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INTRODUCTION
Introduction


Nebraska’s Network of Domestic and Sexual Violence Programs is comprised of independent crisis centers across the state working to support survivors of domestic and sexual violence, dating violence and stalking in their local communities.  Each individual program is committed to providing ethical and comprehensive services that meet the needs of survivors in their communities.  The Network of Domestic & Sexual Violence Programs is committed to providing services based on an empowerment model of advocacy that embraces a trauma informed approach


The philosophy of empowerment and survivor-centered advocacy is the foundation of service delivery.  Empowerment restores a survivor’s power and control over her/his own life and affords them the opportunity to see herself/himself as a strong and competent individual who can live an independent life free from abuse.  


Nebraska’s Network of Domestic and Sexual Violence Programs, in collaboration with the Nebraska Coalition to end Sexual and Domestic Violence, has developed these Program Standards. 

               The Program Standards consist of the minimum requirements that each DV/SA Program within the Network is expected to meet. They are a compilation of tools used to enhance services and to make operation and evaluation of domestic  and sexual violence programs more effective. The goal for the Network of Programs is to comply with these standards to the greatest extent  possible in order to ensure that the Domestic and Sexual Violence Programs in Nebraska are able to provide consistent and effective services for all survivors in our state.   These standards are a living document that will grow and change as our knowledge and understanding of the needs of survivors grow and change.

Empowerment

As stated previously, the philosophy of empowerment is a cornerstone of the advocacy process and the foundation of service delivery. A survivor’s abuser takes power and control from her/him through abusive behaviors and tactics such as, but not limited to: physical violence, sexual violence, threats, emotional abuse, financial abuse and manipulation. 

Empowerment is a process by which an individual gains inner-strength, power, access to resources, and control of their own life. The Network of Programs assists to empower survivors of intimate partner violence by; providing options, current information and referrals, support groups, knowledge, tools, confidentiality, safe environments, and continuous support of each survivor and their decisions. 

Through empowering a survivor, it assists them in regaining control over her or his life, as well as the tools, knowledge and strength to reach a life free from intimate partner violence.
Trauma-Informed Services
A trauma-informed approach is based on the recognition that many behaviors and responses expressed by survivors are directly related to traumatic experiences. (The Center for Mental Health Services National Center for Trauma-Informed Care)  Nebraska’s 20 Domestic Violence/Sexual Assault Programs incorporate a trauma-informed approach into their services they provide to survivors of domestic and sexual violence, dating violence and stalking.
Providing trauma-informed services does not mean that the Network of Programs has an additional set of services that address working with individuals who have experienced trauma. It means that the Network of Programs in Nebraska have incorporated a trauma-informed approach into all of their services, placing an understanding of trauma at the center of the work with the survivors who reach out.  
Providing trauma-informed services means:
· Programs focus on understanding the whole individual and the context of his or her life experience

· Services are infused  with knowledge about the impact roles that violence and victimization has in the lives of the survivors

· Services are designed to minimize the possibilities of victimization and re-victimization

· Services are welcoming, respectful and engaging for survivors

· Services facilitate growth, empowerment and autonomy.

· Respecting a survivor’s choices and control over their own life (took out recovery)

· Services form a working  relationship based in a partnership with the survivor, minimizing the power imbalance between advocate and survivor

· Emphasizing the survivor’s strengths

· Focusing on trust and safety

· Collaborating with non-traditional and expanded community supports

· Providing culturally sensitive and informed services 
(Adapted from: From Ohio Domestic Violence Network and Women, Co-Occurring Disorders, and Violence study conducted by the Substance Abuse & Mental Health Services Administration)

Section

I

Organizational Structure 
A.  Program Philosophy




As a network of domestic  and sexual violence programs, our philosophical approach to providing ethical, comprehensive services is based on survivor-centered advocacy and empowerment.  Advocacy is defined as speaking and acting on behalf of oneself, another person or a cause.  In domestic and sexual violence programs, advocacy includes a variety of options that provide survivor’s the opportunity for growth and empowerment.  Empowerment means helping individuals explore and evaluate options  in order to make informed decisions based on their own needs and goals.  It is important for programs to use an empowerment model for service provision that actively supports each individual’s right to self-determination.  We seek to empower those we serve with accurate information, do no harm, and offer a safe place in which they can make their own choices.  
1. The Board of Directors supports the Ethical Guidelines and Core Values developed by Nebraska’s Network of Domestic and Sexual Violence Programs.

2. Program has a written statement of philosophy/vision that reflects the Network’s Core Values and Ethical Guidelines and includes: 

· Position statement on domestic and sexual violence, stalking and dating violence
· Implementation of empowerment based services

· Statement of nondiscrimination

3. Program has a written mission statement that reflects the overall purpose of the program.  This statement reflects the following: 
· Purpose of the program

· Program goals and objective

· Types of services provided

· Individuals to be served by the program
4. Program ensures all staff, volunteers and board members have read, understand and support the program’s Philosophy Statement, Mission Statement and the Network’s Ethical Guidelines and Core Values.  A signed acknowledgement is kept in individual personnel file of staff and volunteers.
B.  Confidentiality
Confidentiality is one of the essential elements within the work of the domestic violence and sexual violence programs and is of high importance when working with survivors of domestic and sexual violence and stalking.  Programs should take steps to provide the highest measure of confidentiality for the survivors they work with.  Confidentiality of the survivor’s information and that of their children must be respected during and after his or her involvement with the program. 
Throughout all of an advocates’ work, it is crucial to remember, the survivor owns their own confidentiality, not the Program. It is the survivor’s choice to whom information is released to, as well as what information is to be provided. It is also important to note that the survivor may revoke the release of information at any time, for any reason.
Confidential information includes any written or spoken information and communication between a person seeking or receiving services and any program staff, volunteer and/or board member; any records or written information indentifying a person to whom services are provided; and any information about services provided to an individual.

