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       ASSISTS Guide
Sponsored by the North Dakota Traffic Safety Office
ASSISTS Guide
The ASSISTS Program consists of education, community outreach, and enforcement to reduce the number and severity of traffic crashes. The report is due once a year, the last Friday of October. The program this year begins on October 1st and ends September 30th.
In addition to saving lives, reducing injuries and costs to your community and society, the Traffic Safety Office awards agencies mini-grants of $1000.00, $2,000.00 and $3,000.00 for their efforts depending upon what they did during the year given their resources. The program is designed so that small agencies (one or two person agency) have an equal chance for a mini grant as larger agencies as an equal number of grants are funded for all size categories. No overtime is necessary!
This guide is developed to give you the most effective programming and to make the  ASSISTS Report easy to complete and allow you the best chance of submitting a report which will give you the best possible chance to receive a mini grant. I will be brief and summarize what you can do.

STARTING YOUR  REPORT
This is very important. Before you begin, take the time to read over the “General” section of your ASSISTS Kit, the reporting forms and the evaluation form found in your ASSISTS Kit. (You can request the ASSISTS kit by contacting the Traffic Safety Office, contact info at the bottom of this guide.) Then, page through (skim) the entire manual so that you know what is there for reference materials and ideas for projects and programs.
Now, take the time to develop a filing system. Using manila folders and a file drawer, place folders into the file with the headings; 
· Community Programs

·  Enforcement
· Training
· Media

· Seat Belt

· Misc.

Place a memorandum on your bulletin board letting all agency personnel, sworn and non- sworn, to let them know of the program, what your goals are and how they can help to achieve those goals. (See attached model memorandum, Exhibit A) Identify other agency personnel who are committed and willing to work with you as a team to achieve your goal of a mini grant and involve them in your plans and let them help you.
Develop a year long plan and list of strategies and place them on the bulletin board and in your calendar. Glance at that often as you go throughout your year and make any adjustments as necessary.

ASSISTS PROGRAM COMPONENTS;
I will briefly go over the five components of the ASSISTS Program and explain what they are and what you can do to and to end up with a good, well rounded year end ASSISTS Report which will be easy and likely to produce a good chance of a mini grant.
Community Programs

Community programs consist of anything that you or anyone in your agency does to educate your community on traffic safety and traffic enforcement. This includes general traffic, pedestrian safety, motorcycle safety and bicycle safety. In your ASSISTS Kit in the General Section and in the Community Program Section you will find many ideas for Community Programs. Although this is a list of ideas and programs, new and ingenious programs are not only accepted but welcomed. Using the enclosed “Monthly Activity” schedule, go through the ideas and think about what you might want to do and develop a list of what you plan to do each week and month of the year.
This is where it is very important to let others in your agency know how they can help receive a grant for your agency. All members of your agency should look for and seize every opportunity to educate your community. A talk to a civic or service group, to a school classroom, day care center, your elderly lunch group and etc are good opportunities to talk to and educate your community and bring the added benefit of great public relations. Ask Officers to seek every opportunity and to take the time to write you a brief synopsis of what they did (who, what, when, how and why?) for your file.
This category includes such things as posting posters, disbursement of pamphlets, booths, talks, demonstrations, mock crashes, ghost out program, mock trials, prom and graduation activities, lock-in’s, teen driving, drivers education class talks and participation, [pledges, proclamations, Saved by the Belt program, child safety programs and clinics, project KISS and other such initiatives.

When developing your calendar, remember, if you do one minor community program (talk, posters, pamphlets) per month and one major event (mock crash, booth, mock trial, ghost out, parade participation, prom or graduation activity and etc.) every couple of months, you should  be able to put together a good year end report.  Try to carry out as many as possible! Start early, spread it out and make it as easy as possible.
Use a coalition and partners in your programming. Partners include EMS, Firefighters, Community and County Health, school health officials, MADD, SADD, student council and others to assist your programming.  Let them take the lead and do the work – you can act as a catalyst and participant to get the program initiated and conducted and it is then part of your ASSISTS Report.
Enforcement
The enforcement portion of the ASSISTS Report is required in order to be eligible for a mini grant. As enforcement is a very important part of the equation to gain voluntary compliance, it carries a high priority. Without enforcement, public outreach and education is limited in achieving the goals of traffic safety. 

