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You can print or verbally use any or all information.

(Any reference to - National Safety Town Center - would be appreciated.)

First printing | manual 1965 - Second update 6 manuals 1973 -
Third update 8 manual 1987

NATIONAL SAFETY TOWN CENTER

has been established to

* promote the SAFETY TOWN program

* provide personal assistance, guidance,
information and materials to persons
interested in organizing a ...

SAFETY TOWN in THEIR town

% aggist SAFETY TOWN personnel and
programs already in existence.

The CENTER serves as a coordinating and resource

agency and works with all organizations, businesses,

industries and individuals who are interested in

this extremely worthwhile endeavor. Only by working
together can we be successful in informing people of
the importance and value of safety and thus prevent

needless pain, grief and sorrow.

Whether you are a ...

school official, organization member
business person, fire fighter
teacher, police officer
parent, teenager

We want YOU to become involved
and be a part of ... the NSTC.

Please inform us as to what information you need
and how we can best serve you. Your suggestions
will always be most welcomed. By maintaining a
two-way street of communication, we will be able
to serve you effectively and efficiently.

These are random pages, on various topics, reduced from the manual. After reading,
you must adapt your ideas, terminology and presentation style that is comfortable for
you. These are suggestions and guidelines. All 8 manuals are briefly explained on

NSTC website under materials/books.
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INTRODUCTION

The success of SAFETY TOWN in your community depends upon
your effort

attitude
enthusiasm
determination to organize
develop
implement
maintain

the goals and objectives of this life-saving ... accident
prevention program. Building a strong foundation is essential.

Translating these objectives into effective results requires
proper organizational procedures and the ability to communicate.

Important factors to organize an EFFECTIVE program:

BELIEVE in what you are doing

STIMULATE people to share your enthusiasm
EXPLAIN explicitly and thoroughly
MOTIVATE people to do what YOU want them
to do because THEY want to do it

* % ¥ %

A POSITIVE ATTITUDE ... is a definite MUST!

It is almost certain that you will encounter 'unfavorable
situations' (better known as problems) everyone does with any
program. The key to success 1s your ... ATTITUDE ... in dealing
with problems. Keep problems in their proper perspective and
concentrate on the benefits a program will produce.

Once you allow an air of negativism or nit-picking, the program
will begin to errode and your efforts will have been wasted.

TURN THOSE NEGATIVES INTO POSITIVES!
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The more people you involve, the easier it will be to 'sell'
the program, Each person you involve will become a 'sales-
person' for you, once you have 'sold' them on the program's
importance and value,

Selling

CHILD SAFETY
is the
most important product on today's market!

A word of caution ... DO NOT allow any person to become over-
zealous and place major emphasis on the outdoor layout., DO
strive for anm attractive outdoor layout that your community
will be proud of, but remember it is of minor importance.

Major emphasis must be placed on the
curriculum - teacher - instructors =~ uniformed personnel

If your curriculum is inadequate, parents will not enroll their
children, It does not take parents long to evaluate your pro-
gram, They want their children to be taught safety lessons ...

not play unrelated safety games,

Think of the outdoor layout as 'frosting on the cake' and spend
your major efforts on making sure the ingredients in the 'cake'
are of the highest quality.

ALWAYS REMEMBER
you are sponsoring a safety education program
NOT
an amusement park!

Much time and effort will be spent in preparation of this pro-
gram, but it will all be worthwhile if you can prevent just one
child from injury and pain., The reward you will receive is ...
the self-satisfaction of knowing that through your efforts you
may have prevented an accident and possibly saved a child's life.,

THERE IS NO GREATER REWARD:
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Based on information provided to National

Safety Town Center,
who have sponsored Safety Town have

* enjoyed increased membership

*

*

received outstanding publicity

attracted and retained active,
enthusiastic members

as a non-profit, volunteer
organization ...

