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Implementation Guidelines  

A step-by-step instruction to offer a Self-Management 

Program.  

Step 1: Connect with a trained leader(s), confirm which SMP will be provided, on which dates, at 

which times, and in which location or virtually.   

Each regional coordinator updates a list of the trained SMP facilitators in their HSA quarterly. 

This list is maintained by VDH and provided to new regional coordinators during orientation.  

Sample Trained Leader List: 

 

A: Name of the Hospital Service Area  
 B: Name of the Regional Coordinator 
 C: Trained facilitator’s first name 
 D: Trained facilitator’s last name 
 E: Trained facilitator’s e-mail address 
 F: The Self-Management Program the Facilitator is trained to lead 
  Drop down guide:  

DPP Diabetes Prevention Program 
DSMP Diabetes Self-Management Program 

HCHC Health Coaches for Hypertension Control 
CDSMP Chronic Disease Self-Management Program 
CPSMP Chronic Pain Self-Management Program 

WRAP Wellness Recovery Action Planning Program 
TC Tobacco Cessation 

 
 G: Date the facilitator was originally trained to lead that specific SMP 
 H: Start date of the last SMP the facilitator offered 
 I:  Training Status 
  Drop down guide:  

Up to date The facilitator is up to date on their SMP training 

Needs Refresh The facilitator needs to attend a refresher training 
Refresh Scheduled The refresher training has been scheduled 

  
 J: Date the facilitator attended a refresher training session 
 K: Indicate if the facilitator is also a Master Trainer for this specific SMP 
 L: Date the facilitator was originally trained as a Master Trainer for this SMP 

 



 

 

Step 2: request a Wufoo ID. 

A unique ID number is assigned to each SMP offered. This number is obtained by completing the 

form found here: New Workshop ID Request Form (wufoo.com). See sample below. Wufoo IDs 

are generated every Wednesday morning. You will receive your Wufoo ID number via e-mail and 

the SMP will be posted to MyHealthyVT.org. (See MHVT section for more information). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: Vermont Health Learn 
Vermont Health Learn is an e-learning platform that can be used to share course materials and 
e-mail all participants together. Once you have the Wufoo ID you can reach out to Viki Delmas 
(Viki.Delmas@cvmc.org) and ask for the class to be added to VTHL.  Note, not all SMPs are 
currently using VTHL, primarily DPP and HCHC but if you would like to try using it for another 
SMP connect with Viki to discuss. See VTHL section for more details.  
 

Step 4: Advertise the SMP offering throughout your HSA 
There are a variety of ways to advertise SMP offerings, some examples are:  

• Front Porch Forum (See Communications Manual for samples) 

• Hospital Facebook page (See Communications Manual for samples)) 
• Posting fliers around hospital, primary care, or other locations such as the library 

• Connect with partners like the Community Health Team or SASH 
 

 

 

https://workshopids.wufoo.com/forms/z1abx6c20eimtc8/
https://www.myhealthyvt.org/
mailto:Viki.Delmas@cvmc.org)


 

 

Step 5: respond to any inquiries about the class   
When someone interested in attending a class clicks on the “register” button they are prompted 
to complete a small registration form. Based on their zip code, that information is then sent to 
the Regional Coordinator for their area.  

• If the class they are interested in attending is one that you are hosting in your area, reach 
out to them to discuss.  

• If the class they are interested in is in another area, forward the interest e-mail, via secure 
encrypted e-mail, to the Regional Coordinator offering the class by checking the location of 
the class against the Regional Coordinator map. 

 

Step 6: Complete the registration form  
Once someone is ready to join an SMP, they must complete the registration form. There are 
several ways to do this: 

• You can complete this form with them over the phone or in-person 
• You can send them a paper copy to complete and return 

• You can send them a PDF fillable form to complete digitally and return.  
 

