action. Using templates and 

case studies, they will practice identifying activities and resources needed to meet 

program goals and objectives. Exercises in this section are not intended to result in a 

completed action plan, but give participants an awareness of the decision-making 

process.  

 

 

Prepare 
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 Activities 
 
Module 2 includes several individual or small group activities, detailed in the trainer notes.  
These activities are optional; however, if you choose to remove or modify them, be sure to 
make any necessary adjustments to the slides, agenda, and timing of the training.   
 
If activities are completed as designed, you will likely have to adjust the talking points to 
acknowledge, or add to, content that has been covered as the result of the activity. 
 
Knowledge Competition 
 
After Section 2, there is a Knowledge Competition game designed to review key concepts and 

test retention of the information presented in a fun, interactive way.  The point of the game is 

for several participants, or teams, to compete by answering key questions as quickly as 

possible.  The first person/team who answers each question correctly is awarded a point.  At 

the end of the Knowledge Competition game, the person/team with the most points is declared 

the winner.  If possible, each participant should have a turn in one round of Knowledge 

Competition.  The trainer may use flags, buzzers, or raised hands for players to signal readiness 

to answer. 

 

The trainer should adjust activities as needed, especially as they relate to number of trainees.  

 

 Learning Objectives 
 
At the close of this session, the participants will be able to: 

  

 Identify the features of a tobacco-free city 

 Identify the purpose and components of a city assessment 

 Determine the data collection and analysis techniques that would provide the most 

valuable information for your planning process 

 Explain the importance of understanding the problems your city faces before 

defining your program 

 Define and provide examples of program goals and objectives 

 Identify and describe action planning components 
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 Materials 
 

These are the materials that you will need for Module 2. 
 
 Participant Guides for Module 2 

 Slides for Module 2 

 Certificates of Completion 

 Training supplies, including name tents or tags, flip chart easel and paper, chalk or 

white board markers  

 Optional: Stopwatch or watch that will track seconds, and two flags for Knowledge 

Competition games 

 Optional: Small prizes for winning team(s) of Knowledge Competition games 
 
 

 Customization 
 

Throughout these materials, you will find recommendations and options for alternative 

ways to deliver this training. Depending on the type of audience you have, the 

responsibilities they have been given in their tobacco control program, and the resources 

available, you may be required to adjust the materials or add your own examples and tools 

to ensure their relevance. Similarly, the training times are estimates and may require 

adjustment based on the number of participants and depth of discussions and activities. 

Review the materials in advance to identify areas that would require customization. 

 

 Before You Begin 
 

Before you begin this session, complete the following tasks: 
 

 Print out copies of Participant Guides for each participant. Insert a printed copy of 
the slides, preferable three slides to a page, and place into each guide right after the 
Agenda.   

 Gather the necessary training supplies. 
 Prepare slides and related media, if necessary. 

 Set up the room with Participant Guides and name tents/tags for each participant. 
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 Key Messages 
 

These are the key messages for this module. They should be reinforced throughout this 
program. 

 

 Tobacco control program planning should focus on achieving standards defined by 

tobacco-free cities. 

 Achieving tobacco control requires a shift in attitudes toward smoking, from 

desirable to undesirable. 

 Your program plan is defined by the problems found and the goals selected to 

address them. 

 You are likely already participating in tobacco control activities on some level, and 

valuable data about city needs might already exist.  

 The results you get from an interview or questionnaires are only as good as the 

questions you ask and the way you ask them. 

 Planning should not begin until the problems are clearly identified. 

 Using a logical approach to planning, where each step produces a result that is used 

for the next, will ensure that your goals and objectives connect to the problem and 

population most needing attention. 

 Objectives are critical for helping determine how your program will be evaluated. 

 Selecting the right team and partnerships is vital to getting the support your 

program needs. 

 

 After the Session 
 

At the completion of this session, do the following: 

 While it is fresh in your mind, write down notes about the session. Consider:  
 

 What worked. 

 What you need to do differently the next time.  

 Who you need to follow up with.  

 Information or ideas needing further research for next time. 

 General concerns or issues that need to be addressed. 

 
 Have participants complete evaluations and distribute certificates of completion. 
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Welcome! 
 
Estimated time: 30 minutes 

 

Trainer Notes Slide 

 

Show slide #1: Welcome! 

 

Present: Welcome to Module 2: Program Planning!  

 

Program planning is the crucial first step in developing an 

effective and relevant tobacco control program. Taking the 

time to plan before taking action allows you to direct all 

your actions toward goals in a logical order, using resources 

and manpower wisely. 

 

This module will provide you with the information and tools 

needed to begin planning your tobacco control program. 

 

 

 

 

Show slide #2: Introductions 

 

Present: Let’s begin with introductions. 

 

Share this information about yourself. 

 

• Your name 

• Your background 

• How you got involved with tobacco control 

• What your role will be during this session 

 

Ask participants to share 1) their name and 2) what 

motivated them to come here today.   

 

 Note to Trainer:  Go around the room and have 

participants tell the class about themselves. 

 

 

Train 
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Show slide #3: Ice Breaker 

 

Present: Write down one thing you want to learn from this 

module. 

 Note to Trainer: Go around the room and collect 

answers and write them on the board or on a large 

piece of paper.  Summarize how the training will 

address the expectations. Try to cover the topics on the 

list during the training.  At the end of the training, show 

that you were able to touch on every point. If there are 

expectations that were not covered, provide some 

direction about where to find out more. 

 

 

 

 

Show slide #4: About This Module 

 

Present: Planning a tobacco control program requires a 

logical approach to identify the programs, resources, and 

policies needed to become a tobacco free city.  

 

In this module, we will review these four areas of program 

planning: what a tobacco-free city looks like, how to assess 

the current situation in your city, how to use the 

assessment results to define the features of your program, 

and decisions to make about the actions needed to put your 

plan into place.  

 

 

 
 
 

 

Show slide #5: Learning Objectives 

 

Present: These are the objectives of this module. At the 

close of this session, the participants will be able to: 

  

• Identify the features of a tobacco-free city 

• Identify the purpose and components of a city 

assessment  
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• Determine the data collection and analysis 

techniques that would provide the most valuable 

information for your planning process 

• Explain the importance of understanding the 

problems your city faces before building your 

program 

• Define and provide examples of program goals and 

objectives 

• Identify and describe action planning components 

 

 

Show slide #6: Module Sections 

 

Present: There are four sections in this module: 

 

Section 1: Tobacco-Free Cities   

 

Section 2: City Assessment 

 

Section 3: Program Definition 

 

Section 4: Action Plan 

 

 

 

 

Show slide #7: Agenda 

 

Present: Here is the agenda for this module. Take a moment 

to review and let me know if you have any questions. 

 

 

 

 
 

Show slide #8: Logistics 

 

Present: Before we continue, let’s go over some training 
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session logistics.  

 

• Parking, bathrooms, schedule 

• Participation 

• Certification 

• Participant Guide 

 

Refer participants to the Participant Guide. Ask them to 

take a moment to flip through the guide. 

 

Present: The Participant Guide contains everything you will 

need during and after this course. It contains slide printouts 

for note-taking, the agenda, activities and tools, a glossary, 

and an evaluation to be completed at the end. This guide: 

 

• Is yours to keep. 

• Can be used to write notes and questions. 

• Should be brought to class with you. 