* obtained greater volunteer
and community involvement

* discovered and 'tapped'
anumerous funding sources

civic organizations

received local, state and national

recognition and awards

esﬁablished a better community

image
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PURPOSE

—- To assist you to organize a

successful program for your community

As the sponsoring organization, you have undertaken the respon-
sibility to coordinate this extremely important preschool-early
childhood safety education program. You will be required to ...

provide leadership
develop a strong foundation
make essential decisioans
allocate duties and respomsibilities

that will affect the lives of your precious children and have
a far-reaching impact on the entire community.

Organizations have successfully established a SAFETY TOWN by
utilizing step~-by-step procedures within a series of 4 meetings.

Contents of this guide are the result of many questions asked

by interested and concerned people throughout the years. It is
intended to give you direction and information which will ...

eliminate many pitfalls and unnecessary problems that many of

these people encountered in the past. They certainly want you

to benefit from their mistakes,

DURING YOUR FIRST YEAR OF OPERATION
CONCENTRATE ON THE BASICS.

Your most important concerns are to
organize - promote =~ conduct

the program according to the standards established by NATIONAL
SAFETY TOWN CENTER. These standards will insure that you pro-
vide your children the highest quality safety education program
possible., When this is accomplished, it is easier to operate the
program and maintain these standards on a continuing yearly basis,

After you have established your credibility, you will find
business =~ industry - other organizations

eager to become 'involved' and participate. It is human nature
for people to wait until a program is proven successful before
they become 'involved',

Many safety rules are universal, such as ... red means stop.
However, each community has individual ordinances ... bicycle,
school bus procedure; etc. You will undoubtedly have questions
pertaining to your community that are not covered in this book,
When any questions arise ... just write or call us.

We are here every weekday throughout the year to assist
and welcome the opportunity to be of service to you.

GOOD LUCK AND OUR SINCERE BEST WISHES!
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PROGRAM COORDINATOR: Coordinate, plan and conduct Organizatinal

D.

E. The above essential ... ingredients ... will guarantee that

Procedures and Opening Day Ceremonies; pre-
pare flow chart and constantly be our ...
SPARKPLUG!

You are indeed fortunate to be the Program Coordinator of a
wonderful, life saving, accident prevention program for the
precious children within your community!

This is such a ... fun ... program to coordinate! Just
about ... everyone ... will be supportive in some way, be-
cause they believe in and want to be a part of a program
that will help their children.

Beiﬁg against Safety Town, 1is like being against
motherhood and apple pie. It's ... Vvery rare.

Oh, there might be times when you may encounter a difficult
problem or two ... some of the best planned programs have
some of the most unexpected difficulties.

When ... and eeo if. ... these difficulties should
arise ... REMEMBER ... one ... EXTREMELY ... im-
portant factor,

If all your efforts will prevent an accident or
save the life of a child ... your difficult ...
situations are ... indeed ... very ... worthwhile.

If you remember a few key ... ingredients ... your friends
... who are serving as your coordinators ... will help you
make the best program possible. Always ... )

a. be POSITIVE when discussing any aspect of
this program ... if you don't believe ...
they sure won't,

b. turn a ... NEGATIVE INTO A POSITIVE ... if
and when such a situation should ever arise.

¢c. conduct meetings ... promptly and efficiently
... everyone's time is precious to them ...
don't waste it ... be productive.

d. play accordingly ... communicate appropriately
... prepare information ... provide leadership.

all your efforts will result 'in a very successful endeavor
... organizing a ... SAFETY TOWN in ... YOUR ... TOWN!

13



ORGANIZATIONAL PROCEDURES

FIRST MEETING: To obtain sponsorship

A, This

meeting should be held preferably in the fall

or winter to allow ample time to complete necessary
arrangements.

In some communities - the program was organized

from

the first meeting to Opening Day within

... 6 weeks ... by ONE person!

This can be done by one enthusiastic, dedicated
person who is willing to commit time and effort.
HOWEVER ... it is far better to have 10 people
working on 10 committees rather than one person
handling all aspects.

B. You
1.

2.

3.

«e. as our Program Coordinator ... must:

present Safety Town to the membership
of a civic organization interested in
sponsoring the program.

obtain approval ﬁrom_the sponsoring
organization.

accomplished your first steps ...
CONGRATULATIONS ! '

Safety Town can only be sponsored by a nbn-brofit ErOUpP o«

Civic Organization
Community Education
Parks and Recreation

While maintaining a non-profit status ... your organization

" ‘vew a8 the sponsoring organization ...

must be realistic and understand that any program has to
be operated in a business manner. ‘Therefore, you must ...