Step 7: Processing completed registration form 
Upon receipt of the completed registration form you will enter the information: 

• On the class attendance tracking sheet (see Data Collection for more information)  
• Vermont Health Learn, if applicable (see Vermont Health Learn for more information) 

o Once information has been added to the course in Vermont Health Learn the 
participant will receive an e-mail from “Brightspace” welcoming them to the 
platform. To access, they will need to create a UN and PW. When they first enter 
VTHL they will be asked to reset their password. This can be confusing for some, and 
you may need to help them walk through this process.  

 

Step 8: Welcome Participants  
Send out a welcome email to class participants with information about the program, including 
the zoom link.  An email is sent out prior to each session weekly with relevant class information, 
including the Zoom link. (Samples can be found in the RC Resource Hub on Vermont Health 
Learn) 
 

Step 9: Provide technical assistance  
Session 0 will be used for introduction to the program, checking on technology and answering 
any questions. Depending on the facilitator, the RC may need to also attend the sessions to 
provide technical support. Have this conversation with the facilitator prior to the start of the 
class. Participants may also need assistance with their VTHL access and password, as referenced 
above. 

 

Step 10: Follow-up on attendance  
After session 0, follow up with any participants who were registered but not in attendance to 
confirm that they still plan on attending program.  

 



 

 

 
Step 11: Mail SMP supplies to participants  

Each SMP has materials that the participant uses throughout the program. These materials vary 
by program. A full list of materials can be found in each program section of the SMP Workgroups 
101 chapter of this manual, along with information on how to order materials. The purchase of 
materials and cost of mailing should be factored into your annual budget.  

 

Step 12:  Tracking attendance and data 
Each SMP has an attendance and data tracking workbook provided by the Vermont Department 
of Health. These workbooks will be completed and submitted to the MyHealthyVT Data 
Administrator quarterly. The regional coordinator will complete this tracking sheet by adding 
the course ID, dates, facilitator, participant info, etc. This should be shared with the facilitator 
prior to session 1. The facilitator can use this sheet to track attendance and return to the 
Regional Coordinator to submit. Alternatively, some facilitators will send attendance sheets to 
the Regional Coordinator weekly, who will then document in the tracking workbook. Either 
option is acceptable but should be determined between the Regional Coordinator and the 
facilitator prior to the start of the program.  
 

 

Step 13: Course completion  
Send a certificate of completion to the participants who finished the program. (Fillable 

document can be found in the RC Resource Hub on Vermont Health Learn) 

 

Step 14: Evaluation  
Mail or email post-program evaluation to participants and ask them to complete and return to 

the Regional Coordinator. (document can be found in the RC Resource Hub on Vermont Health Learn) 
 
 

Step 15: Data submission  
The MyHealthyVT Data Administrator will request SMP data quarterly. Submit data by emailing 
data tracking workbooks to the MyHealthyVT Data Administrator. If the workshop has not 
ended when data is due for submission, please submit the workbook with all available data up 
to the time of submission, and then continue to use the same workbook to track data for the 



 

 

remainder of the workshop. When the next quarterly submission is requested, the updated 
workbook can be submitted again.  
 

Implementation Guidelines Checklist 

 

To Do Timeline 
Set annual or semi-annual Schedule  Sept for Oct-March 

March for April-September 

Step 1:   Connect with Facilitators- confirm       
                which SMP will be provided, on which  
                dates, at which times, and in which  
                location or virtually. 

Sept for Oct-March  
March for April-September 

Step 2:   Request a Wufoo ID. Quarterly or 3 months prior to workshop start 
date 

Step 3:   Vermont Health Learn 2-3 months prior to workshop start date 
Step 4:   Advertise the SMP Offerings   
               Throughout Your HSA 

2-3 months prior to workshop start date 

Step 5:   Respond to Any Inquiries About the  
               Workshop 

0-3 months prior to workshop start date 

Step 6:   Complete the Registration Form 0-2 month prior to workshop start date 

Step 7:   Process Completed Registration Forms 0-1 month prior to workshop start date 
Step 8:   Welcome Participants 1 month prior to workshop start date 

Step 9:   Provide technical assistance ongoing 
Step 10: Follow-up on Attendance 0-1 month prior 
Step 11: Mail/email SMP Supplies to Participants 2-3 weeks prior to workshop start date 

Step 12: Track Attendance and Data Throughout the course of the workshop 
Step 13: Workshop Completion 1-2 weeks post workshop end date 

Step 14: Evaluation  Within one week of workshop end date 
Step 15: Data Submission At least quarterly 

 

 

 

 

 

 

 



 

 

 

Vermont Health Learn 

Vermont Health Learn is an e-learning system that allows you to easily share materials and e-mail your 
entire class at once.  
 