 

Now, let’s get started with Section 1: Tobacco-Free Cities. 
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Section 1: Tobacco-Free Cities 
 
Estimated time: 30 minutes 

 
Trainer Notes Slide 

 

Show slide #9: Tobacco Free Cities 

 

Present: Our first section is Tobacco-Free Cities. To help you 

understand the aim of tobacco control, we will look at a 

sampling of some of the important programs, policies, and 

resources a city should possess to change social norms 

around the use of tobacco.  

 

 Note to Trainer:  If necessary, clarify the term 

“social norms” 

 

 

 

 

Show slide #10: Tobacco Control Program Planning 

 

Present: Planning requires a vision of the direction you 

want to move to bring your city closer to tobacco-free. We 

will begin this module with a review of what “tobacco-free” 

looks like.   

 

 

 

 
 

 

Show slide #11: Changing the Social Norm 

 

Present: There is overwhelming research showing that 

reversing the tobacco epidemic in China requires changing 

social norms around tobacco use. Accomplishing this means 

creating a social and legal climate where tobacco use is 

undesirable, unacceptable, and less available. 

 

Ask: So, how do we go about doing this? What does tobacco 

control look like? 
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Open responses. 

 

 

Show slide #12: Programs, Policies, and Resources 

 

Present: Cities that have successfully reduced tobacco use 

have implemented comprehensive tobacco control 

programs designed to adopt social norms that point to “no 

tobacco use”.   

 

Ask: What are the characteristics of such a city? 

 

Open responses. 

 

 

 

 

Show slide #13: Programs, Policies, and Resources 

 

Present: Here are a few examples of programs, policies, and 

resources that represent standards of excellence in tobacco 

control. Let’s review each. 

 

 

 

 
 

 

Show slide #14: Programs, Policies, and Resources 

 

Present: Protecting against the dangers of secondhand 

smoke requires comprehensive, smoke-free laws (including 

all indoor workplaces and public places) that are simple, 

clear, and enforceable.  Critical factors for success are 

effective implementation and strong enforcement.   

 

Areas to target include hospitals, schools, public 

transportation, restaurants, shopping malls, and 
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government buildings.  

In 1991, the Ministry of Health issued guidelines that 

banned smoking in sports stadiums, libraries, museums, 

shopping malls, shops, waiting rooms for public 

transportation, trains, ferries, and passenger planes.  

Unfortunately, the guidelines lack enforcement measures 

and penalties.  However, cities have passed comprehensive 

enforcement provisions, therefore protecting the public 

from exposure of secondhand smoke.  But this is was only a 

start. 

For more about smoke-free policies, see Module 3: Smoke-

Free Air Policy Strategies. 

 

Show slide #15: Programs, Policies, and Resources 

 

Present: One of the biggest barriers to policies that reduce 

cigarette consumption in China is the tobacco industry. In 

China, the State Tobacco Monopoly produces cigarettes, 

promotes smoking, and benefits from its profits.   With a 

government that promotes tobacco use, through pervasive 

marketing and promotions, the tobacco industry continues 

to maintain its grip on China in these ways: 

 

• Growing tobacco provides income in rural 

communities for farmers and their families 

• A huge manufacturing industry, with 57 enterprises 

and thousands of management and manufacturing 

jobs 

• Marketing, advertising, promotions 

• Retail shops, salespeople 

• Tobacco industry contributions to schools and other 

social and educational institutions 
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Historically, the tobacco industry has controlled social 

norms around tobacco use. For smoke-free cities, we must 

monitor and challenge the tobacco industry’s promotions, 

messages, and activities. There are many surveillance and 

regulation resources to help you stay one step ahead of the 

tobacco industry.  

 

Ask: What are some examples of tobacco industry 

promotions? What about tobacco control activities that 

have effectively challenged tobacco industry strategies? 

Open responses, discussion. 

 

 Note to Trainer:  Offer examples of counter-

marketing and similar approaches from your city, 

China, and other countries. 

 

 

Show slide #16: Programs, Policies, and Resources 

 

Present: Tobacco companies use packaging and advertising 

to make tobacco seem appealing, while distracting 

consumers from the harsh reality of how tobacco destroys 

health.   

 
Article 13 of the WHO Framework Convention 
On Tobacco Control states that “Parties recognize that a 

comprehensive ban on advertising, promotion and 

sponsorship would reduce the consumption of tobacco 

products.”  

Much research has been done about the impact of cigarette 

advertising on every demographic. As you know, 

establishing policies that restrict cigarette advertising will 

greatly reduce the influence and use.  

 

 

 

Show slide #17: Programs, Policies, and Resources 
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Present: Producing a detailed action plan will help ensure 

that you use the most appropriate resources and identify 

the greatest needs for specific areas of your population. An 

action plan will help you organize and prioritize your efforts, 

as well as increase your credibility in the community. 

 
 

Show slide #18: Programs, Policies, and Resources 

 

Present: Research shows that almost all adult smokers start 

to smoke before they are 18 years of age. So, putting laws 

into place that prohibit cigarette sales to anyone under age 

18 will help prevent youth initiation.  Tobacco is highly 

addicting, so once started, youth become customers for life.  

Anything to prevent youth from starting to smoke reduces 

the likelihood of a lifelong addiction.  

 

 

 

 

Show slide #19: Programs, Policies, and Resources 

 

Present: Research has shown that the best approach to 

tobacco cessation is a comprehensive set of programs. So, 

depending on your city needs, that might include some of 

these components: 

 

• Quitlines 

• Nicotine replacement 

• Treatment and counseling facilities 

• Education and training 

• Media campaigns to promote program awareness 

• Support materials 

• Referrals 

 

Ask: What are some examples of cessation programs you 
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have seen work? 

 

 Note to Trainer:  If appropriate, share this 

example of a successful cessation program. 

 

Suzhou Text Message Pilot Project 

In the summer of 2012, Suzhou offered a text-

based cessation program to 665 smokers 

participating in their annual cessation 

competition. The messages were based on the 

QuitNow TXT program developed by the US 

National Cancer Institute, and included 

motivational and behavioral change content. 

Smokers enrolled in the text-based program 

received one text message every business day 

for the first two weeks, then two to three 

messages per week until the end of the 

competition.  

 

At the end of the contest, 44% of the smokers 

who received the text messages reported 

complete abstinence. In addition, smokers 

who did not quit reported smoking fewer 

cigarettes per day and less frequently. Quit 

success was associated with lower indicators 

of nicotine dependence. Specifically, smokers 

who quit were more likely to smoke less 

frequently. High user satisfaction with the text 

program was reported, and participants felt 

that the text messages provided helpful tips 

that motivated them to quit. 

 

 

Show slide #20: Programs, Policies, and Resources 

 

Present:  Public education campaigns are effective at 

increasing knowledge of the dangers of tobacco use and 
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changing attitudes and behaviors toward smoking. They 

have been successful at: 

 

• Reducing secondhand smoke exposure 

• Countering the tobacco industry's deceptive 

marketing efforts to hook new users 

• Motivating tobacco users to quit and promoting free 

services to help them succeed 

Ask: What examples of public education campaigns have 

you seen in your city? 

 

Open responses. 

 

 

 

Show slide #21: Programs, Policies, and Resources 

 

Present: Tobacco control programs are sorely underfunded 

in China.  An investment in programs and infrastructure is 

needed to support all the components of a comprehensive 

tobacco control program.  For instance: 

 

• Conduct mass media, worksite, and community 

public awareness programs on the dangers of 

tobacco use and secondhand smoke exposure  

• Enforce smoke-free air and other tobacco control 

laws 

• Research to create science-based recommendations 

to improve tobacco control in China 
 

Ask: What other types of programs and resources can 

support this infrastructure?  