Domestic and sexual violence advocates in Nebraska have privileged communication and all programs that receive federal and/or state funding have contractual obligations that require confidentiality as a condition of funding.
1. Each Domestic and Sexual Violence Program should have written policies and procedures to ensure the safety, confidentiality and privacy of each survivor’s information. Strong and practical confidentiality policies and practices are imperative for each survivor who seeks assistance. (adapted from OCADSV)  The recommended Confidentiality Guidelines Standards for Nebraska’s Network of Domestic and Sexual Violence  programs  includes the following:  (this guideline is included in the Supporting Documents section)
· Statement of Purpose

· Statement of Confidentiality

· Communications Within the Agency

· Client-Advocate Communications

· Staff, Volunteers and Board Members

· Client Files

· Communication Between Programs in the Network

· Client-Advocate Communications

· Program Network Meetings

· Communication Between Programs & Other Community Agencies

· Communications Between Programs & Funders

· Communication of Client Medical Information
· Use of Electronic Mail (E-Mail) & Fax Machines to Share Client Information

· Confidentiality & the Use of a Database

· Media and Community Awareness Activities

· Websites & Social Media

· Websites
· Social Media

· Waiver of Confidentiality

· Emancipated Minors & Legally Incapacitated Adults

· Deceased Client

· Limitations of Confidentiality: Releasing Information Without Consent
· Child Abuse & Neglect

· Abuse of a Vulnerable Adult

· Court Orders

2. All program staff, volunteers and Board members sign a Program Confidentiality Agreement that acknowledges their receipt, understanding and compliance with program and network confidentiality policies and a copy is kept in each individual’s personnel or volunteer file.

3. Program has a written Client Confidentiality Agreement that includes: 
· A statement explaining that the program will keep all communications, written documents, records  and other identifying information confidential during and after receipt of services in perpetuity
· A statement explaining the client’s responsibility to protect the confidentiality of other clients, staff, volunteers and the program’s shelter location
· Circumstances when information may be released without consent 
· Signature section which represents the client’s receipt and understanding of the confidentiality agreement 

4. The Client Confidentiality Agreement is verbally explained and documented on the agreement form by the advocate when services are provided through telephone contact.

5. No client information, written or verbal, will be released to any individual or agency without the informed and voluntary written consent of the survivor, in the form of a written release of information, or ordered by the courts.
6. A Program Release of Information will include the following information:
· Specific individual or agency with whom the information is being released, with only one agency/individual per release
· Specific information that is to be released

· Specific purpose of releasing information

· Specific period of time release is valid (not to exceed 30 days)

· Date, time and signature of client

· Date, time and signature of advocate

· Client’s right to terminate at any time

7. A copy of the signed Release of Information form accompanies the information that is released when requested by the client.
8. Any written records containing client information and/or Client files maintained by the program are kept in a secured, locked area that is accessible only by authorized personnel and maintained in accordance with the Maintenance and Destruction of Client File section of the Nebraska’s Network of Sexual and Domestic Violence Programs Confidentiality Guidelines.
C.  Program Accessibility & Cultural Respect 

As domestic and sexual violence service providers, we know that domestic and sexual violence, dating violence and stalking, occur in all sectors of society. This includes but not limited to, all ethnicities, races, genders, sexual orientation, educational levels, religions and faiths, etc.  In order for our programs to be truly accessible to all survivors of domestic violence, stalking, dating violence and sexual violence, we must recognize and respect the diversity that exists within our communities and service areas.  

Diversity can be used to describe differences in someone’s belief system, race, ethnic background, sexual orientation, language, age, gender, socialization, disability, medical condition, physical or mental ability, etc. 
1     Each program ensures all core services and a trained staff and/or volunteer is accessible 24 hours per day, 7 days per week.
2.     Each program complies with American Disabilities Act requirements.
3. Each program will make all reasonable efforts to serve individuals who are deaf/hard of hearing, visually impaired,  at various literacy/educational levels and/or Non-English speaking in their primary or preferred language:
a. Translators/Interpreters are interviewed/screened for their ability to maintain confidentiality and accurate translation

b. Translators/Interpreters have signed confidentiality agreements
4. Program has written Limited English Proficiency Plan Policy.
5. Program does not use children of non-English speaking survivors as interpreters for intake procedures, crisis advocacy, group sessions or any other contact in which adult issues are discussed. 
6. Program actively seeks staff and volunteers who reflect the diversity within their service area.

7. Program brochures, pamphlets, reading materials, videos etc. reflect the various cultural backgrounds of the community and are available in the primary languages spoken within the service area 
8. Interior design of office/shelter facilities reflect a welcoming and respectful environment to the community and population served. 
D.  Board of Directors

Each of Nebraska’s domestic and sexual violence programs must have 501(c) (3) status which requires them to have a Board of Directors.  The Board of Director’s primary function is to ensure that the program is carrying out its mission in a manner that is ethical, effective and fiscally accountable.  The main focus of a Board of Directors should be on the agency’s policies, procedures, fundraising and hiring an Executive Director that can effectively administer those policies and procedures on a day to day basis. The Board of Directors is responsible for creating and sustaining a strong foundation and framework for the organization which supports the work and activity of the Domestic and Sexual Violence Program.
1. The program’s mission and philosophy is determined by the Board of Directors and the Board annually reviews both for accuracy and validity within the program.
2. The Program’s Articles of Incorporation should include: (Ne Statute: 21-1921)
a. Corporate name

b. One of the following statements;

i. This corporation is a public benefit corporation

ii. This corporation is a mutual benefit corporation

iii. This corporation is a religious corporation

c. The Street address of the corporation’s initial registered office and the name of its initial registered agent at that office

d. Name and address of each incorporator

e. Whether or not the corporation will have members

f. Provisions not inconsistent with law regarding the distribution of assets of dissolution

g. Articles of incorporation may include:
i. The purpose or purposes for which the corporation is organized, which may be, either alone or in combination with other purposes, the transaction of any lawful activity

ii. The names and street addresses of the individuals who are to serve as the initial directors

iii. Provisions not inconsistent with law regarding:

1. Managing and regulating the affairs of the corporation

2. Defining, limiting, and regulating the powers of the corporation, its board of directors and members

3. The characteristics, qualifications, rights, limitations, and obligations attaching to each or any class of members

iv. Any provision that under the Nebraska Nonprofit Corporation Act is required or permitted to be set forth in the bylaws

1. Each incorporator and director named in the articles must sign the articles

2. The articles of incorporation need not set forth any of the corporate powers enumerated in the act
3. The Program’s By-Laws should be annually reviewed by the Board of Directors and include the following: 
a. Name, purpose and location of the organization

b. Process for selection of members that strives to ensure membership is reflective of the community

c. Minimum (no less than 3)and maximum number of board members

d. Term Limits (not to exceed six years)  

e. Process for resignation and removal of board members

f. Officer nomination and election procedures

g. Duties of the officers and members

h. List of board committees and their duties – (a minimum of executive and nominating committee)

i. Provisions for regular and emergency meetings

j. Description of the Board’s relationship with the Executive Director and delineation of authority
k. Conflict of interest policy 

l. Quorum requirements which shall be a simple majority of the members of the Board of Directors

m. Designated facilitation procedure (Ex; Robert’s Rules of Order)
n. Fiscal policies/Fiscal year

o. Amendment process

p. Attendance Requirements (i.e. required to attend at least 4 meetings per year)