Although enforcement is mandatory, it can be made very easy and with little or no resistance from the politicians and public. Here are some tips for a successful enforcement program and report. 
· Develop a Record System

Review the statistics that are required for the ASSISTS Report and check to make sure that you have a system in place to track this information throughout the year and at the end of the year. This may entail talking with your records personnel or the development of your tracking system.

· Set Agency Goals

As with the other components, and especially with enforcement, start early and be consistent is the key to a successful year end report. Take a look at your current enforcement statistics and set your goals for the year. Work with other good traffic safety and enforcement officers in setting goals and strategies. Think about this and incorporate it in your plan. What would your statistics look like if every good traffic officer in your agency would write two (2) seat belt citations per week, one DWI every two (2) weeks and one (1) speed per shift in addition to the mobilization enforcement? Is two or three a good goal for some? In many instances, one seat belt citation per week, per officer would increase your total enforcement statistics and effectiveness and without any public or political fallout. Think about your enforcement statistics in terms of per Officer, including Administrative Staff but excluding any overtime hours. 2,080 hours per year equal one full time officer.  
Then, at least once a month, check your enforcement statistics against your goals and make any enforcement adjustments to achieve your goals. Send out and post reminders to other officers frequently. Discuss your accomplishments and goals with your agency members.

· Mobilizations

Participate in all organized mobilizations. The mobilizations are very effective, very easy to carry out and very easy to report. You will be working in unison and in partnership with other North Dakota agencies. No overtime required. 
· Saturations
Saturations are becoming very popular with law enforcement agencies and officers.  It is very effective in gaining voluntary compliance, especially on problem roadways. A saturation is two or more agencies working together with the same traffic enforcement program at the same time. Saturations can be an organized and publicized or spontaneous when the time allows. Many saturations include local police, the deputies and the North Dakota Highway Patrol. Saturations should be documented and reported on your ASSISTS Report. The idea is to stop as many vehicles as possible in a specific area with focused enforcement.
· Educate your Community and Political Leaders
No one can argue against saving lives, injuries and costs to your community. The message to your political leaders, community members and those who complain about enforcement needs to be consistent;

“We do enforcement to save lives, reduce injuries and costs to our community.  We do our best to save lives and unfortunately, some will not obey the laws on high risk violations and endanger themselves and others, we need to enforce the laws to protect our citizens. The greatest risk of death to our young community members, especially our young is a traffic crash.” 
This message needs to be played over and over to your politicians and community members so they understand what you are doing and why, and give them an answer to those who complain. In addition, when ever you do a mobilization or saturation, take advantage of this and make sure that the information gets to your community and community leaders. What you are doing and why? The answer is as noted above and backed up by the messages and statistics that are provided to you by the Traffic Safety Office.
· Develop Community Partners and Coalitions

When a high profile citizen complains and the politicians are not educated well enough, or you just have one of those unreasonable politicians, it is much easier to sell your programming, gain public support and continue a high public relations if you have Community partners to help speak for you and what you are doing. Take the time to talk to those partners about your common goals, what you are doing, ask their support and try 
to involve them into your efforts. A City Council or Commission will react much differently when a bar owner is complaining about good enforcement if there are several health or EMS officials sitting in the council chambers.  Possible partners;
School/College Health Officials


Emergency Medical Services (EMS)

City/County Health Officials



MADD, SADD Organizations
Physicians/Nurse Organizations


Community Health Organizations

Community Service Organizations


Other?

· Extra Patrol and Misc. Enforcement Programs

Anytime that you put out extra traffic enforcement or put out overtime traffic enforcement, make sure that you document that and place it into your  enforcement file for the year end report. As an example, if you have a problem street or area, and put out extra traffic patrol for that problem, that is reportable. Other programs include compliance checks and any other traffic enforcement program you have conducted. Compliance checks are commonly forgotten for the report so make sure that there is a means to get that information into your enforcement report file.

ENFORCMENT IS HALF THE EQUATION FOR A SUCESSFUL REPORT, START EARLY, BE CONSISTANT AND YOUR STATISTICS WILL BE THERE!