Offer: 

• Media coverage of tobacco control issues. 

• Raise the price of cigarettes, which has been shown 
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internationally to be the most effective measure to 

reduce smoking, especially among youth, while 

raising revenue for the government and reducing 

the cost of health care and lost productivity.  

Although pricing is more a national policy, along 

with pack warnings, they both can get local media 

attention as part of a comprehensive program. 

 

Show slide #22: Programs, Policies, and Resources 

 

Present: These are some of the key efforts being made 

worldwide to support tobacco-free cities.  

 

Ask: What else can be added to this list?   

Discuss how the really impactful factors change the 

environment to make tobacco use less acceptable and 

accessible. 

Present: As you begin your planning process, consider the 

many approaches we have just reviewed. Use it to guide 

decision-making with a focus on best practices solutions. 

 

 

 
 

 

Show slide #23: What Progress Are You Already Making? 

 

Present: While some of these programs, policies, and 

resources might be new, you are likely already participating 

in many of them on some level.  

 

Review slide. 

 

Refer participants to Tobacco Control Progress in their 

Participant Guides.  

 

Present:  Take a moment to assess to what degree you may 

already be participating in the kinds of tobacco control 
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activities we have just discussed. Rate your community’s 

effort from low to high.  

 

Debrief before moving on. 

 

1) Which of the areas do you feel the most comfortable 

with – the most accomplished and familiar? 

 

2) Which areas would require the most work from you? 

The least accomplished and the greatest reach? 

 

3) What are some of your reservations about doing 

further work in any of these areas? 

 

 

Show slide #24: Summary  
 
Present: That brings us to the end of Section 1. 
 

Summarize what was covered in this section.  
 
Ask for questions before moving to Section 2.   
 
Open responses and discussion. 
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Estimated time: 1 hour, 45 minutes 

 

Trainer Notes Slide 

 

Show slide #25: City Assessment 

 

Present: In this section we will review the components of a 

city assessment, including techniques for data collection, 

data analysis, and summarizing and reporting your 

assessment results. 

 

 

 
 

Show slide #26: City Assessment 

 

Present: Your vision for tobacco control can at first feel out 

of reach, without a clear purpose or starting point. Where 

do you start and how do you know where you are going? 

Through a city assessment, you will rely on data gathered 

about your community to bring this picture into view.   

 

 

 
 

 

Show slide #27: What is the Current Situation? 

 

Present: What is the current tobacco control situation in 

your city, the gap between where you are and where you 

want to be? 

 

Think about the exercise you just completed and the size of 

this gap. 

 

Ask: How many of you think you are halfway there? [Note 

hands]. One-quarter of the way? One-eighth of the way? No 

progress yet made?  
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Discuss concerns and issues from those who have the 

longest way to go. 

 

 

Show slide #28: What a City Assessment Gives You 

 

Present: A city assessment is a way to gather evidence 

about your city that will inform the development and 

implementation of tobacco control plans. It involves a 

preliminary scan to gather information about what is 

currently taking place. 

 

A city assessment: 

 

• Provides a snapshot of your city’s status related to 

tobacco control policies and activities  

• Identifies assets available to aid tobacco control 

efforts, like existing programs and potential partners 

• Identifies gaps and helps you decide what your 

program should focus on 

• Helps you prioritize goals and objectives for your 

program 

• Educates tobacco control team about local data and 

the burden of tobacco use in your city and actively 

involves potential partners from the beginning 

• Helps you anticipate barriers you might encounter 
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Show slide #29: City Assessment Process 

 

Present: These are the primary tasks involved in conducting 

a city assessment. 

 

Review slide 

 

Present: Let’s begin with the first task: Define what you 

want to learn  
 

 

 

Show slide #30: 1. Define What You Want to Learn 

 

Present: To understand how well your city is adopting 

tobacco control strategies, these are the areas to 

investigate. 

 

• What is already known about the rates of tobacco 

use among various populations  

• What is already known about the rates of exposure 

to secondhand smoke among various population 

groups 

• What is already being done in the city to prevent 

smoking, to help people quit smoking and to protect 

people from secondhand smoke 

• What are some of the city’s past accomplishments 

in tobacco control 

• What organizations are already active in tobacco 

control 

• What are the main gaps that could be addressed by 

your tobacco control program 

Ask: What else might we learn from a city assessment? 
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Open responses. 

Present: We will refer to this list throughout this section. 

 

 

Show slide #31: 2. Form Your Team 

 

Present: Before you get started with any assessment, 

decide whose help you will need. It’s critical that you 

engage people who have the right skills and experience, 

have access to the information you need, and have an 

understanding and/or relationship with the target audience.  

 

As we discuss the different parts of an assessment, and 

other planning phases, consider who might lend the most 

value.   

 

 

 

 

Show slide #32: 3. Plan Your Data Collection 

 

Present:  Data that you collect will inform your planning 

decisions. Planning relies on sound data. 

 

Ask: What comes to mind when you think of data 

collection? Give me one word.  

 

Open responses. 

 

Present: Data collection can be a daunting undertaking. So, 

you must be organized. Before you begin, work with your 

team to answer these four questions. 

 

 

 
 

 

Show slide #33: 3. Plan Your Data Collection 

 

Present: There are two sources for collecting data.  
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Existing data is already available but has been collected for 

other purposes. It can include vital statistics, census data, 

past health questionnaires, user statistics, and general 

trends. One problem with existing data is that is can be old 

and inadequate to answer your questions.  

 

New data are original data that did not exist before, often 

obtained through questionnaires, interviews, focus groups 

or observation.  

 

New data are more expensive and time consuming to 

collect, but you can collect exactly what you need.  It 

requires expertise in sampling, designing data collection 

tools, and data analysis.  This is where outside experts may 

be needed. 

 

You should begin your assessment by collecting existing 

data because much of what you are looking for might 

already be available. 

 

 

 

Show slide #34: 3. Plan Your Data Collection 

 

Present: From these sources, there are two types of data 

you can collect:  qualitative and quantitative.  

 

Quantitative data consist of mainly numbers and 

measurements, and aims to classify what was seen or 

heard.  

 

Qualitative data involves descriptions using words or 

pictures and is used to provide a complete description and 

identify themes. 

 

Ask: Who can give me a situation where one type would be 

preferable over the other? 
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Open responses. 

 

Present: Collecting both types of data can provide you with 

a more complete picture of the status of tobacco use, its 

opportunities and challenges.   

 

Let’s move on to Step 4: Collect Data 

 

 

Show slide #35: 4. Collect Data: Existing Data 

 

Present: You should start collecting from existing data first. 

 

Here are several key sources for existing data.  

 

• Population Data 

• Tobacco Use Data 

• Economic Profile 

• Key Organizations 

• Tobacco Control Resources 

 

Let’s take a brief look at each. 

 

 

 

 

Show slide #36: 4. Collect Data: Existing Data 

 

Present: Population information is important for gaining a 

snapshot of your audience -- a baseline of city residents.  

This table will help you capture and organize data related to 

demographics and population distribution, which is 

important when determining rates of use and exposure and 

the size of the problem. 

