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Violent Crime Victims Assistance Act (VCVA) Quarterly Report

Instructions

The following instructions should be used in conjunction with the VCVA Quarterly Report.  Each item listed on the quarterly report will be defined in this document.  If you cannot find a service listed in this document, please contact your grant monitor for clarification.  
Technical Requirements

To fill-out the quarterly reports, you must have Microsoft Word, Microsoft Excel, and an email address.  If you cannot meet these requirements, please contact your grant monitor for hard copies.

To add rows to category and service options, place your cursor at the end of the last row and hit Enter.  However, a new category or service option cannot be added without permission from the grant monitor.

FRONT PAGE DESCRIPTION:


Please pick the category that your program fits into for Program Category:

	Bias Violence

	Child Victimization

	Community Based V/W

	DUI

	Family Violence

	Homicide Survivor

	Police Based V/W

	Prosecutor Based V/W

	Senior Victims

	Sexual Assault

	Training


A.
TYPE OF VICTIMIZATION FOR NEW CLIENTS:  

Please report the number of new clients that were served by grant funded personnel only.  List the total number of new clients served per category for each type of crime.  

	Victim
	Primary Victims Only.

	Non-Offending Significant Others
	Any secondary victims.  Includes those individuals the primary victim considers to be part of their family unit.

	Witness
	Those who witness a crime.  Includes family members that were present when the crime occurred.


Example    *

The VCVA grant pays for the salary of 1 full time advocate and a contractual counselor.  During the quarter, the following NEW individuals request services:

1. A 10-year old girl was sexually abused by her father.  She currently lives with her mother and 3 siblings at her grandmother’s house.  Also living with them is a close family friend referred to as “Aunt Sally.”  All of the above request counseling.  

2. An 18-year-old girl was shot by her neighbor.  The victim requests advocacy services, and both the girl and her neighbor request counseling.

3. A 40-year-old woman is battered by her husband.  Her two younger children live with her and witness the abuse, though they were never abused themselves.  Her oldest child lives with another family member and never witnessed the abuse.  The woman requests advocacy for herself and counseling for all of her children.

4. A 16-year-old girl is shot and killed.  Her divorced parents request advocacy services.

	CRIME
	VICTIM
	NON-OFFENDING SIGNIFICANT OTHERS
	WITNESS
	TOTAL

	Battery
	1
	     
	     
	1

	Crimes Against a Child:

Sexual Assault
	1
	6
	     
	7

	Domestic Violence
	1
	1
	2
	4

	Homicide Survivor
	2
	     
	     
	2


Reasoning:

1. The child that was abused is the primary victim.  The other family members, including the “Aunt” are accounted for in the family members section.

2. The victim is accounted for in the battery category.  Her neighbor, as the offender, cannot be served by grant-funded personnel.

3. The mother is the victim.  The children that witnessed the abuse are accounted for in the witness category while the oldest child is considered a family member.

4. Both parents are primary victims under the category “homicide survivor.” 

B. CLIENT SERVICES: 

Report the total number of times a service was provided plus the total number of clients that received the service.  Both numbers must be provided.  

Example    *

The VCVA grant pays for the services of one counselor.  During the Quarter, the counselor holds the following sessions using grant funds:

1. Weekly individual counseling sessions to 5 victims. 

2. Monthly group counseling sessions for teenage victims of sexual assault.  30 teenagers come the first month, 22 for the second month and 19 for the third month.  

3. Advocate accompanied one victim for 3 follow-up doctor visits after a sexual assault.

	Services
	Number of Times Service is Provided
	Number of Clients Who Receive Services

	Individual Issue Counseling
	60
	5

	Group Counseling
	3
	71

	Medical Advocacy
	3
	1


Reasoning:

1. There are 12 weeks in the quarter and the counselor held 5 sessions each week.  These were individual sessions, so only one client was seen in each session. 

2. There are 3 months in the quarter, so the group session was held 3 times.  For those 3 sessions, a total of 71 clients were present.  

3. It was one client, but there were 3 separate in-person visits.

The following information is provided in these Instructions for each service listed in the Data Report:

	Staff
	List of which staff members can provide the service.