®

®

be familiar with fundraising techniques

have experience in public relations and
publicity in contacting .and working with
business - industry - organization - media
officials and personnel

possess ieadership capabilities

commit yourselves to follow through
with all aspects . .-

15



SECOND MEETING: To acquaint your community with the
purpose and objectives of the program.

A, This meeting_should be held soon after the drgahization
approves sponsorship.

B. The program coordinator, with the above, plans meetinga
Include the mayor, superintendent of schools, elementary
school principals, board of education members, police
and fire chiefs, community and business leaders, pres-
idents of other organizations, media personnel, etc. '

1. Send each an invitation letter and brief
explanation of the purpose of the meeting
two weeks prior to meeting date.

(sample, Publicity Manual)

C. Extend an open invitation to entire community{

1. Send article and photograph to local media
three weeks prior to meeting date,
(sample, Publicity Manual)

a., newspapers

b. radio.

c. television .

d. church bulletins

e. posters-flyers at supermarkets,
shopping malls, etc.

D. Contact NSTC for a speaker to present the ﬁrogram to
your community. This meeting:

1. includes a slide presentation ;llustrating:

a. program objectives
b. classroom activities
c. outdoor layout

d. parent organization
e. fundraising ideas

f. publicity

g. recognition

h. child -development

2. provides an excellent opportunity to discover
"hidden resources" within your community.

3. allows interested attendees to indicate on
which committee they would like to assist.
(refer to the "Third Meeting" for committees)



THIRD

MEETING: To appoint coordinators, discuss

and explain specific assignments,

Conduct this meeting as soon as possible after
second meeting.

Contact, via telephone - postcard - brief letter,
people who indicated their interest.

Select specific coordinators. Remember ... your
title is ... Program Coordinator,

1. Fund Raiser 7. Publicity

2. Builder 8. Materials

3. School Liaison 9, Treasurer

4., Community Liaison 10, Teenage Instructor
5. Registration 11. Consignment

6. Photographer 12, Parent

In many communities ... believe it or not ...
the program coordinator handled ALL arrangements,

Each Coordinator can select 2-3 people to assist
on their committee.

REMEMBER ... the more people involved, the more
ideas you will have and the less
work each person will be required
to perform.

Everyone should encourage participation through ...

COMMUNITY INVOLVEMENT

1, Organizations can assist with registration
(PTA, Junior Women, Jaycees)

2. Organizations, business, industry can assist
financially to provide materials

3, Organizations can assist in preparing food
for graduation day, instructor party,
recognition night, etc.

19
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FOURTH MEETING: To finalize last-minute details.

A. This meeting should be held one month before
Opening Days - ’ -

B. Program Coordinator contacts all Coordinators to
attend this meeting.

1. telephone 3. post cards
2. letter . 4., personal visit

C. Above are the most practical forms of communication.
HOWEVER ... if need be ... you can resort to:

1. smoke signals 3. door pounding
2., drum beating 4, any other
"effective" means

D. Finalize all last-minute details:

1. Review status of each
Coordinator's duties.

2. Determine necessary steps to
complete unfinished assignments.

Some people may need a "shot in the arm" at this time.

Hopefully, all your coordinators have been diligently
following and completing their assignments on schedule.
BUT ... unfortunately there are usually one or two ...
stragglers ... who need a "shot in the arm" plus ...
"additional motivation". Here are a few realistic
successful "additional motivation" techniques., Offer
to those who complete their assignments on time:

1. a luncheon treat

2., tickets to special events
Some unrealistic "motivation" techniques ... which have
also been successful ... include:

1. threats

2. brow beating

NSTC has no preference as to which method you select.

Seriously ... Safety Town ....as we have said, should be
ee. fun ... for everyone involved. YOU ... as Program
Coordinator ... are the person who controls the tone of
your coordinators.