 

Review parts of the table. 
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Show slide #37: 4. Collect Data: Existing Data 

  

Present: Tobacco prevalence and use data is important for 

understanding rates of tobacco use and exposure to 

secondhand smoke among various populations. This data is 

critical for understanding the depth and breadth of the 

tobacco use problem. This will allow you to focus your 

resources where there is the greatest need and, 

consequently, get the greatest return on your investment.   

Be sure to note year of data collection, source, and age 

groups for all data. 

Review parts of the table. 

 

 

Show slide #38: 4. Collect Data: Existing Data 

 

Present: Public and private organizations are often the 

backdrop for tobacco control policy-making, 

communications, and education taking place in your cities. 

These types of organizations are great sources for current 

or potential tobacco control activities. 

 

Review parts of the table. 

 

Ask: what other city resources would you add to this list? 

 

Open responses. 

Ask: What are hospitals and medical centers in your city 

currently doing to reduce exposure of secondhand smoke? 

Open responses. 

 

 

 

Show slide #39: 4. Collect Data: Existing Data 

 

Present: Understanding the economic climate is important 
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for knowing about the presence of tobacco as a commodity 

in your city; how tobacco sales impact the economy and the 

types of private and public organizations actively involved.  

Review parts of the table. 

Ask: What kind of presence does the tobacco industry have 

in your city? And sponsorships? Promotions? 

Open responses and discussion. 

 Note to Trainer:  Share examples from your city. 

 

 

Show slide #40: 4. Collect Data: Existing Data 

 

Present: This table will help you organize the types of 

tobacco control resources that currently exist and how well 

they are working. 

These sources of data are helpful for understanding what is 

already being done in your city to 1) prevent smoking, to 2) 

help people quit smoking and to 3) protect people from 

secondhand smoke.  

Your city’s past accomplishments in tobacco control, as well 

as forming alliances and partnerships, will help drive these 

efforts. 

Review parts of the table. 

Ask: Are there existing quitline services in your city? 

Open responses. 

Ask: What about cessation clinics? How are they being 

marketed? 

Open responses. 

Ask: Any known non-governmental organizations?  
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Open responses. 

Present: This review of data sources will help you organize 

your assessment. For the most accurate assessment, it’s 

important that you become familiar with sources in your 

city. 

All of these data collection tables have been provided for 

you in Collection Tables for Existing Data in your Participant 

Guide. 

 

 

Show slide #41: Existing Data Practice 

 

Present: Now, take a moment to think about whether or 

not you have existing data for the main assessment areas 

we discussed at the beginning of this section. 

 

Review slide. 

 

Refer participants to Existing Data: Availability and Sources 

in their Participant Guides. 

 

Present: Read over each of the areas and determine 

whether you think data is currently available or is still 

needed for your city assessment. Then note the sources you 

would seek for more.  

 

Debrief with a short discussion about what participants 

decided and any questions they have.  

 

 

 

 

Show Slide #42: Break 

 

Announce a 15 minute break. 
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Show slide #43: 4: Collect Data: New Data 

 

Present: Once you have collected data from existing 

sources, you might find that further assessment is required 

using new data gathered by these means: 

 

• Interviews 

• Focus Groups 

• Questionnaires 

• Observation 

 

Considerable skill and preparation goes into data collection tasks, 

and they often require outside expertise to do them well. For this 

section, we will only provide you with a high level introduction to 

data collection techniques. For more, see the Data Collection 

section of Module 5: Evaluation 

 

 

 
 

 

Show slide #44: 4: Collect Data: New Data 

 

Present: This table gives you a brief overview of the four 

data collection methods we will discuss. 

 

Review each. 

 

Let’s begin with interviews. 
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Show slide #45: 4: Collect Data: New Data 

 

Present: Interviews are used to understand the tobacco 

control situation from a broad range of perspectives and 

opinions about, among other things, attitudes and norms, 

tobacco control policies, advertising, and issues related to 

specific settings. 

 

Interviews consist of asking focused questions of those you 

want to gain information from, in person or by telephone or 

other communications technology. 

 

Advantages are that you can easily as follow-up questions 

and that statements are in respondent’s own words. The 

disadvantage of interviews is that they are costly and time-

consuming.  

 

Ask: Would interviews typically yield qualitative or 

quantitative information?  

 

Open responses 

 

Present: Interviews typically yield qualitative information?  

 

 
 

 

Show slide #46: 4: Collect Data: New Data 

 

Present: It’s important to interview people who know what 

is happening in their community or organization, and are 

likely to have access to the information you need.  

Ask: Who are some potential interviewees for the areas you 

are most interested in? Do you have access to these people, 

or do you have access to someone who can conduct the 

interview? 

Open responses. 
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Present: Whether you have access to these experts, or need 

to ask for help from others who do, you will find that brief 

interviews with experts can provide perspectives that will 

help your program succeed.    

 

Show slide #47: 4: Collect Data: New Data 

 

Present: Collecting data from interviews can be costly and 

time-consuming. So, it’s important to make sure you are 

getting the most – and best -- data out of the effort. 

 

• Conduct the interviews in person if you can. 

Telephone interviews should be back-up plan. 

• Take good notes and electronically record, if the 

person being interviewed agrees to being recorded. 

• Review and add details to your notes immediately 

after each interview, before you start forgetting 

what they said. 

• Transcribe the interviews (if time and funding 

permits) and/or use the audio recording to add 

details to your notes. The transcripts and/or notes 

are the data. 

• You want them to talk—their words are your data – 

so listen well and ask good open-ended follow-up 

questions. 

• Practice good protection of human subjects.  

For more information about how to write good questions, 

refer to your Participant Guide.   

Now, let’s move on to focus groups. 

Ask: Who can tell me what focus groups are? 
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Open responses. 

 

Show slide #48: 4: Collect Data: New Data 

 

Present: Focus groups serve much the same function as 

individual interviews. In fact, many of the same questions 

may be used for individual interviews and for focus groups.  

The main difference is that, with focus groups, the 

questions are asked of groups of about 6-8 people. Also, 

important themes and common threads are sought across 

groups, as well as individuals.  

The data are not restricted to points of agreement, but may 

also emphasize differences among participants.   

One of the drawbacks of focus groups is that some 

members might be hesitant about sharing sensitive 

information in the presence of others. 

Ask: What method do you think would be best for collecting 

information about attitudes toward smoke-free policies? 

Focus groups or individual interviews? Why? 

 

Open responses. 

 

Present: Now, let’s take a look at the use of questionnaires. 

 

Ask: How many of you have ever completed or created a 

questionnaire concerning tobacco control policies or 

practices? 

 

 

 

 

Show slide #49: 4: Collect Data: New Data 

 

Present: Questionnaires are ways to collect data using a 

series of well-chosen and carefully-worded questions, either 

administered by an interviewer or given to a respondent to 
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complete on paper or electronically.   

 

They are used to collect systematic, standardized 

information that can be expressed numerically or in short 

answers.  Questionnaires can provide information on 

respondent behaviors, values, perceptions, desires, needs, 

preferences, priorities, opinions, and experiences. 

 
 

 

Show slide #50: 4: Collect Data: New Data 

 

Present: Questionnaires are used when: 

 

• Data need to be collected from large numbers of 

people 

• Standardized instruments exist or can be developed 

• Identical data need to be collected at more than one 

point in time 

 

Present: Questionnaires are either self-administered or 

interviewer-completed. 

