	
	Instructions for Scheme Forms 1a, 1b & 2



	Form No.
	Title of Form
	Instructions for Using Form
	Action required with completed form

	FORM 1a
	Referral & Eligibility Form
	· To be completed by the Referrer or the person returning to the home to carry out the home safety check (this can be the same person if the Referrer is able to undertake the home safety check at the time of visit).  
· The form needs to be signed by the Referrer/Checker and the Parent/Carer.


	· The form must be sent to the administrator. The administrator must enter the details on the RoSPA spreadsheet.

· Forms and spreadsheets must be sent monthly to RoSPA.


	FORM 1b
	Equipment & Eligibility Form
	· Once eligibility has been confirmed Referrer/Checker to complete Form 1b (up to Section 6) to establish safety equipment needed.

	· The form must be sent to the administrator. 

· Section 6 to be completed by the administrator.

· The administrator must enter the details on the RoSPA spreadsheet.
· Adminstrator to send two copies of the form to the installer.

· Installer arranges appointment to fit equipment/carry out modifications and takes along the two copies of Form 1b.

· Installer completes Section 7 of both copies of Form 1b and gives one to the parent and keeps the other.

· Installer sends a copy of completed Form 1b to the administrator, and another copy to RoSPA at the end of the month with their invoice.
· The administrator must update the details on the RoSPA spreadsheet.
· Forms and spreadsheets must be sent monthly to RoSPA.


	FORM 2
	Parents’ Form
	· To be completed by the Referrer/Checker during the home visit, and the Home Safety Checklist left blank for parent to complete one month after the visit.
· The form needs to be signed by the Referrer/Checker.


	· The form to be kept by the Parent/Carer for their own record of the visit.