4. Each Program has written procedures and criteria for recruitment and selection of new members and includes:
a. Active recruitment of survivors of domestic and sexual violence for membership
b. Criminal background history/check (local, state and national), sex offender registry check, CPS/APS central registry checks. Out of state background checks should be done for individuals who have resided in Nebraska less than 5 years or have been employed less than 5 years. State Driving records should be checked as well. 
c. Program has written procedures that address the steps to be taken when background check report is received and reviewed
d. To the extent possible, the Board composition should reflect the diversity of the Program’s constituencies and the community at large

5. New board members receive orientation within three months of appointment to Board that includes, at minimum, training requirements listed within Standards
6. All board members are offered a minimum of one training session each year that meets requirements of Training & Staff Development  

7. Board members receive written expectations that clearly explain their roles and responsibilities and sign a written statement of commitment/responsibility
8. Program maintains a current list of members including name, contact information, position, term of membership and term of office.
9. The Board of Directors hires and annually evaluates the Executive Director. The Board has a written job description for the Executive Director that clearly defines the requirements, roles and responsibilities of the position 
a. Minimum requirements for the Executive Director should include the following, but not limited to; 

i. Experience in the area of  leading a Non-Profit organization

ii. In depth understanding of the dynamics of domestic and sexual violence
iii. Extensive knowledge of advocacy on behalf of individuals 

iv. Human Resources knowledge, including all aspects of employee supervision

v. Ability to maintain confidentiality at all times

vi. Previous experience in authoring and managing federal, state and local grant funding

vii. Skills in the area of communications and Public Relations

viii. Knowledge regarding working with a Board of Directors and Volunteer Programming

ix. Experience in developing, monitoring and maintaining sound financial practices with knowledge of accounting systems and software

x. Understanding of and desire to facilitate fundraising activities

xi. Ability to work flexible hours including travel to statewide  meetings
b. Board of Directors delegates the responsibility and authority for administering the day to day business of the program to the Executive Director

c. Board of Directors ensures that the Executive Director is hired in accordance with established procedures and receives adequate orientation, training and support
d. The Board of Directors, or a designated committee, evaluates the performance of the Executive Director on an annual basis, which should include but not limited to, feedback from Board Members, staff, and collaborating agencies
10. The Board of Directors is involved in and responsible for maintaining the financial integrity of the organization. Board members will ensure effective fiscal management through the following actions: 

a. Reviews and approves financial policies on an annual basis.

b. Approves an annual operating budget and approves any revisions to the budget

c. Reviews and approves financial statements, at minimum, on a quarterly basis.

d. Monitors compliance and adherence to the program’s financial policies and ensures proper financial controls are in place 

e. At least one member of the Board of Directors is familiar with General Accepted Accounting Principles

f. Ensures the program undergoes an audit by an independent certified public accountant at least every two years unless an annual audit is required by funding sources.  The audit must be conducted within six months of completion of fiscal year. The certified public accountant should be the individual who presents findings to the Board.
g. Ensures the program has a procurement and competitive bid policy in place for major purchases and professional services

h. Ensures an inventory of physical assets is maintained and reconciled annually with program records   
11. The Board has a written fundraising policy that includes:

a. Monitoring and evaluating fundraising activities for cost effectiveness

b. Actively identifying and assisting with funds solicitation from government entities, corporations, foundations and other available sources, including local community members and businesses
12. The Board of Directors ensures sound Risk Management Practices/Policies are in place through the following actions:

a. Program has and maintains adequate liability insurance to cover board members, volunteers and staff including the following policies:

i. Bonding Insurance/Employee Dishonesty Bond

ii. Worker’s Compensation (when required by law)

iii. Professional Liability Insurance Coverage

iv. Directors and Officers Liability Insurance
v. Commercial Property Insurance

vi. Commercial General Liability Insurance

vii. Auto Insurance (if applicable)

b. Compliance with the Nebraska Workers Compensation Act which includes the following:
i. Every public and private employer subject to the Nebraska Workers’ Compensation Act shall establish a safety committee
ii. The safety committee shall be an equal number of members representing the employer and employees

iii. The safety committee shall adopt and maintain an effective written injury prevention program that shall address all worksites and all classes of workers and include:
1. Shall approach each category of work place hazard with the intention of totally preventing workplace injuries and illnesses

2. Shall include training regarding details of the safety program and hazards associated with the work
3. The employer shall communicate to all employees the employers safety rules, policies and procedures

4. A copy of any employer implemented safety program shall be accessible to all employees and made available to Dept of Labor upon request

iv. Committee members shall meet at least once during each three months of operation

v. Employers of ten or less employees that had no injuries or illnesses normally reported, or claims filed, during the immediately preceding 12 months need only meet once during the following 12 months

vi. Committees shall maintain written minutes of all meetings for at least 3 years

vii. The employer shall compensate employee members of the safety committee at their regular hourly wage plus their regular benefits while the employees are attending committee meetings or otherwise engaged in committee duties
viii. An employee shall not be discharged or discriminated against by his or her employer because he or she makes any oral or written complaint to the safety committee or any governmental agency having regulatory responsibility for occupational safety and health, and any employee so discharged or discriminated against shall be reinstated and shall receive reimbursement for lost wages and work benefits caused by the employer’s actions

13. The Board of Directors ensures Conflict of Interest & Disclosure Statements are on file for all members of the Board of Directors, or his/her immediate family, who has or may be perceived as having a financial interest in any transaction or property involving the program. These are reviewed and updated annually.
14. The Board of Directors ensures that the program has written policies in place to address the following situations:

a. Nepotism 

b. Board Members cannot be paid employees. 

c. Board members cannot accept honorariums, gifts or any other form of compensation from program participants.  

