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LESSON PLAN
	Course
	CSO New Powers & Refresher Training Programme

	Subject/Topic
	Reporting Procedure
	Location
	Vantage Point

	Tutor Name
	Eve Churchward
	SoW Date
	

	Date
	18th March 2024.
	Time
	45 minutes.
	Duration
	
	No. of Candidates
	14



	Aim

	
The aim of this session is for Community Support Officers to understand the reporting process and apply the process during their daily duties.


	Objectives

	
By the end of this session learners will be able to:

· Understand when to report someone and for what type of offence.
· Explain the POCLAROC reporting process.
· Understand the purpose of a summons and how it is issued.
· Know what a PCR is and how it is used.






	Notes

	
Resources necessary for session:

· Laptop and HDMI Lead
· Screen
· Speakers
· Flipchart & Pens
· Handouts 
· PowerPoint Presentation

Needs for differentiation: 

•	Power Point to be shared to students who require it for additional revision and additional learning needs
•	Handouts with relevant points to be given to all at the end of the session
•	Time set at the end of the session for students to ask questions openly or in private to complete understanding. 
•	Lighting to be adjusted if required

Key skills/ functional skills opportunities:

•	Literacy & numeracy assessed via course application
•	Literacy skills learned through reading the PowerPoint, communication assessed through asking questions and listening, and numeracy skills developed through learning the numerical sections of the legislation
•	Further skills developed through listening and observation of video examples. 
•	Seats in horseshoe shape to promote discussion and communication

H & S & Safeguarding considerations:

•	Masks, antibacterial wipes, and sanitiser available in room following previous and on-going Covid-19 concerns
•	Students aware of emergency procedure and alarms. 
•	Bags put away and clear of trailing leads for student laptops.


British Values/SMSC/E&D:

•	The 5 British Values, Democracy, Rule of law, Individual liberty, Mutual respect & Tolerance are all promoted, and observed during   sessions
•	Spiritual/Moral/Social/Cultural aspects are all promoted and observed during sessions
•	Equality & Diversity are all considered and implemented in the classroom and on materials.






	Time
	Topic/Content, Tutor Activity
	Learner Strategies & Activity
	Support & Resources
	Assessment Methods

	1 min

	· SLIDE 2 - Aims & Objectives
Trainer to read out the aims and objectives from the slide.
	Listening
	Explanation with power point.
	N/A

	2 minutes 





1 minute





10 minutes.




















3 minutes



5 minutes








3 minutes









15 minutes








	· SLIDE 3 – When would you report?
Trainer to ask the question and discuss the relevant offences of littering, Traffic offence reports and Local Authority Fixed Penalty Notices.

· SLIDE 4 – POCLAROC.
Trainer to explain that POCLAROC is the acronym used to report a person for committing a relevant offence.

· SLIDE 5 – POCLAROC.
Trainer to explain each element of the POCLAROC process:
Point Out the offence,
Caution (‘When questioned’)
Legal – Tell them “You are not under arrest & not obliged to stay with me but its an offence if you leave”.
Admin – Obtain, name, address and date of birth, do PNC and niche checks.
Report for the Offence – tell them “I am now reporting you for the offence of…”.
Caution (‘Now’)

Trainer to explain that there can be no more questions asked after the last caution, not even “Do you understand”. Also, the caution replies must be recorded.


· SLIDE 6 – What is a summons?
Trainer to explain what a court summons is. 

· SLIDE 7 – Service of a summons.
Trainer to explain that a summons can be posted to the last known or usual place of abode or any other address given by the person for this purpose. It can be served in person or left with another person at the last known or usual place of abode.

· SLIDE 8 – What is a PCR?
Trainer to explain that a PCR is a Postal Charge & Requisition and is a type of summons. It is used for minor crime and most traffic offences and there is no requirement for the offender to attend court. They can plead guilty by post, or the courts can prosecute in absence known as ‘proof in absence’.

· SLIDE 9 – EXERCISE – In pairs go through the reporting process for littering. Trainer to explain the scenario of a person throwing litter that they witness and to use the reporting process (POCLAROC) to report the person for the relevant offence.

	Listening and questions.




Listening


Listening












Listening, question and answers and discussion.

Listening, question and answers.




Listening, question and answers.





Pair work, students to role play the reporting process.
	Explanation with Power Point

	Communication & questioning for formative assessment.

























































Summative assessment through observation.

	5 minutes.
	
· SLIDE 10 – Questions
Trainer to ask if there are any questions about the reporting process.


	
Question and answers.
	
	



	Evaluation
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