	Time
	What action constitutes a “time” for purposes of providing “Number of Times Service Provided” on the Data Report.

	Def
	A full definition describing what the service entails.


 The charts were reduced and/or consolidated in these examples to show only those items that were reported.  Please do not reduce the charts on the actual data report.
COUNSELING/INTERVENTION SERVICES DEFINITIONS

	Services
	Definitions

	Therapeutic Services
	Staff: Licensed Counselor or Therapist

Time: In-person session

Def: Face-to-face sessions to deal with issues related to the victimization and recovery process for victims.

	Individual Issue Counseling
	Staff: Counselor or Therapist
Time:  In-person, individual session

Def:  Face-to-face verbal assistance intended to be helpful and supportive.  

	Group Counseling
	Staff: Counselor or Therapist

Time: In-person session

Def:  Counseling provided to victim(s) and/or their non-offending family members who meet together on a regular basis over a period of time. Counseling is accessible to both recently and previously traumatized victims, affected family members and significant others.  This includes therapy groups, psycho-educational groups.

	Family/Joint Counseling
	Staff: Counselor or Therapist

Time: In-person session

Def:  Counseling provided to victims and non-offending family members who define themselves as a family unit.

	Support Groups
	Staff: Any Facilitator
Time:  In-person session

Def:  A meeting of victim(s) and/or their non-offending family members intended to be helpful and supportive in dealing with the victimization.

	24-Hour Hotline
	Staff: Advocate, Crisis Intervention Worker

Time: Phone call

Def: 24-hour service which provides an immediate, supportive response to the needs of individuals in order to assist them in returning to their previous level of functioning.  Includes: crisis intervention counseling, empathetic listening, advocacy, or information and referral.  The worker has the ability to transfer calls to counselors/therapists or take messages for them.  

	Crisis Intervention
	Staff: Advocate, Crisis Intervention Worker
Time:  Phone call or in-person

Def:  Service which provides an immediate, supportive response to the needs of people in order to assist them in returning to their previous level of functioning.  Includes: crisis intervention counseling, empathetic listening, or information and referral.   May occur at the scene of a crime, immediately after a crime, or be provided on an as needed basis.  Should be appropriate to victim’s needs and abilities.

	Crime Scene Response
	Staff: Advocate, Crisis Intervention Worker

Time: In-person

Def: A person who responds to a crime scene to provide an immediate, supportive response to victims.  Includes empathetic listening, information and referral, advocacy and crisis intervention counseling.


ADVOCACY SERVICES DEFINITIONS

	Services
	Definitions

	General Advocacy
	Staff: Advocate

Time: telephone or in-person (written correspondence should not be counted as an individual time)

Def: Any other advocacy not specified in a particular category (i.e. not medical advocacy, social service advocacy, etc).  Includes intervention with other agencies, emotional support, empathetic listening, crisis intervention counseling or information and referral to help the victim to regain their lives.    

Services Include:

· Telephone contact, in-person contact, and correspondence with others on behalf of the victim

· Accompanying the victim

· Clarifying items to the victim

·  Serving as a liaison

· Making referrals

· Documenting

· Employer and school intervention

· Any other support the may need

	Medical Advocacy
	Staff: Advocate

Time: telephone or in-person (written correspondence should not be counted as an individual time)

Def: Individual advocacy related to medical procedures both at the hospital/medical care facility and during follow-up care.  Assisting victims and/or non-offending family members in understanding the physical examination and the forensic evidence collection process; explaining the purposes of each medical procedure; helping to alleviate further trauma during examinations; accompaniment to the doctor’s office or hospital; arranging a forensic/medical exam for the victim; intervening with medical providers, etc.

Services Include: 

· Telephone and in-person contacts with victims and their non-offending family members

· Contact with emergency room or other medical personnel regarding medical issues as related to the victimization

· Provision of information and resources regarding the victim’s rights and options regarding follow-up services

· Corresponding with the victim or medical personnel regarding specific concerns about the victim’s case

	Social Service Advocacy
	Staff: Advocate

Time: telephone or in-person (written correspondence should not be counted as an individual time)

Def:  Advocating with social service agencies to better serve the victim.  Social service agencies include DCFS, state government offices, IDHFS, etc.