15. The Board of Directors ensures the program meets minimum legal requirements and is in compliance with applicable employment law filing the following:

a. Federal and State Income Tax Payments – 941 & 941N

b. State Unemployment Payments as required

c. 1099 Forms

d. W2, W3 and W3N Forms

e. Nebraska New Hire Reporting

f. I9 Form

g. Personal Property Tax Forms as required

h. Biannual Report to the Secretary of State

i. IRS 990 Forms and Schedule A
16. The Board of Directors is knowledgeable and can articulate the program’s mission, philosophy and available services.
17. The Board of Directors has established procedures for conducting its business including;
a. Board members receive agendas, fiscal reports and supporting written materials at least one week prior to meeting

b. Copies of all board meeting minutes are maintained in a notebook by the Secretary of the board and another copy kept on file at the program.  Board minutes shall include:

· Names of those present and names of those absent

· Presiding officer

· Date, time and place of meeting

· All main motions, including approval of previous meeting minutes and financial reports

· Names of those making motions and seconds

· Disposition of all motions

· Time of adjournment

· Signature of Secretary

18. Program maintains appropriate organizational documentation including:

a. Documentation of the legal propriety, including Articles of Incorporation, 501 (c)(3) tax exempt status and corporation bylaws

b. A federal Employer Identification Number issued by the Internal Revenue Service

c. Copy of current Biennial report which is submitted to the Secretary of State
d. A record book of minutes of Board of Director Meetings

e. Organizational Chart

19. The Board of Directors should assess their performance and continuously look for ways to improve their operations.  Through creating effective evaluation opportunities to gather valuable information about its performance and ways in which the Board can become more effective. Evaluation opportunities should be provided to: 

a. Community members

b. Staff

c. Clients

d. Funders            
Section

II


Program Administration
A.  Training & Staff Development
Domestic and sexual violence, dating violence and stalking, are complex societal problems that are difficult to understand without comprehensive training.  It is important for staff and volunteers to be adequately trained in order to provide comprehensive advocacy with and for victim/survivors and their children.  Although it is not necessary to have a specific degree or professional license to do effective advocacy work, it is important that program staff, board members  and volunteers are provided with adequate training related to issues that survivors/survivors and their children face.
1. The Program has developed and implemented a written plan for training and orienting all new staff, volunteers and interns.  The Network encourages programs to attend trainings offered by the Coalition. If this is not possible due to it causing a hardship to the program, a program may provide their own training. When this occurs, the program must include topics in the Training Outline. The training plan should include, the following:
a. 8 hours of crisis intervention training for individuals providing direct services to survivors, including the individuals who are answering the Crisis Line.  This training is  to be provided by the Coalition or the program, and to be completed as soon as possible after employment begins
b. 40 hours of training from level 1 within six months of hire date
c. 20 hours of the additional topics offered by  the Coalition or the Program,  to those that have completed the initial 40 hours of training
d. 4 hours of training for administrative staff, volunteers, and interns who may have incidental contact with individuals accessing services, i.e. admin support, receptionist,  donation manager, etc, and includes topics listed in Administrative Staff, Volunteers, and Interns
e. In regards to individuals or groups who provide one time services, (i.e. completing a non-direct client project, yard work, distributing information, organizing donation, etc.) in lieu of formal training a verbal program overview and signed Confidentiality Agreement are required.
f. Full time staff members providing direct services receive 20 hours of work-related training and/or continuing education annually provided by the agency or other external source.
g. Training requirements, if any, are implemented by the program for persons providing donated and/or other services, i.e. lawn care, computer maintenance, painting etc.  

h. At minimum, the program should thoroughly explain confidentiality and require a signed Program Confidentiality Agreement from the individual providing the service.
i. Procedures for evaluation of the training program are in place to ensure quality and relevance of training topics

2. Documentation of completed orientation, training and continued education is maintained for each staff member, volunteer and intern

3. New Executive Directors Orientation and Support: 

a. The Coalition will provide New Executive Director Orientation, which will be based on the experience and needs of each new Executive Director.  The orientation will be initiated within three months of the new Executive Director’s hire.

Complete designated Executive Director Training listed in the Training Section of the Standards.
b.   Executive Directors are expected to attend the first Fundamentals of Advocacy Training that is offered after their hiring unless they have previously attended or there are extenuating circumstances.
c.   Ongoing training will be provided to all Executive Directors through regularly    scheduled meetings and on an individual basis as needed. 

               Training Outline
Board

Executive Director

Direct Service Staff

Indirect Service Staff
Fundamental Training Topics

40 Hours Training Required for Individuals Providing Direct Services
 Dynamics of Domestic Violence

· History/Philosophy of Battered Women’s Movement

· Power and Control Tactics
· Effects of Domestic Violence

· Addressing the Myths and Truths of Domestic Violence

· Why Men Batter

· Same Sex Battering

· Lethality Assessments

· Why Survivors Stay

· Trauma 
Dating Violence
· Beliefs
· Dating Violence (teen) vs. Domestic Violence (adult)

· Barriers

· Do’s and Don’ts 

· Red Flags

Dynamics of Sexual Violence
· History/Philosophy of Anti-Rape Movement
· Intimate Partner Sexual Violence vs. Acquaintance /Stranger Rape
· Effects of Sexual Violence
· Addressing the Myths and Truths of Sexual Violence

· Trauma and Post Traumatic  Stress Disorder

· Child and Adult Victimization

· Sex Offender Basics
Stalking and Use of Technology
· Stalking definition

· Laws on stalking and harassment

· Statistics about stalking: prevalence, incidence, relationship with domestic and sexual violence
· Stalking tactics including technology

· Supporting survivors of stalking

· Safe uses of technology

Basics of Advocacy 
· Safety Planning

· Providing Trauma Informed Care

· Crisis Intervention & Education
· Prevention

· Legal Issues

· Working with Minors

· Empowerment Advocacy, Communication and Crisis Intervention Skills

· Information/Community Resources/Referrals

· Self Care 
· Healthy Boundaries
· Addressing Personal Bias and Assumptions
· Working With Systems

 Children, Teens and Domestic Violence

· Batterer dominated parenting

· Effects on Children

· Behavioral Effects

· Developmental Effects

· Strengthening the mother-child relationship

· Safety Planning with Children, Adolescents and Teens
· Protocols/Documentation/Notification of Mandatory Reporting Requirements
Confidentiality
· Confidentiality Policies/Requirements 

· Limitations of Confidentiality

· Privileged Communication
· Implications of Record Keeping 
· Release of Information
· Exceptions to Confidentiality  

· Communications within Agency, between programs in the Network and with other community agencies and organizations

· Communication of Client Medical Information

· Use of Email and Fax machines to share client information
Cultural Respect
· Stereotyping
· Assumed Similarities

· Cross-Cultural Communication

· Language
· LGBTQ
· Human Rights

Program-Specific Training
· Personnel Procedures: To be provided by advocate’s director or designee
· Operating Procedures: To be provided by advocate’s director or designee
·  The Coalition’s Program Ethical Guidelines

· The Coalition’s Confidentiality Guidelines

·  The Coalition’s Program Core Values
· The Coalition’s Services and technical assistance to Programs
Prevention