 

For more about the advantages and disadvantages of each 

type of questionnaire, see Overview of Data Collection 

Methods in your Participant Guide.  Also, see Questionnaire 

Development Guidelines for a list of tips for writing good 

questions.   

 

Developing a questionnaire takes skill. You might only have 

one chance to get it right, so make sure you are asking the 

kinds of questions that will give you the results you seek. If 

you choose to use a questionnaire, consider consulting an 

expert for help. 

  

Now, let’s continue to observation. 
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Show slide #51: 4: Collect Data: New Data 

 

Present: Observation is the last method we will cover.  

Observation involves having members of your assessment 

team watch events as they take place, and make notes 

about what they see taking place.     

Multiple observations should be made by more than one 

observer. And sometimes using photos and video recording 

can give you a better understanding of the situation. Such 

events can be recorded using a variety of media – cell 

phones, laptops, etc. 

Ask: What kinds of events do you think you could observe in 

your city to help inform your assessment? What areas of 

tobacco control could you observe and what would you be 

looking for?  

Open responses. 

 

 

 

Show slide #52: 4: Collect Data: New Data 

 

Present: Specifically, some things to look for during 

observation include: 

Smoking behaviors: Are people smoking in non-

smoking areas?  Are there particular areas, like 

washrooms, hallways, or meeting rooms, where 

smoking behavior is most often observed? 

 

Physical evidence of smoking:  Are there cigarette 

butts, ashtrays or the odor of tobacco smoke? 

 

Signage:  Are smoke-free areas clearly marked with 

legible signs in prominent locations? 
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Challenges:  Are there convenient areas outdoors for 

smoking where it doesn’t affect non-smokers?  Are they 

clearly marked?  Are there ashtrays available? 

 

Ask: What other kinds of evidence have you observed? 

 

Open responses. 

 

 

Show slide #53: 5. Compile and Interpret Data 

 

Present: That concludes our review of common data 

collection techniques. Using parts and combinations of the 

data provided from these sources can be a useful way to get 

the information you need to have before planning your 

program. 

 

Once you have collected the data, how do you go about 

using it to define your program?   

 

Open response. 

 

 

 
 

 

Show slide #54: 5. Compile and Interpret Data 

 

Present: First of all, you have to compile and interpret what 

you have collected. You might have a large assortment of 

responses – some qualitative, some quantitative – that you 

must sort through. Review and organize them, looking for: 

 

• Common themes and patterns 

• Answers to your assessment questions 

• Gaps in information 

• Conclusions about how to proceed  
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Show Slide #55: 6. Report Findings 

 

Present: Once you have drawn conclusions from data 

collected, you might be required to formally share them. 

For your report, structure it using the same assessment 

areas and questions you used to conduct your assessment.  

 

There are many different ways you can report your findings, 

so this is only one. How you choose to communicate will 

depend on the type and complexity or assessment you 

conducted and who your audience is.   

 

Review each part. 

 

Present: Answer these questions to decide how to share 

your report. 
 

• Who is the audience? 

• What do they need and/or want to know about? 

• What do we hope to get back from the audience 

(e.g., support, feedback, participation, etc.) 

• Are there other audiences who will be interested in 

the results? 

 

 

 

 

Show slide #56: Next Steps 

 
Present:  If done well, your assessment results will reveal 
specific problems in your community needing attention, 
and those usually dictate what your program needs to 
accomplish.  
 

Assessment results can also be used to raise awareness of 

your program’s importance, by showing why your services 

are needed to reduce the problem of tobacco use.   

 

In the next section, we will discuss ways that problems 
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found in your assessment are used to drive the definition of 

your program. 

 

 

Show slide #57: Questions 

 

Ask if there are any questions about what has been covered 

so far.  

 

  

 

 

 
 

 

Show slide #58: Lunch 

 

Announce a lunch break and tell participants that they will 

complete an assessment activity when they return. 

 

  

 

 

 
 

 

Show slide #59: Program Assessment Practice 

 

Review slide. 

 

Refer participants to Program Assessment Practice in their 

Participant Guides.  

 

Present:  This is a fun activity that will allow you to look for 

trends in a sample of data from an assessment of the 

fictitious Machine Manufacturing Company. While this is a 

company, the same approaches and types of data can be 

used to assess smoking behaviors in various sectors 
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(hospitals, schools, transportation, etc.) or at the city level 

across China.   

 

Read through the case study information and answer the 

questions that follow. Use the information and tips we have 

just covered to help you. Then we will discuss what you 

found as a group. You will have 20 minutes. 

 

Let me know if you need help understanding any 

measurements or other issues related to how data is 

presented.  

 

 Note to Trainer:  Depending on the size of this 

class, this may be an individual or small group 

activity.  

 

Debrief as a large group. 

 

Show slide #60: Program Assessment Practice 

 

Activity Debrief Guide 

 

1. Are there more men or women smokers at the 
Machine Manufacturing Company? Which sites 
have the most men?  Most smokers?  
Answer:  There are more men than women; 

although Sites 5, 10, 12, 14 and 15 are primarily 

women.   

2. How do you think these numbers compare to 

national averages? How would you go about finding 

this information? 

Answer:  The China CDC data is similar to the 

findings in this example.  Men smoking rates are 

approximately 52% and women, 2-3%. 

3. Of the 15 sites assessed, which ones have the 

highest smoking rates? What does it tell you about 

potential policy? 
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Answer:  The units with the highest smoking rates 

will require more intense education about the health 

effects of smoking and secondhand smoke, more 

smoke-free signage, and a more concentrated 

enforcement of a smoke-free policy, including 

removal of ashtrays, frequent inspections, and 

penalties for violations. 

4. Would you say the range of the average number of 

cigarettes smoked by Machine Manufacturing 

Company employees is wide or narrow? Why? How 

do you know?  

5. Why do you think the rate of people who believe 

that smoking IS allowed is so high in sites 4 and 13?  

Answer:  Both 4 and 13 have high smoking rates 

(percentage of smokers).  Site 13 has the highest 

average number of cigarettes smoked per day, 

perhaps some of which are smoked on site. 

6. Do you see any consistency of responses about 

perceptions of smoking policies? Explain. 

Answer:  Though there isn’t strict correlation, in 

general where there are many smokers there is also 

a perception that smoking is allowed at the 

workplace.  The data implies that the smoking policy 

is not being enforced and that the workers are not 

well-aware of the policy.   

7. What is the general interest in quitting?  

Answer: Only 39% of smokers have tried to quit, 

which is much lower than in other countries where 

smoke-free policies are the norm. 

8. What cessation methods might appeal to these 

populations? 

Answer:  There are several options, but due to the 

personal nature of this question, it might be best 

collected through a questionnaire or interview. 

9. If you were developing policy for the Machine 

Manufacturing Company, what other trends do you 

see in this data that would help inform your 
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decision-making? 

Answer:  The areas where smoking is observed 

should be specified in the smoke-free policy; for 

example “smoking will not be allowed anywhere 

indoors, including the following places: offices, 

bathrooms, hallways, cafeteria, and other common 

areas.” 

10. What are some conclusions you might draw from 

your review of this data?  

Write three statements that summarize what you 

learned from the data in this case study about the 

smoking population, smoking behaviors, and 

attitudes toward policy and cessation. 

 

Show slide #61: Summary 

 

Present:  That concludes Section 2. Let’s review. 

