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Presentation Overview

e Why submit materials to TEAM Lab
* What types of materials to submit
» 5 Steps to Submit Materials

* Required Paperwork, including the
Field Evaluation Form

* Where on the website to locate this
information

¢ Questions
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Why do we have to submit

materials to te g mMm |ab ?

TOBACCO EDUCATION AND MATERIALS LAB
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Reason #1
* Requirement of Scope of Work

Pow 0TS mmnimms:

CG 09-11437 Statwwide Educational Mates:
SIS | Precaruees Toom Frogrens | Drmciory | Waterars |

Appbcttn | Progoens | Dawciory |
lopscetien Scope of Work Index

» Chapter 300, Section #3
in CTCP Policy Manual
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Reason #2

» Tobacco Education Clearinghouse of
California (TECC) Resource Library
collection through ROVER

(https://rover.catcp.org/)

my

TECC,
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Reason #3

* Considered for Statewide & National
distribution through the TECC Sales Catalog

(http://www.tobaccofreecatalog.org/)

Tobaoen Education Clearinghomse
of Casfomia (TECE)

2/28/2013




University of Southern California

What type of materials do we
submit to TEAM Lab?

University of Southern California

Materials to Submit to TEAM Lab

* Any materials that have an OTIS Materials Development
Intake Form
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Fact Cards

Posters

Toolkits
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Key chains Bookmarks Stickers

Magnets T-Shirts
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So what about other types of

materials?
» Materials that do NOT have an OTIS
Material Development Intake Form
— Reports
— Fact sheets
— Ordinances

— Media Materials (PSA, Audio Materials, etc.)
These materials are sent
directly to TECC

tecclibrary@etr.org n
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DESKGN STERS

1 Ouwllined material goats and objectres
2 Completed search for similar existing material with TECC Resource Library
1 Conncted TEAM Lab for material developmant echnical assistance

2 Sought consultalions om dessgn [¢.4., graghic artist)

5 Piol bested concepts with farget ausionce

& Conducted readability eracy test

7 Tested maserial for cullursl Sppropriateness

] # Completed an extermal back transtaton of nos.

9 Fuedd tersted final matenal with target sudsence

e

% rway 11 UpIOR30G & COpY Of i T THET @ BUIE ABAIOF IOCER GCUp BRAYRSS Uiag v TEIN LAG FRd Test
vces  Evaluation form

11 e 17 Obitainad And uploaded L 1o graphic

w3 owe 13 Oblaimed and uploaded signed pholoimage rreases/contracts used fof any purchased stock
ticess  phetography

14 Uploaded Tor material

- , work, illustratos, , publisher,
wcia gic)and T ETC [
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5 Steps to Submit Materials

1. Gather your submission materials and
documents

. Fill out the Field Test Evaluation Form
. Assemble Your Materials Review Packet
. Mail your Materials Review Packet

. What Happens Next: Materials Review
Process

g b~ WDN

13
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teamupdates
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Send Us Submit Materials

Who shouid st maris? Step 1 == (s ——]
A o CTCR) must wEF 1 the Fiekd Test Evaat

Tobacen Control Program

TEAM Lab All-Stars

What te submit to TECC?

r Progra

nal Materials in
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Gather Your Submission Materials Submit Matertals
and Documents

(1. Complete a readabiity test and determine the reading level \
of your malerfals

Q...-.-\.'.- daterat
Vs

2, Complets audience testing

3. Complede a copyright release form
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"Vou wil Fso this nformation for o Fiold Test Evaluation Form (Iho next stop
i YOour SUbMISSION Process).

Resaurces
Testing Your Materials

3. Complete a copyright release form

i you have hired a consultant —for example, a graphic designer of writer—to
help you develop your tobacco education materials, they must complete a
‘copyright release form (one form per consultant). You will nosd 1o include this
form in your materials roview packet.