· The public health approach to sexual and domestic violence prevention
· The social ecological model

· The principles of effective prevention strategies
Continuing Education
While some of the following topics are covered in the Fundamentals of Advocacy, they are addressed in a more detailed manner through the Continuing Education trainings. These trainings are meant to build upon the basic knowledge that is gained through the fundamental training pieces to expand the learning process for advocates.
Legal Advocacy

· Domestic and  Sexual Violence, Stalking and Dating Violence Statutes

· Protection Orders 
· Victim Impact Statements

· Criminal and Civil Remedies

· Nebraska Crime Victim Rights

· Court Advocacy

· Unauthorized Practice of Law

· Crime Victim’s Reparation Fund

· VINE
Sexual Violence
· Sexual Violence in Intimate Partner Relationships

· Trauma

· Sexual Assault Response Teams 

· Trafficking/Sexual Exploitation
Media
· Media and its relationship to sexual violence, domestic violence and stalking
· Impact of media on gender socialization and normalization of violence

· Rape culture—impact of media on perpetuating a culture tolerant of rape and violence against women
· Impact of media violence on children
· The positive impact of media
Children and Teens
· Batterer dominated parenting 
· Strengthening the mother-child relationship 
· Children and Teens as witnesses to violence  
· Child sexual assault  
· Custody and visitation issues 
Behavioral Health
· Vicarious Trauma
· Substance Abuse

· Mental Health

Systems Advocacy 
· Working in conjunction with partnering agencies

· Maintaining confidentiality when working within systems
· Best practices and challenges
· Active Collaboration
Technology 
· Safer methods for program use
· Tech abuse methods
· Tech safety
Medical Advocacy: DV & SV  
· Response
· Forensic exams

Economic Advocacy  
· Budgeting with survivors
· Credit

· Credit Repair

· Debt Collection

· Predatory Lending

· Bankruptcy

· Taxes 

· Public Benefits
Cultural and Issues

· Racism/Sexism/Ageism/Classism

· Cultural/Language Barriers

· Religious Issues

· Diversity

· Physical Disability

· Homophobia

· Lesbian, Gay, Bisexual, Transgender
Community Education 
· Appropriate representation of organization

· Prevention education including primary prevention

· Speaking and writing professionally

· Addressing difficult questions
Executive Director Training (Orientation and support to be initiated within the first three months of hire) 

New Executive Directors Orientation and Support: 
A. Orientation may include, but not be limited to:

i. Overview of the Coalition’s purpose and services;

1. Technical Assistance

2. Trainings

3. Director’s Meetings

4. Coalition Staff Roles & Support

5. Resources

6. Direct Services

7. Peer Reviews

8. Program Standards

ii.   Program Governance: 

1. Responsibility of Board of Directors

2. Staff and Board Relationships

3. Strategic Thinking and Planning

4. Board Models

iii.    Program Administration

1. Training and Staff Development

2. Personnel Management

3. Grant Reporting

4. Collecting and Recording Outcomes

5. Database Usage

6. Community Education and Public Awareness

7. Safety and Security
iv.   Financial Management

1. Preparing Budgets

2. Grant Writing

3. Diversifying Funding

4. Financial Reporting

5. Funding Formula and Sources

6. Contracts

v.    Legislation

1. Core services as defined in legislation

2. State and Federal Laws that regulate service provision

vi.   Client Services

1. Trauma Informed

2. Accessible and available to all

3. Current and Emerging Priorities

vii.   Self-Care

1. Vicarious Trauma

2. Executive Director Self-Care

3. Staff Wellness

4 Hours for Administrative Staff, Volunteers, Interns etc. not providing direct services

· Definitions and Dynamics of Domestic and Sexual Violence, Stalking and Dating Violence
· History, Philosophy and Structure of Program

· Program Policies and Procedures

· Confidentiality

· Emergency Crisis Response to address immediate safety concerns

· Community Resources and Referrals

Board of Directors (training provided within 3 months of appointment)

· Program mission, philosophy and structure

· Program policies and procedures

· Definitions and dynamics of domestic and sexual violence, dating violence and stalking

· Roles and Responsibilities of Board Members and program staff

· Confidentiality

· Personnel Policy Management

· Fiduciary Responsibility

· Fundraising/Fund Development
B.  Personnel
The degree of ability and commitment it takes to work with survivors/survivors is something that few people truly understand.  Assisting people who are trying to change their lives requires multi-talented, capable, knowledgeable, dedicated and reliable workers.  The importance of good staff, who are emotionally and financially supported by the Program, cannot be overstated.  Staff members can be the pivotal point to a successful or unsuccessful program and critical to the quality of services your organization provides.  The foundation for excellent service delivery is the strength of its staff.  Solid education and experience, strong professional values and conscientious ethics are necessary qualities in each program’s personnel. The Programs’ management must possess a compelling leadership ability to ensure that services reflect these qualities.
1. The Program’s personnel policies should incorporate:

a. Purpose of the personnel policies

b. Section on confidentiality
c. DV, SV, Stalking & dating violence policy

d. Workplace violence policy

e. Nepotism policy

f. Conflict of Interest policy

g. Advertising, recruitment, selection process
h. Full background checks and reference checks

i. Note: when the individual has lived in Nebraska less than 5 years or has been employed less than 5 years, a full national criminal history needs to be done, including sex offender, and central registry and state driving records. Should be re-verified every 2 years.

i. Training requirements

j. Employee expectation

k. Work hours/Office hours

l. Accident and safety procedures
m. Benefits, vacation, sick time, holidays
n. Leave

i. Funeral leave

ii. Maternity leave

iii. Jury duty

iv. Voting

v. Military leave
vi. Administrative leave

vii. Absence with or without pay
o. Evaluations and performance standards

i. Staff, volunteers, executive director

p. Corrective actions
q. Termination

r. Grievance policy and procedures

s. Personnel Records kept

2. The Program should also include the current employment laws and policy within their personnel policies:

a. 403b documentation if the Program provides a 403b option

b. All state and federal employment  laws

c. Drug Free Workplace Policy

d. Sexual Harassment and training 

e. Whistleblower policy

f. Equal Employment Opportunity Act

g. Americans with Disabilities Act

h. Civil Rights Act

i. Fair Labor Standards Act (Employee Categories)
i. Including eligibility & classifications

j. National Labor Relations Act

k. Compensation

l. Payroll

3. Personnel policies and procedures should be reviewed annually by the Board of Directors and updated as needed.

4. The Programs should post all required employment postings:

a. EEOC

b. E-Verify poster

c. Fair Labor Standards Act

d. Payday Notice

e. OSHA

f. Unemployment Compensation

g. Summary of Work-Related Injuries & Illnesses (10+ employees)

h. Whistleblower’s Protection Act poster

5. Personnel Files for each employee should include:

a. Form I-9 (recommended practice is to file separately from other HR documentation)

b. Tax forms W-4 & W-2
c. Performance reviews

d. Background checks

e. Job description

f. Resume/application

g. Hire Date

h. Letter of employment

i. Copy of drivers license

j. Proof of credentials or education if professionally licensed

k. Salary information

l. Signed confidentiality statement

m. Signed drug free policy

n. Signed ethical guidelines

6. Employees are assured access to their personnel files and given an opportunity to add information to their file.
7. Employee salaries and benefits are reviewed annually by the Executive Director and/or Board of Directors.
8. Program has established methods for ongoing and regular employee recognition