21



OPENING DAY CEREMONIES: Program Coordinator plans and

coordinates this event,

A. This day must be well-planned aﬁd.well—executed and
involve the entire community.

1.

Determine Opening Day. Ceremonies are usually
held at the Safety Town site:

a. the Sunday prior to actual classes
b. one hour prior to classes

Consult with School Liaison fegafding contacting
school officials for clearance to use:

a, facilities
b. microphone
c. chairs

The speaking part of the program camn be conducted:

a. Indoors - this is easier, especially
if the room is air-conditioned, and
eliminates last-minute arrangements
on a rainy day.

b. Outdoors - is ideal, weather permitting.
Amplifiers must be properly set up so
the entire audience cam hear speakers.,

Ribbon-cutting ceremonies are held:

a. accordingly ... based on above
location and weather conditions

Invite a guest speaker:

a., mayor-superintendent

b. state senator, congress people, Governor

c. Dorothy Chlad, Founder and President, NSTC
($200 fee plus expenses)

Inform NSTC of your Opening Day to allow
sufficient time to prepare your official
Opening Day Citations ... and arrange for
a representative to present the Citations.

Contact your local printer regarding lead time
needed to print necessary materials. Depending
on the time of year, some printers are extremely
busy and require more time.

Prepare and give to printer:
(samples, pgs..-25-29) _ o

a, invitation
. b. progran

23



Sample - Opening Day Agenda

PROGRAM -~ Program Coordinator
- welcomes everyone in attendance
- briefly explain background of
Safety Town and how it was
introduced to the community

- introductions
- President of sponsoring organization
— brief speech about their
involvement with the program

- mayor and superintendent
- brief message

- acknowledgements:

- all individuals, businesses and
organizations who have contributed
financially or donated services

-~ coordinators who assisted with
establishing the program

- introduce guest speaker:

- acknowledge the efforts of your
community. This makes people
feel their hard work has been
realized and appreciated by others
outside their own community.

-~ inform everyone about the impor-
tance of ... safety for kids

-~ learn of your community efforts

- introduce NSTC representative
- present Opening Day Citations to:
- mayor-superintendent on behalf
of entire community
- president of sponsoring
organization

RIBBON CUTTING -~ Since this is a children's program, the ribbon
should be cut by one or two children ...
selected in a random drawing of all children
registered for Safety Town ... with appropriate
personnel gathered around:

a, teacher f. superintendent

b. police officer g. president of

c. fire fighter sponsoring organization

d. police~fire chiefs h. NSTC representative

e. mayor i. guest speaker
REFRESHMENTS - set up adjacent to Safety Town site or indoors.

27



Sample of Buildings

u

The buildings shown can be used for Safety Towns that are:

a. collapsable (indoor or outdoor) =- allows for
disassembly and stacking for storage each night.
b. permanent - remain on Safety Town throughout

operation, stacked and stored upon completion.

Rollers can be added to the bottom of all four corners
for assembly indoors and rolled out to layout.

IMPORTANT: Rollers must be removed once on
Safety Town. Children could get
injured by leaning against buildings
and having them roll away.

Recommended size is 3'x3'. In the past, majority of
the Safety Towns used larger buildings (4'x4') as a
4'x8' plywood panel (}%" thick) could be cut in half.

It has been NSTC's experience that the larger buildings
are difficult to assemble on a daily basis.

Construction materials vary:

a. cardboard

b. brick . .
c. wood If strong winds prevail within your area,

consider using a heavier wood to prevent
buildings from being blown over.

47
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The above signs MUST BE part of the outdoor equipment.

We ... DO NOT ... recommend the following signs ...

NO U TURN YIELD
DO NOT ENTER SPEED LIMITS

or any other adult complicated signs. These refer
to driving and are not relevant to this age child.
The signs are difficult for children to understand
and they do not have the opportunity to practice
their meanings.

cworsmeer] | STOP

Many Safety Towns DO
include a few street signs
just for decoration.

The street names can be
actual street names in your
town - or make-believe names.