Training

Take the time to read over the requested training information found in the ASSISTS Kit. Then, review the record system to assure that the training can be tracked and easily documented at the end of the year.  As with enforcement, this may entail talking with the records staff to make sure that they track the required information. For most, you will need to develop a record system of your own. Simply copy the report from the Kit, place it into the file folder and when any member of your agency completes training, write it on the copy of the report for final reporting. Put any traffic safety related training into your  report, even the organized “in house” training. Remember the Traffic Safety Office’s Alcohol Forum and try to attend any other training that is conducted during the year by the Traffic Safety Office. Many County Attorneys meet with Officers to discuss local enforcement and prosecution procedures and strategies, that training should also be included in your report.
Media Relations Report

As with the other sections, read over the Media report to see what you need for your report. Media is the number one means of gaining public and political support for enforcement and to build public relations!  Review the media relations information for tips on working with the media.
Before you begin, the media will need to be educated. It is very helpful if you take the time to meet with and talk to your media representatives to let them know why you are doing the media and how they, the media can help.  Let them know their importance and try to get to know them on a personal basis! 

The Traffic Safety Office will put out “canned media” for all the voluntary and funded saturations and mobilizations.
In most all instances, media should carry the message that what ever the focus is, “it is against the law, it is dangerous, it is expensive and we will enforce that violation to protect you and the community members”.  
In addition, putting out your own traffic safety media releases throughout the year is very effective, enhances public relations and builds a good relationship with your media personnel. Think about what is important every month of the year and then place a release addressing that issue. When developing your yearly planning calendar, place it on the calendar and work on the release ahead of time. Examples include, October – Halloween, November – winter driving and winter vehicle preparation, December – responsible party hosting, impaired driving and etc. 

Most agencies now have local public access television. Use this to get your messages out to the public. Develop messages, play tapes, educate your citizens by officer demonstrations and etc. Invite guests.

If you are fortunate to have a local radio or television station, see if you can arrange to have your messages broadcast and if possible, try to give officer developed PSA’s and live broadcasts with officers as guests talking about traffic safety and traffic safety programming.
You will notice that the report asks for media releases and articles given to your media and the number which were broadcast or printed. It is recognized that what you do to develop, release and promote your media is most important and you can not control the actual number which are used. 

Whenever you develop or release a news release, article or PSA, take the time to place a copy of this in your media file folder for your report. Copy and keep all articles printed!
Informal seat belt Surveys

These are very important to your mobilization report. Conduct regular seat belt surveys to see the trend in your community for seat belt usage. Use this information to educate the community and to target specific groups with seat belt education and enforcement. These surveys do not need to be done by a peace officer.  If possible, use youth groups and organizations, civic and service organizations, reserve, EMS and etc. to do the surveys.  This not only relieves you of the work but involves them and makes them a partner. Do the survey and then develop an article talking about belt use in your community as compared to the state average and importance of belt use. Do as many surveys as possible but I would suggest once a month if possible to track your seat belt trend throughout the year. Whenever a survey is conducted, maintain a copy in your seat belt survey file for the final report.
Conclusion
The important thing to remember is to start early, seek as many partners as possible and be consistent. Carry out all the mobilizations and even if you are not funded, carry out all the waves put out by the Traffic Safety Office. Develop and maintain a good record system. Take the minute to document and file so that you will not forget. 
Remember and let your agency personnel know that the goal is to prevent the death or injury of your citizens wherever they may drive or ride and to prevent any fatal or serious injury crash within your jurisdiction for which you are responsible.  
· Your citizens learn their driving and seat belt behaviors within your community. Your agency can prevent them from death in another jurisdiction by what you do. 

· Using a map, take the time to visually document your fatal and serious injury crashes within your jurisdiction. Color code the serious causation factors such as speed, alcohol, seat belt use. Document the age and gender of the driver. Using this method, you can target specific locations and issues. If possible go back as far as convenient but keep this from year to year to see your trends and problems. Post this for public view.   
And importantly, if you have any questions, need some suggestions, need someone to “bounce” a program off of or you need information or materials, do not hesitate to contact me!  

The goal is to have zero deaths within your jurisdiction of responsibility and the State of North Dakota – working together and in unison with the other North Dakota Law Enforcement agencies, that goal is achievable!  
TOWARDS ZERO DEATHS!
IMPORTANT TIPS!
· Plan your year’s activities as best as you can and try to spread them out over the year but be consistent – this reduces the stress and enhances your successes. Schedule when you will begin to plan the specific initiative as well as the month, week or day you plan to carry it out.
· Enforcement is important as well as outreach and education programs. Try to have a well balanced program over the year.