 

Summarize Section 2. 
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Show slide #62: Program Definition 

 

Present: In this section, we will look at how to use the 

results of your city assessment to help define your tobacco 

control program.  

 

 
 

 

Show slide #63: Program Definition 

 

Present: Defining your program is the phase of planning 

where you apply city assessment results to decisions about 

what your program will achieve. 

 

 
 

 

Show slide #64: Your Program Team 

 

Present:  Before we begin our discussion, let’s revisit teams. 

In the last section, we talked about engaging people who 

have the right skills and experience, have access to the 

information you need, and have an understanding and/or 

relationship with the target audience. This is also true of 

defining your program. 

 

However, as your program forms, different skills will be 

needed. For instance, you might only need an analyst during 

your city assessment and evaluation. As you begin to define 

 

 
 
 



 

Module 2 Trainer Guide                                                                         42                                                    China Tobacco Control Fundamentals 

      Module 2: Program Planning 

Trainer Notes Slide 

goals and objectives, it’s important to involve those who 

can help champion and implement the program.  

 

As you learn more about specific activities, you will have a 

better understanding of the skills required.  

 

Ask these questions of participants about the program 

planning team and discuss. 

 

1) Do any of you already have an intact team? 

 

2) If not, what more needs to happen to get the 

support you need? 

 

Open responses and discussion. 

 

 

Show slide #65: Program Definition Tasks 

 

Present: Defining your program involves these broad tasks.  

 

You must first have a complete understanding of the 

problem that exists, identify program goals to address the 

problem, and then write objectives to specify results you 

expect.  

 

These steps will guarantee a strong connection between the 

problems you find and the solutions you choose.  

 

We’ll start with Clarify the Problem. 

 

 

 
 
 

 

Show slide #66: 1. Clarify the Problem 

 

Present:  What are the problems in your city and who is 

affected? 
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Gaining a deeper understanding of the problems will help 

focus your program on areas needing the most attention 

and ensure appropriate solutions. It will also help you 

convince others of the problem’s importance.  

 

Much research has already been conducted in cities across 

China, revealing problems like: 

 

 7 in 10 nonsmoking adults are exposed to 
secondhand smoke in a typical week. 

 
 63.6% of current smokers who noticed a warning 

label on cigarette packs did not think about quitting 
smoking. 

 
 23.2% of adults believe smoking causes stroke, heart 

attack, and lung cancer. 
 

[From GATS]  

 

 
 
 
 
 

 

Show slide #67: 1. Clarify the Problem 

 

Present: Find out more about the problems your 

assessment revealed by exploring them in these ways.  

 

• Overall consequences 

How has the problem negatively impacted your city 

in terms of health, economics, social norms, etc.?  

• Size and nature of the problem 

How far and wide does the problem reach? Schools, 

workplaces, restaurants, bars, transportation? 

• Cause and history of the problem 

Why has this become a problem? Lack of policies? 
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Cultural norms? 

• Populations affected 

Which population groups are most affected by or 

contributing to the problem? Who will need to 

change or take action to make progress? 

 

• Trends in prevalence and incidence  

What rates and trends related to the problem did 

your analysis find?  

• Trends in prevalence and incidence  

What rates and trends did you discover? 

• Actions being taken 

What effective interventions have been proven to 

reduce the problem? 

 

Present: Once a problem is clarified, your goals will come 

into view. Let’s look at what is involved in identifying 

program goals.  

 

 

Show slide #68: 2. Identify Program Goals 

 

Present: A program goal is the major change you want to 

achieve to address the problem. Goals describe the key 

areas of interest and will help you maintain a focus on the 

problem. 

 

They should be determined with input from your team and 

reviewed regularly to make sure they are up-to-date and 

compatible with any changes to city programs, policies, and 

resources.  
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Show slide #69: 2. Identify Program Goals 

 

Present: This is an example of how a goal is linked to a 

problem. Here, the problem is that a significant number of a 

young population smokes cigarettes. The logical goal would 

be to reduce youth smoking prevalence.  

 

Ask: What might be another goal for this problem? 

 

Open responses and discussion. 

 

 

 

Show slide #70: 2. Identify Program Goals 

 

Present: This slide shows sample goals that fall into the 

important categories of 1) prevention of youth initiation, 2) 

exposure to secondhand smoke, and 3) cessation.  

 

Review samples. 

 

Present: These goals are population-based and focus on 

changing the environment so that it is easier to make 

healthy behavioral choices. Achieving these goals will make 

smoking less desirable, accessible, and acceptable. That 

should be the aim of your goals. 

 

 

 
 

 

Show slide #71: 2. Identify Program Goals 

 

Present: Goals can be short-term, intermediate, or long-

term. This slide shows the differences. Let’s take a look. 

 

Review slide 

 

Present: Short-term goals are generally 1-3 years out, and 

relate to what you want your audience to know, care about, 
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or be able to do, like decrease tolerance to, and promotion 

of, smoking.  

 

Ask: Does anyone have an example of a short-term goal? 

 

Open responses. 

 

Intermediate goals are mainly 3-5 years out and include 

policy and environmental changes, as well as changes in 

social norms. Intermediate goals are a link between short 

and long-term goals. For example, increased public 

buildings with enforced smoke-free policies and reducing 

the use of tobacco in/around public places. 

 

Ask: Does anyone have an example of an intermediate 

goal? 

 

Open responses. 

 

Long-term goals are usually 4-6 years or more, and reflect 

the ultimate change you want to see in your population. 

They are the results of the achievement of intermediate and 

short-term goals.  For example, reduced tobacco 

consumption or exposure to secondhand smoke is possible 

with changes in behavior and policy. 

 

Note that when there are unanticipated successes, goals 

may be achieved sooner than planned. We must never let 

our plans hold us back from exceeding our expectations. 

Similarly, we must avoid falling short by revisiting goals on a 

regular basis and making adjustments where needed.  

 

 

Show slide #72: 2. Identify Program Goals 

 

Present: Ask yourself these questions when considering 

your program goal. 
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1. Is there evidence to show that your goal addresses 

your public health problem? 

 

2. Are there programs or policy changes that are known 

to achieve your goal?  If so, what level of 

government?  City? Region?  National? 

 

3. Who can help you achieve your goal?   

 

Present: Once you have selected a goal, then what is the 

next logical step? To schedule events? To contact the 

media? 

 

Open responses. 

 

Present: Before you do those things, it’s very important that 

you specify the results you want to achieve, through 

objectives. 

 

That brings us to step 3: Write Objectives. 

 

 
 

 

 

Show slide #73: 3. Write Objectives 

 

Present: Objectives are derived from the program goal, yet 

are much more specific and describe the intended changes 

that will result from the program or policy. 

Open responses. 

 

Present: Without objectives, knowing how to achieve goals 

is difficult.  Objectives are needed to: 

 

• Increase the likelihood that you will achieve the 

desired change in your intended audience. 
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• Divide the goal into manageable, measureable parts. 

• Provide measures so the success of your program 

can be evaluated. Specific objectives are important 

because they will likely become the focus of an 

evaluation plan developed in conjunction with your 

program plan. 

• Guide the selection of relevant program activities 

and resources. 

 

Show slide #74: 3. Write Objectives 

 

Present:  Here is an example of one possible objective for 

the problem and goal we showed you earlier.  There may be 

several objectives for one goal.  

 

Review and discuss. 

 

Present: What are some other possible objectives for this 

example? 

 

Open responses. 

