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	Sample Letter to Prospective Committee Members

	

	

	

	(Date)
Dear (agency name),

Did you know that traffic collisions are the leading cause of death among teen age youth?  In fact, every fifteen minutes, someone in the United States is injured or killed in an alcohol-related incident.  The (agency name), in conjunction with the California Highway Patrol and the Office of Traffic Safety, is taking a proactive step in educating local high school students about making mature decisions when alcoholic beverages are involved.  In the (spring or fall) of (year) the (agency name), in cooperation with various city, county, state and local community groups, will host a program called Every 15 Minutes at (name) High School on (program dates).

Every 15 Minutes is a two-day program involving high school junior and seniors which encourages them to think about personal safety when alcohol is involved.  The program challenges them to make mature decisions and recognize that their actions affect others besides themselves.

We would like to invite you, or a representative from your agency, to participate in this event.  In order to guarantee the success of this program, we are soliciting participation from law enforcement, firefighters, emergency medical responders, our community hospital, coroner, chaplains and counselors, local business, and community members.

We will be having an introductory meeting on (date) at (time).  The meeting will last approximately one (1) hour and take place at (location).

Enclosed is a summary of the program for your review.  If you have any questions regarding the program, please feel free to contact me at (phone number).  Thank you in advance for your interest and participation in this program.

Sincerely,

Every 15 Minutes Committee Chair

	

	

	

	

	

	

	

	

	Sample Thank You/Information Letter to Parents

	

	(Date)

Dear Parent(s):

You have received a mock death notification for your child.  We understand the emotions you are experiencing right now, but there is good news.  You will see your child tomorrow!  We have listed information that you will need to know before tomorrow’s assembly, where you will be reunited with your child.

1. A Parent Retreat is available to you and your family at (name) High School, at (time), in room (number).  The Parent Retreat was developed to give parents of the living dead students and crash victims, an opportunity to talk about their experience with others.  During the group discussion, a chaplain and/or counselor will offer consoling words and explanations for the emotions you are feeling during the hour long session.  Towards the end of the retreat, parents close by writing a letter to their son/daughter addressing how it felt to lose him/her today.

2. Write a letter to your child, describing how it felt to hear that he/she was killed in an alcohol related incident.  Say your heartfelt good-byes in the letter: “I never got the chance to …”  This is very important and shows your child how valuable they are to you and how you would be greatly affected by their death.  We have enclosed two sheets of lined paper for your letter.  Your letter will be given to your student immediately following the assembly.

3. The assembly starts at (time) on (date).  Please be at (name) High School in the (location) by (time).  You will be seated first.

4. A reception will immediately follow the assembly in (location) for families, student participants, emergency personnel, and volunteers.

Chaplain (name) and/or a counselor (name) is on-call for you and your family.  If you should need any assistance during the next 24 hours, please do not hesitate to call him/her at (phone number).

In case of emergency, please contact (name) at (phone number).

Once again, thank you for your support of this powerful program.  Your generous commitment is making a difference for our students at (name) High School.

Sincerely yours,

Every 15 Minutes Logistics Committee


	Sample Letter to Prospective Sponsor

	

	

	


Every 15 Minutes Committee Chair

	


	Sample Invitation Letter (VIP)

	

	

	

	(Date)

Dear _______________________,

Did you know that alcohol-related collisions are the leading cause of death among teen age youth?  In fact, every fifteen minutes, someone in the United States is injured or killed in an alcohol-related incident.  The (agency name), in conjunction with the California Highway Patrol and the Office of Traffic Safety, is taking a proactive step educating local high school students about making mature decisions when alcoholic beverages are involved.

The (agency name), in conjunction with the California Highway Patrol and the Office of Traffic Safety, will be hosting an Every 15 Minutes Program at (name of school) High School located at (address of school).  This two-day event will be held on (dates of event).  The crash simulation will be held on the first day at (time) and the assembly will be held on the second day from (time) in the (location on school campus).  There will be refreshments served at a reception immediately following the assembly for the participating students, parents, volunteers, and guests.  You  are cordially invited to witness both days of this spectacular event.

Please RSVP by calling (coordinator) at (phone number) by (date).

I appreciate your show of support for the program and look forward to seeing you at the event.

Sincerely,

Every 15 Minutes Committee Chair


	Sample Obituary
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	Stephanie Michelle Ponter

	

	Stephanie Michelle Ponter was killed on May 22, 2002.  Eighteen years old and a recent graduate from Samuel Jackson High School, Stephanie was returning home from her volunteer job when she was hit from behind by a suspected intoxicated motorist.

Stephanie was an active participant in numerous school and extracurricular activities.  She is remembered by family and friends as a truly giving individual.

Stephanie is survived by her parents, Steven and Marcie, brother Joshua, and sister Andrea.

A memorial service will be held at Blessed Heart of Mary Church on Saturday, May 26, 2002, at 10:00 a.m.

Your laughter was infectious and your giving nature was a comfort.


	Sample Notice to Residences

	

	

	


This Is Only A Drill

	


	Responsibilities Sign-Up Sheet (continued)

	
	

	Student Retreat Committee

Responsible for organization of the student retreat.

Chair:  _________________________________

Members:  ______________________________

_______________________________________

_______________________________________


	Parent Retreat Committee

Responsible for organization of the parent retreat.

Chair:  _______________________________

Members:  ____________________________

_____________________________________

_____________________________________

	Chair:  _________________________________

Members:  ______________________________

_______________________________________

_______________________________________


	Chair:  _______________________________

Members:  ____________________________

_____________________________________

_____________________________________



	Chair:  _________________________________

Members:  ______________________________

_______________________________________

_______________________________________


	Chair:  _______________________________

Members:  ____________________________

_____________________________________

_____________________________________


	Committee Phone List

	

	Name
	Agency/Address
	Phone
	Fax
	E-mail
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Student Name

Information

Permission Slip

Obituary Form

Student Application

Mock Death Notification 

Information

Class Schedule

Media Release

Retreat Reminder

* Note:  Make sure all pages of each form are submitted.



	Command Post Personnel/Assignment Sheet

	
	
	
	

	Number
	Title
	Number
	Title

	
	
	
	

	

	Coordinators:
Checks in students and luggage:

Checks in VIPs, distribute name tags, give out T-shirts:

Takes photos at hospital, morgue, jail, and bring students back to campus; escorts VIPs to scene:

Reaper(s):
Takes photos at and escorts VIPs to scene:

Escorts Living Dead to place headstones in cemetery:


	
	Plays heart beat tape:

Makes up the living dead:

Pick up food & beverages, set-up and clean-up (morning juice/pastries, lunch, snacks):

Officers
Reads obituaries in classroom:

Gives FSTs and transports DUI suspect to jail:

Delivers death notification:



	

	Command Post Personnel/Assignment Sheet (continued)

	
	
	
	

	Number
	Title
	Number
	Title

	
	
	
	

	
	Chaplains/Counselors:
In command post:

Set-up on campus:

Goes to classrooms with Reaper:

Delivers death notifications:

Parents retreat:

Moulage personnel for crash scene students:


	
	Video personnel; scene, morgue, hospital, jail, parents notification:

School staff (leads Reaper to rooms; administers homework assignments, etc.):

Fire Personnel; Ambulance; Hospital; Coroner; Tow Co.; Helicopter:

Chaperones
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		* Note:  Make sure all pages of each form are submitted.
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