9. Program has written job descriptions for all staff positions that includes the following:

a. Job Title

b. Job Classification

c. Tasks and responsibilities

d. Required skills, knowledge and experience
10. Program has an organizational chart that defines agency structure, accountability, supervision and reporting relationships. 
C.  Fiscal Management
It is critical that Programs have carefully developed fiscal policies that are closely followed in order to ensure the long term stability and success of the overall Program.  Sound fiscal and administrative policies and procedures allow the Board of Directors to remain focused on maintaining a solid foundation for the Program to fulfill its work.  A solid foundation allows a Program’s staff to focus on their primary missions which are to provide services to the survivors of domestic violence, sexual violence, dating violence and stalking that reach out to them.  Community supporters and donors, as well as governmental and private funders, are able to confidently invest in an organization that uses its resources wisely, incurs expenses prudently and records and reports its income and expenditures accurately.  
1. Program operates in accordance with an annual budget that projects revenues and expenses by source and cost categories and is approved by the Board of Directors prior to the beginning of each fiscal year.
2. When applicable, the program maintains a separate budget for Capital and Special projects and is administered under the same standards governing the operating budget.
3. Financial reports are generated and provided to Board Members on a monthly basis and accurately reflect the financial activity and current financial position of the program including the comparison of actual to budgeted revenue and expenses.
4. The program Board of Directors approves an annual operating budget and any revisions to the budget.
5. Program has written financial policies that address the following:

a. General Accepted Accounting Procedures

i. Program utilizes an accounting system that records revenues and expenditures using generally accepted accounting principles, i.e. general ledger, accounts receivable and accounts payable, cash receipts and disbursement journals, chart of accounts

ii. Program uses a double entry bookkeeping system in accordance with generally accepted accounting principles and includes annual deprecation of fixed assets
b. Segregation of duties

i. Designated staff position(s) are responsible for maintaining financial reports and statements

ii. A system of checks and balances is in place when segregation of duties is feasible

c. Authorized Check Signatures

i. At least three people are authorized to sign agency checks

ii. Checks over a specified amount require two signatures, one of which is a board member
d. Banking procedures and account maintenance

i. Bank accounts are maintained using general accepted accounting procedures and applicable federal and state law

ii. Bank accounts and statements are reconciled with financial records monthly and retained according to policy

e. Invoice and Purchasing

i. All invoices and purchases are approved before any payment is rendered

ii. Supporting documents for all revenues and expenditures are kept and appropriately recorded.  This includes:

1. Receipt/check vouchers for revenue

2. Bank Statements

3. Approved invoices and purchase orders

4. Receipts for expenses

5. Leases/Contracts

f. Program has a procurement policy that requires a written or oral bid for materials or services over a specified amount
g. Financial policies address authorized usage and internal controls for agency credit and/or debit purchases
h. Payroll and Employee Reimbursement

i. All payroll transactions are recorded and maintained for each employee

ii. Time sheets, expense reimbursement forms and employee leave time is appropriately documented and maintained for each employee

iii. Changes in personnel status and rate of compensation are documented in each employee’s personnel file

i. Petty Cash

i. Petty cash is limited in amount and purpose and access is restricted

ii. Petty cash is periodically and randomly reconciled by someone other the custodian of the fund

j. Donated Materials and/or Services  
i. Donations of materials and services are received and documented. A copy of the documentation and/or receipt is provided to donor upon request

ii. Value of donated goods or services for the purpose of charitable tax deductions is determined by donor

iii. Donors are acknowledged promptly in a thank you note written by someone other than the person who documented the donation and the note specifically lists donated item and/or service
iv. All acknowledgements of donations, receipts and/or thank-you,  should include the 
following:          

1. General description of the items donated

2. Date the donation was received

3. Either (a) statement whether the Program provided any goods or services in return for the donation, such as, “No goods or services were received in return for this gift; or (b) if the gift was $75 or more and the Program did provide something of more than insubstantial benefit in return for the gift, (such as tickets to a special event or a dinner), then the Program must include a good faith estimate of the value of the goods/services provided (such as the market value of tickets to the event) 

k. Donated Funds

i. Donor’s name, date and amount of contribution is recorded and maintained on appropriate forms and a copy of documentation and/or receipt is provided to donor upon request

ii. Donors are acknowledged promptly in a thank you note written by someone other than the one who received the contribution and the note specifically states the amount of the donation
iii. All acknowledgements of donations, receipts and/or thank-you,  include the following: 
1. Amount donated

2. Date the donation was received

3. Either (a) statement whether the Program provided any goods or services in return for the donation, such as, “No goods or services were received in return for this gift; or (b) if the gift was $75 or more and the Program did provide something of more than insubstantial benefit in return for the gift, (such as tickets to a special event or a dinner), then the Program must include a good faith estimate of the value of the goods/services provided (such as the market value of tickets to the event) 

l. Funding/Donor Restrictions/Requirements

i. Program complies with all fiscal and financial requirements as mandated and/or stipulated by each contractor, donor or funding source
ii. Funding sources are identified and considered based on their support of the program’s mission and philosophy, i.e. funding sources that support confidentiality and/or do not require inappropriate or irrelevant information in exchange
m. Fixed Assets

i. Program conducts physical inventory of equipment on an annual basis

ii. Donated equipment is included in inventory

n. Audit

i. Program undergoes an audit by an independent certified accountant at least every two years unless an annual audit is required by funding sources.  Audit must be conducted within six months of completion of the fiscal year
6. The Program’s records and documents should be retained according to grant funding requirements and   follow a recommended records retention policy such as the Coalition’s records retention policy.
7. Financial policies and procedures are reviewed annually, and revised as needed, by the Executive Director and Board of Directors.
D.  Health, Safety & Security