 

 

 

Show slide #75: 3. Write Objectives 

 

Present: Well-written objectives share characteristics that 

make them specific, measurable, achievable, relevant, and 

time-limited. 

Ask: Who can explain what we mean by “specific”?   

Open responses. 

Present:  To be of real value, program objectives need to be 

specific. They need to specify as clearly as possible what it is 

that we expect to change as a result of our program, and in 

what direction the change might occur. It must be concrete 
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and detailed. 

Ask: Who can explain what “measurable” means?   

Open responses. 

Present: For your program objectives to be useful for 

driving your activities and as a starting point for evaluation, 

they must refer to accomplishments that can be both 

observed and measured.  Program objectives help us 

operationalize the goal by using tangible and concrete 

indicators that can actually be observed and counted. 

Ask: Who can explain what “achievable” means?   

Open responses. 

Present:  Can the objectives be met? It is necessary to 

consider whether the objectives for your program or policy 

are truly reasonable. Is the intervention you are planning 

likely to bring about the kind of change you have specified? 

Are your project activities planned, and can they be 

implemented, in a manner that can really bring you to the 

kinds of results you desire? 

Ask: Who can explain what “relevant” means?   

Open responses. 

Present: Is it important and worthwhile? To be relevant and 

meaningful, your objectives should be tied to 

accomplishments that are logically and/or empirically linked 

to your goal.  What are identified as program 

accomplishments must be clearly tied to the overall goal.    

Ask: Who can explain what “time-limited” means?   

Open responses. 

Present: Objectives should specify a time frame for 

proposed accomplishments. This provides information to 

those involved about when they can expect results, and 
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helps program managers and staff determine time frames 

for scheduling activities. 

   

 

Show Slide #76: 3. Write Objectives 

 

Present: Take a look at this objective.   

 

Ask: Does it meet the five criteria we just discussed? What 

makes it time-bound? What about measurable? 

 

Open responses. 

 

Ask: Is there anything you would change about this 

objective? What makes it good? 

 

Open responses and discussion. 

 

Present: As you write objectives, consider the types of 

programs, policies, and resources that have helped other 

cities become tobacco-free. Will your objectives include 

cessation services?  What kinds of funding will be required? 

How about policies or the use of media and other 

communications? 

 

Ask: Who remembers the important features of a tobacco-

free city we discussed in Section 1? 

 

Open responses. Review is needed. 

 

 

 

Show slide #77: 3. Write Objectives 

 

Present:  We have talked about how objectives can specify 

measurements that are also useful for evaluating different 

parts of your program.    
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Some programs make the mistake of collecting information 

for the evaluation after the program has already started.  It 

is very important to consider at the very beginning so that 

comparisons can be made between measures taken before 

and after the activities are completed. 

 

Evaluation is the process of using these measures to 

determine the success of your activities.  

  
 

 

Show slide #78: 3. Write Objectives 

 

Present:  Evaluation of your program will allow you to build 

on successes, change strategies if necessary, and be 

accountable to those with an interest in the outcome. 

Specifically, evaluation is useful in these ways.  

Review slide. 

 

 

 
 

 

Show slide #79: 3. Write Objectives 

 

Present: As you write objectives, ask yourself this question:  

What it is that you want to know about how well your 

program goals were met? 

 

Open responses. 

 

Present: There are different ways to measure this 

depending on how much you want to know and how much 

you can invest.  

You can measure change in knowledge, attitudes and 

behaviors.  To do this, you must have taken a measurement 

prior to program activities. These measurements would 

then be compared to the change that took place 
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afterwards. The difference is your impact. 

You can measure coverage of your activities by how and 

where it is distributed, and other implementation or 

process activities.  

Finally, you can measure the audience reactions to the 

activities by collecting data about their experiences. What 

did they like? Was it informative? What did they learn? Was 

it meaningful? While not as quantitative, these reactions 

can often be the most telling. 

 

Ask if there are any questions. 

 

Present: For more about evaluating your program, see 

Module 5: Evaluation. 

 

That concludes Section 3, Program Definition. 

 

 

Show slide #80: Summary 

 

Present: Summarize Section 3. 

 

In the next section, Action Plan, you will learn how to put 

this plan into place by assigning activities and resources to 

program objectives. 

 

 

 
 

 

Show slide #81: Knowledge Competition 

 

Present:  Before we move on to the last section, let’s test 

what you know with a round of Knowledge Competition! 

This round will cover Sections 1, 2, and 3 of this module. 

Let’s review the rules. 
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Review the rules and divide the class into two-four teams. 

 

 Note to Trainer: You might want to create the teams 

yourself by assigning each participant the number 1 

or 2 (and 3 or 4). You can either provide a flag for 

each team or improvise. Go over the rules and make 

sure everyone understands and is comfortable with 

the format. If you find that five seconds is not 

enough time, increase to ten. Start with an easy 

practice round. Write team names on the board for 

collecting points. You might suggest that they select 

a team leader to help keep them organized. At the 

end, the team with the most points wins a small 

prize (optional).   

 

 
 

 

Show slide #82: Question 1 

 

Present:  Here is your first question. 

 

Read the question and answer choices to the class.  

 

Remind teams that the first team that presents a flag will 

have five seconds to answer the question correctly. Add a 

point for the team who answers it correctly first.  

 

 Note to Trainer: The correct answer is: 

 

• Public education campaigns 

• Cessation services 

• Smoke free public and work places 

• Monitor and counter tobacco industry influence 

• Restrictions on cigarette ads 

• Detailed action plan 

• No cigarette sales to minors 

• Identifiable tobacco control funding and staffing 
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Show slide #83:  Question 2 

 

Present: The next question is… 

 

 Note to Trainer: The correct answer is “False”. 

  

 

 

 
 

 

Show slide #84:  Question 3 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is “b”. 

 

  

 

 

 
 

 

 

Show slide #85:  Question 4 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is “c”. 

 

 

  

 

 

 
 

 

Show slide #86:  Question 5 

 

Present: The next question is… 
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 Note to Trainer: The correct answer is “a”. 

 

 

  

 

 
 

 

Show slide #87:  Question 6 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is “d”. 

 

 

 

 
 

 

Show slide #88:  Question 7 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is “c”. 

 

 

 
 

 

Show slide #89:  Question 8 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is “Problem”. 
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Show slide #90:  Question 9 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is “b”. 

 

 

 
 

 

Show slide #91:  Question 10 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is “False”. 

 

 

 
 

 

Show slide #92:  Question 11 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is 

“Measurement”. 
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Show slide #93:  Question 12 

 

Present: The next question is… 

  

 Note to Trainer: The correct answer is “b”. 

 

 

 
 

 

Show slide #94:  Congratulations! 

 

Present: Okay, that was the last question. The winner of this 

round of Knowledge Competition is…  

 

 Note to Trainer: Announce the winning team and 

give each participant a small prize, or an award of 

your choice (optional). You can also recognize other 

teams if you think it was very close. 

 

 
 

 

Show Slide #95: Break 

 

Announce a 15 minute break before starting the last 

section: Action Plan. 
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Show slide #96: Action Plan 

 

Present: In this section, we will cover how to put together a 

plan of action for achieving program goals and objectives. 

 

 

 

 

 

 
 

 

Show slide #97: Action Plan 

 

Present: While goals and objectives specify the changes you 

want to see, an action plan describes the activities and 

resources you will put into place to make them happen.   