The base of the sign can
be a 2-3 gallon container
filled with cement.
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SELECTION OF TEACHER - POLICE OFFICER - FIRE FIGHTER
(same criteria apply)

The Teacher, Police Officer and Fire Fighter
are the three most important ingredients
in this program,

Much time and effort must be spent before making this MAJOR decision.

Scme Safety Towns simply fell apart during actual classes because
the teacher and police officer were not capable of handling the
many different problems that arose while working with preschoolers,
teenagers and parents, Consequently, when this happens your com-
munity is not convinced of the importance of the program because
they have seen how poorly it was handled., This makes it extremely
difficult for the sponsoring organization roO "resell" the program
the following year, plus having to apologize for their choice of
personnel, This is embarrassing and leaves the community with a
doubt in their minds as to your organization's capability.

Questions To Ask During Interviews

1. Q. Do you believe teaching safety to four and five-year-old

children is necessary?

A, Very definitely YES ..o Studies have proven that the early
years (0-6) are the crucial years in forming habits and de-
veloping attitudes for life, As much relevant safety as
possible should be taught during these yearso

2. Q. Do you believe these children are old enough to understand
what safety means?

A, YES ... the manner in which it is presented is of utmost
importance! The instruction must be geared to the child's
situations,

Children do not play with their toys in the street
because the street is for cars. Children play in
their yards where there are no cars and it is safe.

You are comparing their toys (which they can identify
with) to the real car (which they know only big people

use) and it is not one of their toys.

61
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3.

5.

Q.
A,

Q.
Ao

Q.
A,

What method of instruction do you feel should be used?

Various methods, depending on the situation and the child,
NO ONE METHOD is effective for every child.

Use Group Instruction if a simple message can be given
to an entire group situation effectivelyo.

If a situation calls for individual instruction, then
individual instruction must be given ... each child.

In some cases playing "follow the leader'" can

be effective if each child really understands
the objective of the situation., Having Ronald
follow Lynne across the street does not mean
Ronald knows how to cross the street by himself;
therefore, individual instruction must be given
to Lynne and to Romnald in order that they under-
stand the preparation necessary before crossing
the street on their owno

Should a child be disciplined for doing the wrong thing?

First, determine if the child really understood what (s)he
was doing., If the child did not understand, then certainly
disciplining a child for something (s)he did not know can be
harmful, This can frighten a child.,

If one knows the child has been thoroughly informed and is
very familiar with what (s)he was doing but is just "showing
off", then the teacher or police officer should explain

the dangers of '"showing off" and - IF - necessary reprimand
the child, Children who know but "show off" usually de this
because of other problems.

How do you feel about positive reinforcement?

This is a very effective method of teaching ... not only
for the children but the teenagers and parents as wells
Children will want to please you and do the right thing,

if they know they are pleasing you and will receive some
reward for their efforts. A simple smile, a pat on the
back, or saying '"Lynne, I'm proud of you" will do wonders
as rewards, It will be only natural for the other children
to want to receive this same attention, By seeing other
children rewarded for practicing safe habits, a child will
be encouraged and stimulatedo

The teacher and police officer should be extremely careful
in rewarding those who are correct. Those who are not ...
should simply be told "I'1ll be watching all the time to
see who is crossing the street the right way", and then
must follow through with their statement,

PLEASE understand oo EVERY child will not successfully
accomplish every task; therefore, it is extremely important
that the teacher and police officer compliment and reward
each child for what (s)he can accomplish within their
individual capabilities.




6.

Q. Do you feel a child at this age learns by being told
over and over?

A. A child does learn by repetition. However ... just
talking over and over is not always effective, Each
time the same rule must be repeated ... it should be
explained in a different manner.

a. Introduce a rule by using a picture
with an explanation.

b. Repeat in song form.

c. Incorporate actual participation
involving the child.

d. Demonstrations, books or visual aids.

A CHILD RETAINS 90% BY PARTICIPATION
COMPARED TO 10% BY LISTENING

As much as possible should be done by involving
the child., This is much more fun for the child
... and the teacher e.e. than constant talking.

Q. Are children this age 0ld enough and should they be allowed
to help each other?

A, YES ... children this age are old enough and helping each
other should definitely be encouraged and rewarded.