Regional Coordinator Tasks for a new Self-Management Program. 
After your course has been created in Vermont Health Learn, you will need to customize your course. 
This is a step-by-step guide to course customization. 
 
Step 1: Upload your class schedule into Session 0 
 

a) Open the class you wish to customize by clicking on it 

 
 

b) Click on “Content” in the purple banner 



 

 

 
 

c) Click on Session 0 in the left menu, then 
 

i. Click “add existing” (blue button upper right)  

 
 

ii. Drag and drop or upload schedule from your computer into the dotted box 

 
 

iii. Toggle the “eye” to make it visible. You can rename the file by clicking the ellipses (…) in 
the upper right corner and choosing “edit” 



 

 

 
 

 

 

 

 

 

 

 

 

d) Click on the sample schedule and hide it from your learners by toggling the “eye” button to 
hidden. (note: you can also rearrange the sessions by clicking and dragging them up and down).  

 
 
 
Step 2: Edit each session title to add the date of the session 
 

a) Click on session 
 

b) Select “edit” from the ellipses (…) dropdown 
 

c) Replace <date> with the date that session will be held (repeat for all sessions).  
 

i. This makes it easier for participants to remember and find the current session materials 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
Step 3: Add the Zoom link (or other meeting platform link) in the Announcements  
 

a) Go to Course Home 
 

b) Using the carrot in “Announcements” go to announcements tool 
 

 
 



 

 

c) Select the carrot next to the zoom link for class and then Edit the existing Zoom Link 
announcement using the down carrot 

 
 

 

 

 

 

d) Highlight and delete sample, then enter your link specific message 
 

 

 
Step 4: Add your participants to the Class list ***only do this when you are done with the major edits 
for the class to minimize disruption for your participants*** 
 

a) Go to Class list in the Purple banner 



 

 

 
 

b) Add participants (blue button) 
 

c) Add existing users (from dropdown) 

 
 

 

 

 

 

 

 

d) Search for your participants by last name 
 

 

**most of the time, the name will not be found. This means that they have not taken a class on the VTHL 
platform. Make a note and continue searching for your participants. You will add all the new participants 
in a later step.  
 



 

 

 
 

e) For an existing participant click the box next to the participant you wish to add and set role as 
“learner” 
 

 
 

f) Enroll Selected Users (Blue button at bottom) 

 
 

g) Repeat for each participant 
 

 
 
Step 5: add new user to class list 
 

a) Go to class list in Purple Banner 
 

b) Add Participants (blue button) 
 

c) Create and enroll a new user 
 

 
 



 

 

**ensure all fields are blank before starting. If you have your login information saved on your computer, 
it will automatically fill in your information in username and password fields. Delete before you create a 
new user.  
 

d) Enter Participant Data into First Name, Last Name, and e-mail Fields ONLY, DO NOT ENTER A 
USER NAME OR PASSWORD. Set the role as Learner and select “enroll” if that is the last 
participant you will be entering, or “enroll and new” if you have more to enter. 

             
Accessing Survey Data 

 
Step 1: Select the program you would like to review.  

 
 
 
Step 2: Go to “Course Admin” in purple banner 



 

 

 
 
Step 3: Select “Surveys” 

 
 
Step 4: click the down carrot for the survey you wish to see 
 
Step 5: select “statistics” from the menu  

 
 
 
Step 6: You will be able to view all users that completed the survey, click the participant survey you 
would like to review.  

 
 
 
Step 7: record the data on your data spreadsheet 
 
Step 8: click close and return to the survey results list (step 5) 
 



 

 

 
 
Alternately, you may be able to choose “surveys”, if present, from the purple banner and skip to Step 
3. 