 

 

 
 

Show slide #98: What’s Your Plan? 

 

Present: An action plan is an important tool to help you 

break down your goals and objectives into smaller activities, 

with required resources, timeframes, and staff. 

 

Ask: How many of you have developed an action plan 

before? What were some of the challenges? 

 

Open responses. 
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Show slide #99: Value of Action Plans 

 

Present: Action planning is a vital part of doing what you 

can to ensure success. Here’s why: 

 

• It provides program credibility and shows those in 

your community that you are organized, serious, and 

dedicated. 

• It ensures that you capture all the details involved in 

achieving your objectives. Sometimes programs are 

complex and involve many elements that need to be 

accounted for and tracked. These details will help 

you know when tasks are accomplished. 

• Realistic understanding of what’s possible. Breaking 

the tasks down and attaching required time, money, 

and staff will help you see what is or is not within 

reach. 

• Anticipate potential problems. As your plan builds, 

any barriers to meeting objectives will become 

obvious.  

• Job clarity. Everyone involved will have clear tasks 

and resources identified. 

• Time savings. If you do it right from the start, there 

is less wasted time. 

 

 

 

Show slide #100: Action Planning Components 

 

Present: An action plan can include many parts. For this 

module, we will focus on activities, timeframe, staff and 

partners, and resources. 

 

1. Activities are the tasks or actions required to 

achieve the objective. 

2. Timeframe is the amount of time the activity will 
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take. 

3. Staff and Partners are the help required to 

accomplish the activity. It’s clear that the greater 

support and involvement you have from your 

community, the greater your chances of success.   

4. Resources are the funds, facilities, tools, products, 

and services needed to accomplish the activity. You 

might not have control of resources available to you. 

Leverage what you have.  

 

These parts are connected in an action plan to assure that 

there is purpose and value to everything you do.  

 

Refer participants to the Action Plan Template in their  

Participant Guides. You can use this template with your 

planning team.  

 

Review template with class. 

 

Let’s look more closely at Program Activities.   

 

 

Show slide #101: Program Activities 

 

Present: To understand how activities support objectives, 

think of objectives as the end results and activities as the 

way to achieve those results. Activities are simply the 

tangible tasks or actions that make up your program or 

policies. 
 

 

 
 

 

Show slide #102: Program Activities 

 

Present: This shows how activities link to problems, goals, 

and objectives, using the example shown earlier.  
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This is one activity that will support increasing the number 

of schools that enforce smoke free policies would be to 

announce the beginning of a tobacco-free initiative in the 

media. 

Ask: What are some other possible activities? 

 

Open responses. 

 

Write them on the board.  

 

Present: In addition to a media announcement, other 

activities might include drafting strong policy, training and 

educating school employees, creating enforcement 

mechanisms and penalties. 

 

For examples of activities related to policy and 

communications, see Module 3: Smoke-Free Air Policy 

Strategies and Module 4: Strategic Communications.   

 

 

 

Show slide #103: Program Activities 

 

Present: For one program objective, you might need a 

combination of tobacco control activities, some 

encouraging stricter policy enforcement, some involving the 

creation of media messages, others summarizing and 

distributing health related research about smoking.  

 

The three areas shown here are not exclusive of each other. 

Combinations provide a more comprehensive set of 

interventions that reach broad populations with greater 

impact.  

 

For instance, encouraging a smoke-free air policy might 

require the release of an advertisement about the dangers 

of secondhand smoke, as well as a public meeting to share 
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compelling statistics.  

 

Review the types of activities for each area on the slide, 

using examples of combinations that apply to your city. 

 

Ask the class for examples. Discuss. 

 

 

Show slide #104: Activities That Work 

 

Present: It’s important that you be realistic about the kinds 

of activities you want to include. Take the time to consider 

what’s really needed to make them happen, the impact 

they will have, and how they will be supported. Decide 

which ones are within your capacity to accomplish.  

 

Here is a checklist of things to consider as you select 

activities. 

 

Review slide. 

 

 

 

 

Show slide #105: Action Plan Sample 

 

Refer participants to the Action Plan Sample in their 

Participant Guides. 

 

Here is an example of an action plan for a Machine 

Manufacturing Company goal from the case study we used 

earlier.  Notice that for each activity, there is a related 

timeframe, description of the staff or partners who will 

support you, and resources needed.   

 

Review the action plan.  

 

Ask if there are any questions about this sample, or ideas 

for ways they might change or augment the sample. 
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Present: Remember that an action plan is a work in 

progress. If an evaluation reveals that an activity did not 

achieve the results you had hoped, or the needs of your 

program changed, your action plan should be adjusted to 

reflect these changes.  

 

Now, let’s take a moment to complete an action planning 

activity. 

 

 

Show slide #106: Action Planning Practice 

 

Review slide. 

 

Refer participants to Action Planning Practice in their 

Participant Guides. 

 

Present: This activity is a continuation of our planning 

practice using the Machine Manufacturing Company case 

study. For this activity, you will work in small groups to 

come up with possible activities for one objective that 

addresses needs identified in the Machine Manufacturing 

Company program assessment.  

 

Read this objective to participants:  

 

Objective #1:  By December 2014, 90% or more of 

workers in the Machine Manufacturing Company will 

be aware of the “Tobacco-free Business” policy; 90% or 

more of workers will be aware of the hazards of 

tobacco use; 90% or more of workers will be aware 

that secondhand smoke is harmful to their health; at 

least 90% of managers' tobacco control staff will be 

trained to implement the “Tobacco-free Business” 

policy, and 20% of smokers will quit smoking. 
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Use the Machine Manufacturing Company data tables, 

information just covered, and samples provided to help you. 

You will have 20 minutes to generate ideas, then we will 

come together to review them as a group.  

 

Ask if there are any questions before they begin. 

 

 Note to Trainer:  Break the class into small groups of 

3-5 participants. Give them about 15-20 minutes to 

come up with activity ideas, and then have them 

report what they accomplished. Keep a running list 

of the good ideas on the board as they present. 

 

Debrief offering these possibilities: 

 

1. By August 2011, the manuals on establishing tobacco-

free workplaces will be printed, produced and handed 

out. 

2. By June 2012, Development, production and usage of 

five kinds of tobacco control publicity materials 

3. Conduct media campaign including 1) free media 

coverage; 2) public service announcements on tobacco 

control messages; 3) track and report progress and 

training on local mainstream media 

4. Conduct training with the Municipal Health Education 

Institute and the company Health Department to 1) to 

develop skills for program managers and improve 

implementation capacity of tobacco control; 2) increase 

knowledge and skills for program related working 

personnel; popularize tobacco control measures among 

workers. 

 

Present: That completes the final section of this module: 

Action Plan. This section taught you the purpose and 

importance of an action plan and shared examples of 

activities that support goals and objectives. And then you 

practiced piecing together activities for a sample objective.  
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Show slide #107: Module Summary 

 

Present: That completes Module 2: Program Planning. 

Here’s a review of the key content covered today. 

 

Ask: Do you have any question or concerns about what you 

have learned here? 

 

Address any questions and revisit any expectations from 

earlier. 

 

 

 

 

Show Slide #108: Evaluations 

 

Ask participants to complete the evaluation at the end of 

their participant guides. 

 

Distribute certificates of completion. 

 

 

 

 
 

Show Slide #109: Program Planning 

 

Wrap up and dismiss. 

 

 

 
 

 

 