	Legal Advocacy
	Staff: Advocate 

Time: telephone or in-person (written correspondence should not be counted as an individual time)

Def:  In-person advocacy with attorneys, judges and other court personnel.  The advocate provides the victim with emotional support and accompaniment throughout the criminal justice proceedings.  

Services include:

· Telephone and in-person contacts with victims and their non-offending family member’s contact with police, state’s attorneys, or other criminal justice personnel regarding legal issues as related to the victimization

· Provision of information and resources regarding the victim’s rights and options and discussion of follow-up services needed

· Explaining and clarifying options to victims including reporting to police and state’s attorneys offices

· Serving as a liaison with the police and state’s attorney’s office regarding the status of the case and all upcoming court dates

· Accompanying victim to meetings with police and state’s attorneys

· Accompanying victim to court appearances and going to court on behalf of victim

· Court preparation including explanation of court procedures, preparation of victim impact statement, accompaniment to lineups

· Documenting all contacts and outcomes from initial police report to court decision

· Making referrals as needed

· Corresponding with the victim or criminal justice personnel regarding specific concerns about the victim’s case 

· Advocacy associated with court for the purpose of providing information, obtaining, modifying, extending, or enforcing an OP

	Institutional Advocacy
	Staff: Advocate

Time: telephone or in-person (written correspondence should not be counted as an individual time)

Def:  When the program uses resources to try to change policy or procedure used by outside agencies to improve services to a class of victims.  DO NOT use the Institutional Advocacy category when intervening on behalf of individual clients.  Used to facilitate access to, and proper treatment by, other agencies (i.e. law enforcement, medical community, social services, courts, government agencies).


ASSISTANCE SERVICES DEFINITIONS

	Services
	Definitions

	Assistance
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: in-person, telephone

Def: Assistance with services victims may need in the process of regaining their lives.  

Services Include:

· Restitution Assistance

· Well Being/Safety Checks

· Order of Protection Assistance

· Providing Criminal Justice Information

· Court Assistance

· Transportation

· Assistance with Property Return – Providing clients with assistance in retrieving their property from law enforcement.  

· Language Interpretation – Translating into the language the client is most comfortable with.  Includes official and unofficial interpretation (i.e. in court proceedings, informal conversation with prosecutors, informal conversations, reading forms, etc.)

· Child Care – Providing child care personally or arranging for it.

	Information/Referrals
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: in-person, telephone

Def:  Responding to telephone or in-person requests for information, location of additional resources or location/explanation of other resources and services which may be helpful to a victim, non-offending family members and the public.  Should refer to appropriate sources within the community to meet their specific needs (i.e. attorney referrals, food banks, shelters, financial institutions, etc).  

	Notification of available financial assistance


	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: in-person, telephone

Def:  Providing client with information on agencies that offer financial assistance.  Assist client with necessary documentation to apply for programs and contact programs on behalf of the client if necessary. Keep client abreast of information received on the status of clients’ eligibility, award or denial.  Programs include: SS, DCFS, IDHFS, etc.

	Information about Crime Victims Compensation
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: in-person, telephone

Def:  Providing client with information on crime victim’s compensation.  

	Assistance with Crime Victims Compensation
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: in-person, telephone

Def: Assist client with necessary documentation to apply for program and contact program on behalf of the client if necessary. Keep client abreast of information received on the status of clients’ eligibility, award or denial.

	Legal Representation
	Staff: Attorney, Paralegal

Time:  In-person and when acting as the legal representative of a client

Def:  Performing legal duties on behalf of a client with the courts or third parties.

	Forensic Interviews
	Staff: Specially trained interviewer

Time:  In-person interview with an alleged victim

Def:   A fact-finding, child sensitive and developmentally appropriate interview of an alleged victim of child sexual abuse/assault or serious physical abuse.  

	Victim Impact Statement Assistance
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: in-person, telephone

Def:  Assisting clients with preparation of statement on how their lives have been affected since the crime.  For use in court proceedings.