Programs need to provide an environment that is conducive to the safety and well-being of all survivors, staff and volunteers.  This includes providing as much privacy as possible to maintain confidentiality. It also includes addressing physical and emotional safety concerns for survivors, staff and volunteers during and after regular office hours. Programs will be in compliance with all applicable zoning, building fire and health codes and/or regulations relevant to their area.   
1. All program office buildings have the following safety precautions in place:
a. Working smoke detectors
b. Carbon monoxide detectors (sleeping areas)
c. Fire extinguishers located in high traffic areas

d. No Smoking sign and/or Designated smoking areas

e. Clearly marked exits

f. Doors and windows have adequate locks

g. Childproof outlet protectors

2. Written safety procedures that address the Program’s response to an abuser on property as well as within community settings. 
3. Chemicals/cleaning supplies and other hazardous materials are in a secure area and out of reach of children.
4. Standard first aid kit at each office location.
5. It is the responsibility of each program to provide survivors, staff and volunteers a safe environment which will include, but not limited to, routine maintenance and general upkeep, a structurally safe building, and all facilities should meet funding, contract, licensing and/or health department requirements.   
6. Program has emergency evacuation instructions and diagrams specific to each site posted in visible places throughout facilities.
7. Program has written emergency procedures specific to each site that addresses each of the following situations:
a. Natural disasters, i.e. fire, tornadoes, floods, etc

b. Bomb threats, intruders, hostage situations

c. Injury or health-related emergencies

d. Severe weather emergencies and power outages

e. Workplace violence

8. Program has written policies concerning the control and prevention of infectious and contagious diseases and the use of Universal Precautions as defined by the Center for Disease Control.
9. Program has adequate space and furnishing to ensure a comfortable environment for all clients, staff and volunteers including:

a. Adequate office space for staff and volunteers

b. Private area for meeting with survivors/
c. Access to telephone in private area

d. Designated play areas for children, if practical
e. Program provides a safe and supportive environment which reflects a trauma-informed approach

f. Plan for meeting the needs of survivors who may not have physical access to the program office
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A. Volunteer Programming
Volunteers are a unique and needed component of providing services to survivors and their dependents. Programs have the opportunity to strengthen their services, broaden their community outreach, and increase their impact through dedicated volunteers.  When volunteers are used in the best manner, they can also provide some relief to staff who may otherwise be on call on a continuous basis. Skilled volunteers, who are representative of the community and are passionate about this work, are a positive addition to programs and their services. There are endless possibilities for volunteers to be used within the programs, including but not limited to direct services with survivors, office related assistance, helping with fundraisers and providing presentation within communities.  Through the appropriate training, supervision and ongoing volunteer recognition, programs can potentially expand on their already successful efforts.
1. The Program has written policies and written procedures in place for volunteers and/or interns that address each of the following areas. 
a. Philosophy, goals and objectives of the volunteer program

b. Recruitment, selection and screening of volunteers
c. Background checks: criminal background (local, state and national, out of state background check when an individual has resided in Nebraska less than 5 years or employed less than 5 years), sex offender, central registry checks, and state driving records. Re-verified every 2 years on direct service volunteers
d. Training requirements

e. Confidentiality requirements

f. Non discrimination policy

g. Sexual harassment policy

h. Domestic violence, sexual violence, stalking policy for volunteers
i. Drug free workplace policy

j. Rules of conduct 
k. Monitoring and evaluating performance

l. Grievance procedures

m. Dismissal

2. Program has written job descriptions and maintains a file for each volunteer and/or intern.

3. Program has a written document for volunteers to sign stating that they understand that they don’t have an employment relationship with the agency.
4. Program has designated staff or volunteer who is responsible for volunteer/intern coordination.

5. Program actively recruits volunteers to reflect the makeup of the community.

6. Program has written guidelines in place regarding former program participants serving as volunteers.

7. Program has procedures in place to ensure retention and on-going recognition of volunteers.

B. Community Education & Public Awareness

The dynamics and impact of domestic violence, stalking, dating violence and sexual violence are grounded in the attitudes, beliefs and behaviors that perpetuate the use of violence. When individuals in our communities understand these dynamics and the impact of domestic and sexual violence, dating violence and stalking, they can become a powerful force to facilitate social change.  When our communities are knowledgeable, there is a greater likelihood they may take action in regards to prevention of sexual violence, stalking and domestic violence within their communities.  They may be more likely to become involved with their local program or advocate for change in the law.  Program presentations about domestic violence, sexual violence, dating violence and stalking should convey information about the impact of such violence on individuals, families, schools, the workplace and the community as a whole.  Presenters should provide information in a clear, accurate and comfortable manner in order to build trust, credibility, and opportunities for social change within the community.   
1. Program conducts community education training and awareness activities in a manner that supports the following concepts:

a. Domestic and sexual violence, dating violence and stalking are the responsibility of the abuser 
b. The message is given that abuse is never the survivor’s fault
c. Survivors never deserve to be abused

d. Survivors come from all socio-economic levels, races, religions, sexual orientations and cultures, genders, and ages
e. No person is predisposed to become a victim of domestic and sexual violence, dating violence or stalking

f. Domestic violence is about establishing and maintaining power and control and is not caused by mental illness, alcohol or drug abuse or a “dysfunctional” relationship, etc.
g. Safety, empowerment and self-determination for survivors and their children are the primary focuses of intervention

h. Survivors deserve to make their own choices and to be given accurate information and options.   Survivors deserve to be respected for their choices, which may include the decision to stay with her/his abuser, to seek help on their own terms, to not seek help from other systems & agencies, to decide what is best for their life 

i. The foundations of domestic and sexual violence programs are based on empowerment, knowledge, self-determination and increasing safety for survivors
2. Program provides community education, professional training opportunities and community awareness activities as a means of intervention and prevention, which strives to meet the following descriptors;
a. A community education program is defined as a prepared program, of at least fifteen minutes in duration that provides information about a specific aspect of domestic and sexual violence, stalking and/or dating violence.  Target audiences include school classrooms, civic groups and other community organizations.

b. A professional training opportunity is aimed at individuals who provide services to survivors of domestic and sexual violence, dating violence, and stalking.  The target audience includes healthcare workers, law enforcement officials, social workers, clergy, teachers, etc.

c. A community awareness event raises general awareness about domestic and sexual violence, dating violence and stalking and/or a specific domestic and sexual violence program.  The target audience is the community at large.