· Follow all mobilizations and saturations and document and report those of which the TSO requests. Maintain your documentation for your report.

· Enforcement, enforcement, enforcement! As with the outreach, good and consistent enforcement throughout the year will give you great enforcement numbers, will be easy to attain and will not produce political enforcement issues.  

· Get as many personnel from your agency on board as possible. Give them a partnership in the program and share the tasks.  Officers, who are good at public education, give them those tasks.  For those who are good at enforcement, ask them to set enforcement goals for your yearly program. A citation a day adds up to a lot of citations per year! 
· If you are alone working on the program, many other agencies and officers have very successfully won grants with one committed officer.  It is what agencies do given their resources (people).

· Develop and maintain a good filing system. Make sure that you and your people take a minute to document what they did right away and get it to you to file so it is not forgotten.

· Your report will be evaluated using Community Programs, Enforcement, Training, Media and Informal Seat Belt Surveys.  Agencies which have a well rounded program and have the best numbers in each category, have the greatest chance for a grant!  The more difficult the project, the greater the weight (For instance Mock Crash vs. classroom talk).
· The more activities including community outreach, education, training, enforcement and media, the greater your chance for a successful ASSISTS Report. Look at and monitor the numbers consistently throughout the year.

Sponsored by North Dakota Traffic Safety Office
Sandy Wilson

ASSISTS Program Manager

North Dakota Traffic Safety Office
608 E Boulevard Ave.

Bismarck, ND 58505

Phone : 701-328-2899

Email : swilson@state.nd.us
Exhibit A
Memo To:
All Personnel
From:

(your name)

Date:

(Date)

Subject:
ASSISTS Traffic Safety Program

The ASSISTS Program is a program offered by the North Dakota Traffic Safety Office to work towards zero deaths by reducing the number and severity of traffic crashes.  Traffic crashes are the number one, greatest cause of death and risk for our young (18 months to 34 years). This program entails both education and enforcement strategies. It is year long, beginning on October 1st and continues through September 30th.  A report on our specific educational and enforcement efforts is submitted on the last Friday in October and then based upon this report, we may receive a $1,000.00, $2,000.00 or $3,000.00 grant for equipment, training or enforcement.
To make this a successful effort, we need to work together and I really ask for your help and support. I will do the reporting for this agency. When the North Dakota Traffic Safety Office puts out saturations and mobilizations throughout the year, I will post it or forward the information to you.  Please do what you can to carry out the programming, both the education and enforcement and report that to me for the final report.  I will be keeping this information in a file for that purpose. 

What ever you do, please think traffic safety and talk to groups, post posters, hand out pamphlets or arrange for traffic safely programming. Then, please take a minute and write a synopsis of what you did and give it to me for the file and report.  

I want to stress the fact that this is our program and if we all work together, possibly will can receive a grant this coming year. I want to thank you for your help and if you have any questions, please let me know.

__________________________.

(Your name)

MONTHLY ACTIVITY CALENDAR OF POSSIBLE PROGRAMS AND INITIATIVES

Possible Activities
Here are some suggestions as to how to fulfill your commitment in the funded program and to best increase your chance of a grant through the ASSISTS program. This is not a complete list. Using this, you’re “ideas” found in your ASSISTS manual and your own ideas make a plan for your yearly activities.
October – November

· Plan your 2007 ASSISTS year. Develop a filing system, a calendar of the events you want to carry out and send a memorandum to all agency personnel. Review the “ideas” in the “general Section” of your ASSISTS Kit for ideas.

· Conduct informal seat belt surveys to get a base line for the seat belt usage in your community/jurisdiction.

· Distribute “not a drop” information to the school kids. Fall is a high risk time for high school students drinking and driving. Distribute “not a drop information and develop a new article or release talking about the teen drinking and driving issues.

· Halloween programming and enforcement, news articles.

· Thanksgiving programming and enforcement, news articles.

· Homecoming media, activities and enforcement and media.
· Informal Seat Belt surveys.

· Proclamations. 
December - Impaired Driving

· Develop a campaign to educate the liquor stores on responsible and legal retail sales. Set up a “sober cab” and a “designated driver program” in your community.

· Seek opportunities to speak to groups and school kids about impaired driving, illegal consumption and hosting a party.  Include legal issues.

· Place articles in the news papers regarding impaired driving, hosting a party, legal and liability issues.