	Victim Notification: In-Person
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: Each time an individual is notified in-person of an event or enrolled with an automated notification system

Def: Providing client with notification and information on their case.  

Services Include:

· Case Notification

· Status of Investigation

· Case status

· Witness On Call/Call Off

· Post-Trial Information

· Information on the release of the accused from Custody

	Victim Notification: Telephone
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: Each time an individual is notified by telephone of an event or enrolled with an automated notification system

Def: Providing client with notification and information on their case.  

For Services List, see “Victim Notification: In-Person”

	Victim Notification: Written
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: Each time an individual is notified by writing of an event

Def: Providing client with notification and information on their case.  

For Services List, see “Victim Notification: In-Person”

	Follow-up Services
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: telephone,  in-person, or correspondence

Def:  Keeping in contact with victims to provide information, assistance, advocacy and support in a manner appropriate to their needs and life situation.

Includes Post-Trial Support such as any updates after trial including sentencing, post-sentencing hearings, probation modification and/or revocation hearings, parole hearings, execution, appeals, information on AVN and all other victim notification assistance.

	Shelter
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: each client that is able to access shelter 

Def:  On-Site Shelter is bed space provided on-site at a residential domestic violence program.  Off-site Shelter is bed space provided off-site at a motel or safe home by either a residential or walk-in program.

	Care Plan/Safety Plan Creation
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: in-person

Def: Programs should provide individual assessments to evaluate victim needs and work with clients to develop a care plan to address those needs.  Includes safety plans for domestic violence victims.

	Assistance with immediate lack of funds or short-term material needs
	Staff: Advocate, Crisis Intervention Worker, Volunteer

Time: each time funds or material needs are secured for a client

Def: Providing clients with funds/money/vouchers, referring a client for economic assistance, providing information and skills for the client to access economic assistance.  Includes clothing or other emergency funds to sexual assault victims.


EDUCATION/TRAINING SERVICES DEFINITIONS

	Services
	Definitions

	Professional Training
	Staff: Any Trained Facilitator

Time: in-person session

Def:  Providing training programs for professionals, volunteers, and other staff who work with or come in contact with victims.  Includes in-depth education, skills building, and evaluation of skills to increase sensitivity and effectiveness.  

This is usually offered to groups of people, although an individual may receive a one-on-one training session.  Audiences include agency’s own staff, law enforcement, medical and hospital, clergy, criminal justice personnel, social workers, educators, etc

	Public Education
	Staff: Any Trained Facilitator

Time: in-person session

Def:  A presentation to groups of people (or an individual) designed primarily to inform an audience (as contrasted to imparting skills and evaluating use of skills which transpires in training) to increase public awareness of victimization, crime prevention, and safety issues.  Public education audiences are the general public, but can include specific subsections.  Presentations are age and culture appropriate.

Specific Education Topics May Include:

Senior population – educating seniors on community resources

Children – education on child victimization and the effects of violence

Parenting Education – teaching a client parenting skills

Sexual Assault and Abuse – personal and societal consequences, prevention and protective techniques, and available program services.

	Networking (includes MDT’s)
	Staff: Therapist, Counselor, Advocate, Crisis Intervention, Volunteer

Time: in-person, telephone, written correspondence

Def:  Participating in coalitions, multi-disciplinary teams, service networks, and other community groups and organizations providing related services to promote development of a more effective comprehensive response to the needs of victims and families.

	Victim Impact Panel
	Staff: Any Trained Facilitator

Time: in-person session

Def:  Giving clients a chance to speak on their experience while helping offenders and others understand the impact of crime from a survivors perspective

	Service Fairs
	Staff: Any Trained Facilitator

Time: each date of a presentation/booth

Def:  Providing information to the general public on services or general information on victimization.  Presented at booths, etc.

	Newspaper/Radio/Television Contacts
	Staff: Any Trained Facilitator

Time: each advertisement

Def:  Creation of advertisements in Newspapers, Radio and Television to promote services or to educate the public.

	Printed Materials 
	Staff: Any Trained Facilitator

Time: each material

Def:  Creation of Brochures, Newsletters and other printed materials to promote services or to educate the public.