[Copyignt Release Form

Resources
Using Compelling and Appropeiate Images

4. Complete photolimage release and consent form

For any people in photos, You will need to include this form in your materials.
review packet

Photofimage Release and Consent Form

5. Printout of the copyright language pertaining to any
purchased stock photography.

You will need to include this in your materials review packet.

teamlab

TOBACCO EDUCATION AND MATERIALS LAB

COPYRIGHT RELEASE

1, {rame
for valuo racoivod, grant to
iame) acting an behail of U
Tebaces Centrol Program o

ot Publ
Tawive Teense 1o reproduce,
icly o

tribute.
from, publicly isplay, the:

ol

C |

Tobaceo Tax

of
Tobacca Control Program.

subject
‘Whereas, the abave mentioned Work was criginally created with funds from the:
California Tobacea Tax Heallh Protection Act of 1985-Propasition 99, the

astibute,
parpeluy,

the Works
‘crvatod, provided, devoped or produced undo e agrooment and ownership of
any Works not fixed i any tangible meditum of exprossion and agroos to assign
those rights o the State. For any Works fr which the copyright is not granted [0
ihe Stale, the ree,

‘ot 1o reproduce, Werks, 1o

A =Name of
Person who
created or
designed the
material

B = Name of
Project/Agency

C =Title of
the Material

to perform. fo cisplay.

s purposas,
others 1o do s0.

‘Signature of subconlractorEoRSUAN Date,

Aadress

Phone
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"Vou wil rte this information for th Field Test Evaluation Form (Iho next step
in your submission process).

Resources
Testing Your Materials

3. Complete a copyright release form

If you have hired a consultant—for examplo, & graphic designer o writer—to
help you develop your tobacco education materials, they must complote a
‘copyright release form (one form per consultant). You will need 1o include this
form In your materials review packet

Copyight Release Form

Resources
Using Compelling and Appropriata Images

(4. Complete photalimage release and consent form

For any peopie in photos, You will need to include this form in your materials
review packet.

Photofimage Release and Consent Form I

5. Printout of the copyright language pertaining to any
purchased stock photography.

You wil need to include this in your materials review packet.
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TOBACCO EDUCATION AND MATERIALS LAB.

PHOTOIMAGE RELEASE AND CONSENT

1ot eyt 4o o0 bl of iy hes. o sors and s, bty itivocably and
erpetunl grantt the Stae of Caborria:

. (canoy o

regeoduce my
voice, whethia an i, 1ape, iz, e, Word Wics Web or oaraise.in connecton

[ Name of Mol At or Photographer ]

) My consant and 1 (1 9 QUotD oM, GORINDSS, 891, 10 WA, 0N 80 MRl
enosses,

. anrocerdeass 0 s egdactonis ol my vas

Ao,
Govalapod o prodscoc e b groerent and cTershi of ary Works rat fd
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oyony-oe W
o partr, 1o chspiay.

andto
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eocama, sccapted ard apneed t:

‘CONSENT FROM THE PARENT OF LEGAL GUARDIAN I5 REQUIRED FOR

ANIE OF GUARDIAN

‘SIGNATURE OF GUARDUN

20

You will need this information for the Field Test Evaluation Form (the next step
in your submission process).

‘Resources
Testing Your Materials
3. Complete a copyright release form

If you have hired a consultant—for example, a graphic designer or writer—to
help you develop your tobacco education materials, they must complete
copyright release form (one form per consultant). You will need to include this
form In your materials roview packet.

Copyight Release Form

Rosourcas
Using Compelling and Appropriata Images

4. Complete photofimage release and consent form

For any peopie in photos, You will need to include this form in your materials
review packet.

Protolimags Releass and Consent Form

-
5. Printout of the copyright language pertaining to any
purchased stock photography.

You wil noed to include this in your materials review packet.
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Downloading with Pay-as-you-go credits
CONTENT LICENSE AGREEMENT

e T
Ieference), e sermeof e Ageesmen sha gaven.

1. Background of Agreement

University of Southern California

Send Us Submit Materials

= - betssion Ma

Who sheuld submit materiala?

What to submit to TECC?

Other Program Material

Tobacco Educational Materials in
the TECC Catalog

team

Fill Out the Field Test Evaluation Submit Materiais
Form . o

feamtat

* Reading and Literacy level of materials

» Material testing results from your field testing
» Translation information

» References and citations for your material.
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of Agency:
Tiths of Materiat

W Matioriais Tewtrng femts (Dretest / fasd Ve ¢ Sscus gransp)

jueng
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Email the Field Evaluation Form
to TEAM Lab

» Please include your agency name in
the file name.