· Run PSA’s about impaired driving.  Use as many officers as possible. Place PSA’s on your local cable access.

· Place posters and pamphlets in key locations, especially where youth are likely to gather and liquor stores. 

· Use pay envelopes and local utility billing envelopes to wish your citizens “Happy Holidays” from your agency and give them information regarding impaired driving and seat belts and available traffic safety programs. 

· Always include the importance of seat belts and use these opportunities to give information about “winter driving”. 

· Saturations and enforcement programs.
· New Year Eve/Day media, education, sober cab and enforcement.
January – February

· Develop plans for Super Bowl Sunday enforcement. 

· Develop plans for spring and summer enforcement activities including the Memorial Day Mobilization
· Begin planning for your prom and graduation activities, mock crashes, crash cars and school activities such as ghost outs and other activities. Set dates, make contacts, develop partners and etc.

· Develop a departmental “Saved by the Belt” program and make it part of the department policy.

· Seek Commission and Council resolutions and proclamations for support of zero tolerance for impaired driving, child restraints and seat belt violations. Use this opportunity to educate the political leaders and citizens. Focus on saving the lives of your young citizens.

· Develop a departmental policy for zero tolerance for impaired driving, child restraints and seat belts. 

· Prepare letters to the parents and students who are graduating.

· Re-visit areas for posting traffic safety posters and pamphlet distribution. Don’t forget the schools.

· Request time in your local driver’s education class to talk to the students. Demonstrate with the fatal vision goggles and etc.

· Seek opportunities to talk with students and community groups about traffic safety.

· Develop KISS program (see ASSISTS manual)
· Enforcement projects and saturation.

· Seat belt surveys.

March, April and May

· Plan your Memorial Day educational and enforcement program.  Prepare media releases, set dates, seek proclamations and inform officers.

· Carry out planned spring activities including prom and graduation.  Send the letters, speak to students, place an article in the local paper regarding teen driving, not a drop and seat belts.

· Seek student organizations, (SADD, Student Councils, social studies class) to lead and carry out seat belt and not a drop programs and projects in your schools.

· Seek community organizations and groups (Community Health Organizations, County Health Groups, Parent Teachers Organizations, Emergency Services Personnel and etc.)  to lead a movement to educate the community and demand a zero tolerance on impaired driving and vehicle restraints. 

· Just prior to the May mobilization, in addition to your local informal seat belt survey, conduct an informal seat belt survey of your students.  Use this survey as a media release and then conduct a follow up survey and media release.  

· Carry out the Memorial Day Belt mobilization.  Ask officers to place a zero tolerance on seat belt and child seat violations. Hang posters in officer’s rooms. Give information to each officer concerning the importance of their active participation. Develop and carry out an Officer incentive or recognition program for “most valuable officer “ for each wave.

· Enforcement projects and saturations.

· Seat belt surveys.

June, July and August

· Plan and carry out your summer activities including the distribution of information to your community. Plan for booths at community events, county fairs and church events.

· Use the rollover simulator, crash car and fatal vision goggles for display and demonstration.

· Continue media releases regarding seat belts and impaired driving.  Prior to the school year, place an article in your media discussing student driving and pedestrian safety. Localize this release focusing on your local problems and issues.

· Continue seeking opportunities to talk with organizations and groups about traffic safety.

· Prepare back to school programs including educating students and enforcement activities. 

· Plan and begin your Labor Day mobilization activities.  Set your agency focus (seat belts, impaired driving, aggressive driving, speed). Set dates and times for educational and enforcement activities.  Prepare media releases, officer information and seek commission and council proclamations. Remember the informal seat belt surveys. 

September - October

· Carry out planned mock crashes, display of a crash car and other planned school programs.

· Carry out the Labor Day wave. Remember the informal seat belt surveys.

· Submit your ASSISTS Report! (Due last Friday of October)
· Plan the upcoming ASSISTS year.

· Enforcement programs and saturations.

· Seat belt surveys

Other: 

· Look over the ideas in your ASSISTS manual. Give the ideas to other Officers, Police Reserve, Law Enforcement Explorers, Rescue Squads, SADD and MADD Groups and Community Health Organizations to carry out traffic safety programs.

· All projects and programs relating to traffic safety will be of great benefit to your total traffic safety program. Do what you can as often as you can with your available resources.
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