It is the responsibility of the teacher and police officer
to make sure the information the child is giving another
child is correctj if not, correction should be made without

embarrassing or discouraging the helping child.

7, Do you believe children will retain much of what is taught
from this program?

A. This depends on each individual case., A child will retain
the information if:

a, the information was properly presented through-
out this program,

b, the parents follow-up at home with daily
safety instruction.

c., the schools include safety in the curriculum

However, if a child attends a 20-hour course that was
poorly taught, and there is no follow-up, certainly that
child's retention will be extremely low.

a. INTRODUCING ... safety on a "small" level is
extremely important in developing a positive
safety attitude. Information and materials
must be geared to what the child is capable

of comprehending.
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10.

11.

12,

Q.

Q.
A,

Q.
Ao

b. As a child grows and develops - appropriate,
detailed instruction must be added for each
specific area of safety.

DON'T ... wait until the child's lé6th birthday
to have a long discussion on being a safe
driver. That attitude was developed long ago!l

Explanations and learning should occur:

a. at any hour

b. any time of any day through the years
c. whenever a child asks a question

d. confronts a new situation

e. at home and in the classroom

We cannot expect to "produce" safety-minded people
unless we "plant" the seed during their young years.

The program includes parents attending classes with their
children the last 10 minutes of each day. Do you feel
this should be included or omitted?

Tt should DEFINITELY be included, for two reasons:

a, to allow parents to hear rules and see
practices being taught to the childrens

b, serves as a guide so similar instruction
can be continued at home,

Will this bother you ... having the parents watching you?

DEFINITELY NOT. Class should continue on the child's
level as if the parents were not present. In this way
parents know:

a. exact terminology
b. method of presentation

Parents will only be able to properly instruct their
children at home AFTER seeing and hearing a "Good Example".

Do you feel role-playing is effective at this age?

YES ... this has been proven effective by many people and
should definitely be included in the curriculum, Real-
1ife situations must also be included and demonstrated
.oe such as how small they are relative to the real cart,
and the dangers involved in not being seen by the driver,

Should we teach adult rules to the child at this age?

NO ... a child should be taught rules pertaining to her/his
current age and situations. We should teach children a
general safety attitude and provide them with the necessary
"rhinking tools" so in the future they will be able to
evaluate and decide for themselves the safest procedures
when confronted with new situationsoe

A young child has no concept nor can (s)he under-
stand the impact of a 3,000 pound car.




13.

14,

15.

16.

Q.
A,

Q.
A,

Q.
A.

Should detailed rules be enforced?
This depends on the rule and the amount of detail involved,

If the rule is the proper way to cross the street ... then
the details involved are necessary for the child to under-
stand,

If the rule is teaching a child turn signals, details are
not necessary, Teaching turn signals at this age should
be done on a very general basis by just introducing and
acquainting the child with using his arm for turn signals,
When the child becomes a bike rider he will recall the
general rule and learn the additional detailed rules,

It is very important to remember ...

A child at this age can memorize and recite a rule,
but to actually apply that rule in a real situation
may be difficult ... if not impossible.

Example: A child standing in front of you canm put his
arm straight out to make a left turn signal,
but (s)he will not understand how to apply
this while riding her/his bike in the street.

Do you become upset when daily classes must be changed?

One must be very flexible to changes in scheduling when
working with children this age. If you become upset,
the children will become upset and this can create

many problems.

This is very important that your teacher fully understand
the amount of changes due to weather conditions, etc.
Some teachers cannot handle constant changeso

Do you believe setting good examples is important for
this age child?

Very definitely YES ... this age child pretends and plays
adult roles, and will imitate what we say and do, The
children look up to the teen instructors as much as they
do to the teacher and police officer.

Everyone must constantly set good examples,

Do you feel all children should meet the same daily standards?
Definitely NOT ..., each child is unique,
Consider these factors:

a, Does the child have any physical,
mental or emotional problems?

b, What is the home condition?

c. Has the child been frightened?

All these factors (and others) affect the child's

comprehension-learning abilities. 6
5



