Employee Handout for SafeStart Awards and Online Course
The following template may be helpful for communicating with your employees about Taking SafeStart Home and the SafeStart Awards Program.  A handout with this information should be available to distribute during Unit 5 of your workplace SafeStart training.  Information that you must provide is indicated in < >.  Obviously, you may modify this, or create your own version to suit your organization’s needs.

Dear Associate,

We hope the SafeStart training you have received is helping to keep you safe, at work, on the road, and at home.  And we hope you’ve decided to Take SafeStart Home, using the DVD kit provided to you.  Instructions on how to provide training and awards to your family are provided in the kit.  
On the back of your SafeStart Awards brochure, please fill in the following:

Our Company ID number is <XXXXX>.  
Employee ID Number: use your <company name> employee ID number.
You have the option to have family members take the SafeStart course online and you can also share your workbooks with them.  Both entitle you to participate in the awards program, so even if you don’t have internet access you can still fully participate.  Online Course Login Instructions are attached.

If you need assistance, or would like to comment on the course, please contact me, or use the help button available online.

<Add any additional comments about how your organization intends to support Taking SafeStart Home, such as distributing certificates, contests or awards.  As well, you may need to add comments that assure your employees that this training is optional, and that participation will not be monitored.  Even though there is a final exam at the end of the online course, the scores are not displayed on any reports.  Quiz results from the Awards program are not available to management.>
Thank you for your participation in Taking SafeStart Home!

Sincerely,

<your name, title and contact information>
Online Course Login Instructions
[CUSTOMIZE THE FOLLOWING PARAGRAPH FOR YOUR COMPANY]
All employees and their families are invited to complete the SafeStart five-unit online course.  We feel it is an additional personal safety development opportunity that will be of value to you and your family. You may offer this to older children (recommendation 12 years and older), spouses and close friends.  There are five units and each one takes about an hour to complete. If you need to leave the course before you finish a unit, a “bookmark” will be placed at that spot so that you can start where you left off when you return.
Use the following five steps to get started:
Go to www.safestart-home.com.
1. Choose your connection speed: “Dial-up” or “High-speed.” The “Dial-up” version of the course does not have any graphics or narration. The “High-speed” version has graphic animations, music and narration. You can try out either option. However, “bookmarks” placed in one version will not transfer to the other version if you decide to switch.

2. Click the yellow sticky note “Take the course.”

3. Enter your login information. NOTE: The screen below is the one for the “High-speed” version. The login screen for the “Dial-up” looks a little different, but requires the same information.
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“ACCOUNT”—[INSERT THE COMPANY ID NUMBER YOU RECEIVED FROM ELECTROLAB HERE]
“PASSWORD”—[INSERT DIRECTIONS FOR PASSWORD CREATION HERE. YOU HAVE SEVERAL CHOICES: EMPLOYEE NUMBER FOLLOWED BY THE FAMILY ID NUMBER FROM THE AWARDS BROCHURE IS ONE SIMPLE SUGGESTION.  YOU CAN ALSO USE EMPLOYEE NUMBER FOLLOWED BY INITIALS FOR EACH FAMILY MEMBER, TELEPHONE NUMBER FOLLOWED BY INITIALS FOR EACH FAMILY MEMBER, OR LAST NAME FOLLOWED BY INITIALS FOR EACH FAMILY MEMBER] NOTE: The password must be unique for each person logging into the course. Passwords must be at least 8 characters, but less than 12 characters long.
“LAST NAME”—Your last name will appear on the course Completion Certificate.
“FIRST NAME”—Your first name will appear on the course Completion Certificate.
Click “SUBMIT” to begin the course.
Online Course Helpful Tips

Here are some helpful tips for you:
1. The lighter gray panel on the right-hand side of the screen contains a “course map,” playback control buttons and a “LOGOUT” button

a. The “course map” indicates where you are in the course. The most helpful information is the SafeStart unit that you’re on (UNIT_ID) and where you are within the unit (SECTION_ID). The SafeStart course consists of five units that take about one hour each to complete.
b. There are three playback control buttons. Clicking “PAUSE” allows you to stop the playback to think about what you just heard or take a short break. Click “PLAY” when you’re ready to continue. “REPLAY” takes you back to the beginning of the page that you are on (see PAGE_NUMBER in the course map).
c. You can logout at any time by clicking on the “LOGOUT” button.  When you logout, your place in the course will be “bookmarked.” This means when you login next time you will be given the option of either returning to the same place you were or starting the course from the beginning. It is very important that you remember your password so that your bookmark will work properly!

2. As you work your way through the course, you will be presented with several multiple-choice and true-false questions.
a. Click on the check box beside the answer that you feel is correct. Some multiple-choice questions will have more than one answer that is correct. Once you have marked all of the answers that you feel are correct, click on the “CONTINUE” button. If all of your answers are correct, the lesson will continue. If you have one or more incorrect answers (an incorrect answer checked or a correct answer not checked), then you will be asked to try again.
b. If you're really stuck you can simply check off all the possible answers. When you press “CONTINUE,” a red “X” will appear in the check box of the incorrect answers and a green “(“ will appear in the check box of the correct answer. Now, you’ll be able to move forward. 

3. When you finish the unit lesson material and complete the end of unit quiz, we recommend waiting a day or two before beginning the next unit. To do this, press the “LOGOUT” button. When you return, your “bookmark” will take you right to the beginning of the next unit.
If you experience any problems, or have any questions or comments about the SafeStart Online course, see you SafeStart Administrator. Contact [ADD THE NAME AND CONTACT INFORMATION HERE].

