PLANNING AND RUNNING RIGHT START COURSES – SCHOOLS PROMPT
Prior to course commencement
Arrange dates convenient to school and trainers – allow 2-3 sessions for Stage 1 and 2 sessions each for Stages 2 and 3.  Remember one Approved Trainer MUST be present at every practical training session.
Submit course date notification form (giving at least 14 days' notice where possible) by email: roadsafetyeducation@lancashire.gov.uk
When school submit course dates

· An email will be sent to school attaching Risk Assessment, Route Certificate and Newsletter snippet for the appropriate stage.
· Stage 2 - A School Crossing Patrol will be booked by The Road Safety Team for Stage 2 Unit 3 "Other People". Any changes to the date of this unit must be done through the Road Safety Team, not directly with the School Crossing Patrol. A confirmation email will be sent to school. 
· Send out consent letters to parents allowing time for them to be returned to the school before the course takes place.  Consent Forms can be added to the reception induction pack when children start school or could be part of the Local Learning Area on the Evolve educational visits webpage.
· Check that school have all the resources required – PowerPoint presentations, prompt cards and jackets.
Practical Training
· Print activity sheet from website.
· Have clipboards and pencils available for Stage 3.
· Identify pictorial aids and prompt cards required for appropriate session and advise Class Teacher if necessary.
· Identify if any children have special educational needs or difficulties.  If they have a Support Assistant, the Support Assistant can go out with the child, but will act as one of the four adult trainers (NOT in addition to).  If this is one to one support, only seven children will be able to go out.
· Walk the route prior to commencement of every unit (if any amendments are required change the route accordingly and sign and date).
· Complete Risk Assessment for the route that will be used prior to commencement of every unit and ensure all trainers have read the safety brief contained on the back.
· Approved Trainer to advise additional volunteers (Assistant Trainers) if used, of health & safety and course requirements.
· Refer to A5 prompt cards. 
On completion of Course

· Ensure children are returned to the supervision of their teacher.
· Communicate to parents the safe practices involved on completion of each stage, by sending out a reinforcement letter to be found on the website.
· Print certificates and present to children. These can be obtained via PDF from The Road Safety Team on request. 
Remember

· If course dates already submitted change for any reason the Road Safety Team must be notified as soon as possible, particularly if it is a date that effects a School Crossing Patrol (Stage 2 Unit 3), or visit by a Road Safety Officer.
· Accidents must be notified to the Road Safety Team by telephone as soon as possible on 01772 537960 and in writing to the address below within 48 hours.
· The Road Safety Team are available on 01772 537960 if you require any further assistance. 
All documentation referred to can be found on the website
Road Safety Team (Education and Engagement), Preston.  PR1 8XJ
Tel:  01772 537960   email: roadsafetyeducation@lancashire.gov.uk