AGENCY_NAME_Field_Evaluation_Form.PDF

* Email the form to: teamlab@usc.edu

30
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Assemble Your Materials Review Submit Matarials
Packet 1. Gathes Your Su

Documents

Its now time to assemble your materials review packet to mail » 2. Fill Out the Field Test Evaluation
Print and fill out this handy chacklist to make Sure you have averything you Form

moed and include it in your packet.
Step 3 i

Your

orials

Materials review packet checklist

4. Mail Your Matorials Review Packet
Name:
5. What Happens Next: Materials
Raview
Title:
Agency:

‘Tobacca Control Program (TCP) Contract #

Have you Included?

[ Two original hard copies of your tabacco education materials (TEAM Lab
will send a copy ta the TECC Resource Library so it can ba made available

on ROVER)

Oe o materials. ( s
in theie original format: for example, Adobe Ilustrator, Adobe InDesign,
Microsoft Publisher)

] Printed copy of Online Tobacco Information System materi form
from the Oriine Tobacco Information System (OTIS). Please cl o

instructions on how to oblain your OTIS Materials Development
(MDIF)

[] signed Copyright Release Form

[ signea Protarimage Release and Consent Formis)

T
team

Assemble Your Materials Review Packet

oo Infocausian Systera dGTIS).
T v

Copsrieht Eciease Foes
St TSRy R it )

o Relcase s G
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Assemble Your Materials Review Submit Materials
Packet

.Mjl.erlnls review packet checklis Step 4 mmp E

Have you ingludedT

University of Southern California

team

USCUninversity of
?Mhﬂn(diimii

Mail Your Materials Review Packet ¢ o materiats

¥aneth Rodriguez

TEAM Lab Al-Stars

University of Southern California
Ui

team

Mail Your Materials Review Packet

ity of Southonrs Califoria

Hiai yins completed pachet 1

: |
| Yaneth Rodriguez '
| USClustine for Prevention Research f
: TEAM Lals :
) =o0u I Soe Strest, 3rd Floor '
: Los Angalas, CA ooexy :
' '

36
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team

R LSCU

Ukiversityof
*4¥ Souther Califomia

. Mail Your Materials Review Packet ¢ o materiats

Yaneth Rodriguez

University of Southern California

Materials Review Process

38
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TECC Catalog Inclusion Criteria

« Does it fill a gap and address a Statewide need?
« Does it replace a current catalog item?

* |Is the message clear and understandable?

* |s the material evidence-based?

« |s it culturally appropriate for the target
audience?

* |s it suitable for the target audience?

¢ Can it be adapted for statewide and/or national
use?

39
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Possible Editing and Modifications

* Remove local information and project logos

» Basic editing

* Heavy editing

* Replace images

» Confirm all facts and data

« Possibly, recreate in different format or layout
« Additional field-testing with target audience

TEAM Lab All Stars
#ATEAMLAB
ALLSTARS

University of Southern California

Contribution to TECC Catalog &
Tobacco Control Field

e —— e
- (s ]
f. f.
—_— == 7
s
A e
Material Submitted Material Review Process CTCP Review TECC Sales Catalog
+ Glenn County Health + Change the point of * 4 Materials were created + 4 Fact cards were
Services view: one for tenants «  Add headings created
+  Smoke-Free and one for housing + Add space for LLAs to
Housing Brochure owners/managers add local info
« English & Spanish ~ + Change to a fact card «  Soften the language on
+ Include the helpline Spanish version
number. «  Image recommendations
+ Statistics need to be were made
updated.

+ Lower the literacy level.
+ Add more resources
42
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Contribution to TECC Catalog &
____Tobacco Control Field

fora Breath of Pk

Fora
Breath of
Fresh Air

Tl

Tobacco Free Zone

Fora
Breath of
Fresh Air

‘D

Fora
Breath of
Fresh Air

® Thank You for
Nt Smeking

@ Thank You

Material Submitted Material Review Process CTCP Review TECC Sales Catalog
« Sutter County + Change the format to « Consider other + Poster
«  Sandwich Board poster, sign, and fact formats such as +  Sign
card. cloth banner, *  Table Tent
+ Change the message to sandwich board, etc. *  Aluminum Sign
“Thank you for not * Use this piece to
smoking here.” create a table tent.
« Putthe Thank you for +  Make the sun
not smoking at the top. yellow. 43
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Questions?

Thank you!

For more information, please contact:

« General questions: teamlab@usc.edu or
(323) 442-8214

* Yaneth Rodriguez: ylr@usc.edu

¢ Dr. Lourdes Baezconde-Garbanati:
baezcond@usc.edu

45
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