VCVA Quarterly Report Instruction Sheet

NOTE:  The terms victim/witness and client are used interchangeably in this document and should be interpreted to mean the same thing.

Complete this form on your computer.  There are active drop down boxes and check boxes to fill in certain information.  Tables with numbers do not auto-sum.  You must do your own calculations.

Identify the quarter of the report:  Check the appropriate box for the months you are reporting.  Check boxes are active.

Agency:  The name of the agency.

Program Category:  A drop down box is active to select the program category.  You may only select a category that is in the list, you cannot type in a category.

Grant #:  Grant number for FY12.  It is in the format 12-XXXX.

Grant Amount:  The total amount of funds the agency is awarded for this grant year.

CERTIFICATIONS:  Signatures are required from the Program Officer and the person who signs the time sheets for the VCVA funded staff.  Both signatures must be on the front page.

Grant Contact Person:  Name, email and phone number for the person to contact regarding any questions about the report or the activities of the VCVA funded staff person.  This may be the same person who prepared the report.

A. TYPE OF VICTIMIZATION FOR NEW CLIENTS:  Record the number of victims the VCVA staff person assisted in the corresponding crime category.  Report only the number of new clients.  Only count a victim/witness once.  The total should reflect the number of clients assisted in the quarter.  

B. CLIENT SERVICES-ALL PROGRAMS COMPLETE THIS SECTION:  All programs use this page to report the types of services provided to victims/witnesses.  Regardless of the number of times you assisted a client with a service listed on the left side of Chart B, you may only record the assistance once.  For example, if you assisted a victim to register for AVN, count that victim as (1) in the “Assistance with AVN Registration” row.  If that same victim required further instruction with AVN registration, at another time, DO NOT count it again.  

C. POLICE/PROSECUTION PROGRAMS ONLY:  Only law enforcement agencies and State’s Attorney’s offices use this section.  Like Section B, you may only record the assistance for each victim once.  For example, if you went to court with a victim for the first court appearance then accompanied them again to court for the same case; you count that as service to one victim.  Court notifications refer to the total number of victims notified.

D.	LEGAL ASSISTANCE PROGRAMS ONLY: Only legal assistance and legal advocacy programs use this section.  Like Section B, you may only record the assistance for each victim once.  For example, if you went to court with a victim for the first court appearance then accompanied them again to court for the same case; you count that as service to one victim.  

E.	THERAPY PROGRAMS:  Only therapy programs utilizing licensed therapist use this section.  Count the total number of individual sessions, either new or ongoing clients, in the appropriate box.  Count group sessions as one event, not the number of people in the session.  All group sessions are counted in the ongoing client category.  Report cancelled appointments or no shows.  

F.	CASA/CAC/CHILD VICTIMIZATION PROGRAMS:  Only programs serving child 	victims of sexual/physical abuse or neglect use this section.  Count the total number of individual sessions, either new or ongoing clients, in the appropriate box.  Count group sessions as one event, not the number of people in the session.  Count meetings and trainings as the number of meetings attended or trainings provided in the quarter.  Record these in the new clients column.

G.	VCVA-FUNDED TRAINING INFORMATION:  Only programs funded to provide training use this section.  This is primarily state coalitions and agencies that provide technical assistance to their member organizations.  Always attach an agenda of the training to the report.  If more than one training occurred in the quarter, use the “enter” key to separate the information for each training, for example: 

	Dates and Times of Training:
	8/30/11  10:00 a.m
9/15/11  2:00 p.m.     



H.	PROGRAM ACTIVITIES:  Report activities or write a brief case synopsis describing how the work of the VCVA funded staff demonstrates progress towards the accomplishment of the goals and objectives.

I.	FUNDED STAFF INFORMATION:  Report if there has been a change in the VCVA funded staff person.  If so, take appropriate action.

DEFINITIONS – CRIMES

	Non-offending Parent
	A parent, step-parent or guardian of a victim who is not alleged to have committed the violent crime against the victim.  

	Children of DV Victims
	Children who witness the violence.

	DUI with Death or Injury
	A DUI where an injury or death results to a party other than the driver.

	Home Invasion (Victim Present During Crime)
	A home robbery or assault where the victim was present in the home during the crime.

	Homicide Survivor
	Family or significant other of the homicide victim 





DEFINITIONS – SERVICES

	Services
	

	Information About Victim’s Rights
	Providing information about victim’s rights as provided in the Rights of Crime Victims and Witnesses Act, (725 ILCS 120/1)

	Information about Crime Victim Compensation
	Providing information about crime victim compensation as provided in the Crime Victims Compensation Act (740 ILCS 45)

	Assistance with Crime Victim Compensation Forms
	Assisting victims with forms regarding crime victim compensation 

	Information Regarding the Automated Victim Notification System  (AVN)
	Provide information regarding automatic victim notification as provided in the Rights of Crime Victims And Witnesses Act, (725 ILCS 120.8.5)

	Assistance With AVN Registration
	Assistance in registration in the AVN system

	Financial Assistance Information
	Any information regarding financial assistance related to the victimization

	Information/Referrals
	Assisting victims with referrals and information about appropriate services for their situation including but not limited to, initiating contact with other services, providing written information about other services, making appointments with appropriate services.

	Crisis Intervention
	Assistance during the initial phase of reporting the crime or at the scene of the crime.

	24 hour Crisis Line
	A phone line available to victims to seek help that is staffed 24 hours/day.

	Immediate Needs Assistance (Food, Short term financial needs, etc)
	Any assistance with food, housing or financial assistance that is needed immediately following the crime.

	Shelter Assistance
	Assistance in relocating to a domestic violence shelter

	Transitional Housing Assistance
	Assistance in relocating to domestic violence transitional housing program

	Follow-up Services
	Contact with a victim after the crisis phase of a crime to assess their needs for further services

	Serving as a Liaison
	Intervention with other institutions such as but not limited to hospitals, schools, employers, social service agencies

	Transportation
	Assisting in transportation to court, interviews or other appointments related to the crime

	Safety Planning
	Educating a victim on techniques and strategies to secure their personal safety

	Order of Protection Assistance
	Assisting a victim with forms or court appearances in an effort to obtain an order of protection

	Employer or School Intervention
	Providing an employer or school with appropriate information to help the victim obtain services or avoid penalties with the institution

	Support Groups
	Groups conducted to enhance understanding and support victims in similar circumstances

	Domestic Violence Education Group
	Groups conducted to enhance the understanding and dynamics of domestic violence so victims can make educated choices for their future

	Medical Advocacy (on-site)
	Advocacy related to issues arising in a health care setting.

	Court Advocacy (on-site)
	Accompaniment of the victim to criminal or civil court proceedings or administrative proceedings.

	Elder Care Plan
	A plan for needed services and making referrals for services related to the crime

	Case Management
	Assist in the planning, coordination, monitoring, and evaluation of services for a client with emphasis on quality of care, continuity of services, and cost-effectiveness