 
 
 
Note: your leader will still need to communicate which participants attended each session 
 
 
 
 
 
 
 
Viewing participant responses to weekly check-ins. 

 
Step 1: Select the program you would like to review 

 



 

 

 
 
Step 2: Go to “Course Admin” in purple banner 

 
 
 
Step 3: select “quizzes”  

 
 
 
 
Step 4: click the down carrot for the check in you would like to review.  
 
Step 5: select “grade” from the menu 
 



 

 

 
 
 
Step 6: select the participant and attempt you would like to review.  
 

 
 
 
Step 7: record the data on your data spreadsheet, then select back to view others 
 

 
 

Instructions to share with Self-Management Program participants using VTHL 

 
Step 1: Logging in to your class 



 

 

 
After logging in to Vermont Health Learn, you will see the page below (there may only be one class on 

your page). If you don’t see a page like this, make sure you are logging into www.vthl.org/d2l/login 

 
Double click on the class you want to enter. 

                                 
 
 
Step 2: Joining the online program  
Click the zoom link to join your SMP at your scheduled meeting time. 

 
 

                                                 
Step 3: Accessing program materials 
To access course materials, go to “content” on the purple banner 

http://www.vthl.org/d2l/login


 

 

     
 
Select the Session you want to see and select the document you want to access: 

 
 
Download the document and save to your computer or print it out (you may have to scroll across the 

page to find these options) 

                                         
 
 
 



 

 

Self-Management Registration Form 
Each self-management workshop participant is asked to complete the following intake Workshop 
Registration Form. This form provides valuable information to help us better serve our participants as 
well as information that we must report to both the Centers for Disease Control and Prevention (CDC) as 
well as with the State of Vermont Agency of Human Services (AHS) and Blueprint Program. All 
information reported is deidentified, meaning that names and contact information has been removed. 
This information also allows us to review demographic information to ensure our workshops are being 
offered to people of all backgrounds and locations equitably. 

 



 

 

 



 

 

 



 

 

This section is only completed by participants of the Diabetes Prevention Workshops.

 



 

 

This section is only completed by participants of the Quit Smoking workshops. 

 



 

 

This section is given to ALL participants, regardless of workshop type. 

 
 

 
 



 

 

Data Collection and Submission 

Data Collection 
When you open a Data Tracking Workbook file, you may get some security warnings near the top of 

your Excel screen. Before you can use the workbook, you will need to respond to these warnings by 

clicking the “Enable Content” and/or “Enable Editing” buttons.  

 
To begin, open the tab with the name of the workshop (i.e., “DPP Worksheet”). Click “Workshop Info 

Form” button; this will bring up a form allowing you to fill in workshop information (start date, cohort, 

etc.). Fill in the requested information and click the Save button, then the Exit button to close the form.  

 

      



 

 

Click on “Registration Form” to fill in registration information for each participant; you may need to 

scroll down to complete all form fields. 

 
      

  
        



 

 

 

Once information for an individual participant is filled in, click the “Save” button on the form to save the 

participant's data into the worksheet and automatically reset the form. If you need to clear the form and 

start over without saving, the “Reset Form” button will clear a ll fields. When you have completed 

entering all participant information, you can click the “Exit” button to close the form.  Make sure to save 

your work. 

 



 

 

Scroll to the right on the worksheet to find and fill in data for each workshop session.  

Click on the “Date” field to type in the date. 

For some workshops, some of these fields contain drop-down menus – when you click within these 

fields a drop-down arrow will appear, allowing you to see and choose from the drop-down menu within.  

 
For other fields, you may click on the cell to type data in. Make sure to save your work after entering 

data. 

 
 

Data Submission 

The MyHealthyVT Data Administrator will request data submissions quarterly. To submit data, please 

email entire data tracking workbook to the MyHealthyVT VDH Health Data Administrator using secure 

or encrypted email since protected health information may be included. MyHealthyVT VDH Health Data 

Administrator email: elizabeth.lang@vermont.gov. 

 

 

 
 
 

 

mailto:elizabeth.lang@vermont.gov