3. Programs should documents the following information for all community education presentations, professional trainings and community awareness activities:

a. Main topic

b. Target audience

c. Number of individuals in attendance

d. Duration of presentation

e. Presenter’s name and job title

4. Program demonstrates leadership and/or participation in local multidisciplinary teams and inter-agency groups that work with survivors of domestic and sexual violence, dating violence and stalking 
5. Program actively provides and promotes awareness of services to survivors of domestic and sexual violence, dating violence and stalking in their service area.

6. Program has an effective outreach program that addresses populations within their communities, i.e.:  ethnic, cultural, religious, Non-English speaking, elderly, physical/cognitive disabilities, LGBTQ, etc…
7. Program has an evaluation process in place to measure the impact of education programs, professional trainings, community awareness and outreach activities.

C.   Primary Prevention Programming 
The prevention of sexual violence and domestic violence within our community and society begins with the individual by addressing the knowledge, attitudes, behaviors, and beliefs that contribute to the perpetuation of sexual and intimate partner violence.  It is through primary prevention, which is stopping violence before it occurs, that we begin to create social and environmental change within our communities.  Primary prevention programming must include addressing males and females while discussing gender norms, healthy relationships, oppression, healthy sexuality, bystander engagement, and conflict resolution.  It is imperative that primary prevention programming address all levels of the social ecological model and be provided more than once to the community in order to achieve maximum effectiveness. 
1. Comprehensive:
· The programs should seek to provide multiple components of prevention activities that address the levels of the social ecological model

· The programs should seek to provide primary prevention programming within multiple settings
2. Varied Teaching Model

· The programs should seek to include more than one teaching method via:
· Role playing

· Hands on learning

· Other techniques for practicing new behaviors

· The programs should seek to create a safe environment that will allow for authentic discussion

3. Sufficient Dosage

· The programs should seek to provide primary prevention activities more than once

· The programs should include opportunities for follow-up and booster sessions to reinforce the prevention message

4. Theory Driven

· The programs should use theories and models that inform and drive their primary prevention activities
· Possible theories and models to utilize:
· Social Ecological Model

· Spectrum of Prevention 

· Community Organizing Model
· Social Capital Theory

· Systems Theory

· Community Readiness Model

5. Positive Relationships

· The programs should seek to strengthen the parent child relationship, by including parents  in their primary prevention activities
· If parents are not available then the programs should work to incorporate mentorship opportunities in their activities

6. Appropriately Timed
· The programs should seek to provide primary prevention programming that meets the developmental levels of the specific group

7. Socio-Culturally Relevant

· The programs should include cultures of different beliefs and practices in their primary prevention activities

8. Outcome Evaluation

· The programs should incorporate the following methods for primary prevention data collection
· Client Satisfaction Surveys

· Pre and Post Test Surveys
9. Well Trained Staff

· Programs should ensure that new staff attend appropriate trainings

· Programs should ensure that at least one staff is present on each prevention webinar hosted by the Coalition
· Programs should ensure that staff participate in prevention sharing days, conferences, and summits
Section
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Program Core Services
A.  SERVICE PROVISION/DELIVERY
When a survivor requests services from a domestic and sexual violence program, it is often the first time they reach out for help.  For many survivors the availability of services fulfills the immediate need for safety and sets the foundation for a sustained intervention process.   A comprehensive advocacy program is essential to this process.  Survivors may benefit from peer to peer support, education about the nature and dynamics of domestic and sexual violence, dating violence and stalking, as well as their rights, options, how to navigate agencies, how to obtain help for their children, plus a variety of related issues.  

A survivor will seek services to share their story in a confidential and safe space, gather information and resources, discover options, receive encouragement and be supported by a non-judgmental, helpful person.  Most importantly, an advocate must respect and honor the choices the survivor makes, and in no way replicate abusive characteristics and practices. Abuse survivors are adults and they do not need to be told what to do or how to handle their life.  They do not need rules imposed upon them to meet the agency’s programmatic needs. Survivors should be empowered. Our role as advocates/service providers is to provide and assist based on the survivors self-identified needs.  In choosing to maintain survivor-driven services, it reinforces her/his autonomy and empowers the survivor with the knowledge that they can survive and move forward past the violence they experienced.  In short, survivors should not be offered less that we would want for ourselves (MCADSV)
A service provision standard of the highest quality must be ensured.  The elements of safety, health, self-determination and confidentiality are used to develop and design program services.

Empowerment and self-determination help restore a survivor’s control over their life and gives them an opportunity to see themselves as a strong survivor who can establish and maintain an independent life free from violence.  It is essential that the philosophy of empowerment, survivor-centered programming and self-determination be the cornerstone of the advocacy process as well as the foundation of each domestic and sexual violence program’s entire service process.  
1. Program has a written policy that assures delivery of trauma-informed services for all survivors, their dependents and any other family member or member of the residence who may be in danger or in need of services.
2. Program has a written statement emphasizing that services will not be denied to survivors of domestic violence, sexual violence, dating violence or stalking based on actual or perceived race, color, religion, national origin, sex, gender identify (as define in 249(c)(4) of title 18, US Code), sexual orientation or disability, be excluded from participation in, be denied the benefits of, or be subjected to discrimination in receiving services from the Program. (Provided by Crime Commission) 
3. A non-discrimination statement is printed on all relevant forms, documents and outreach materials, i.e. applications, intake forms, agency pamphlets/brochures, etc. and clearly posted in all program facilities. 
Note: If space is a concern on short publications (i.e.: brochures), Programs can insert the phrase, “for our non-discrimination policy, please contact <Program Name> at <#> or visit our website….”
4. Program adapts services and accommodations to ensure survivors from underserved populations’ needs are met. Including but not limited to, for instance, male survivors should be offered all services that are made available to female survivors. Transgendered survivors should be offered all services available to non-transgendered survivors.  . 
5. Program has adopted a Client’s Rights policy that should include, at a minimum, those adopted by the Nebraska Coalition to End Sexual and Domestic Violence Network of Programs, and should be clearly posted in all program-operated facilities.
6. Program does not mandate participation or involvement in any program service as a condition for receiving core services.  
7. Program ensures that an individual is not deprived of any personal or civil rights because of their involvement with the program.  Some examples are, but not limited to: 

a. Right to send and receive uncensored mail
b. Right to contact his/her abuser

c. Right to make phone calls

d. Right to religious affiliation
e. Right to choose & spend time with their own peer support network

8. Program has written guidelines that outline how staff will assist individuals who are not survivors of domestic violence, sexual violence, stalking, or teen dating violence in accessing appropriate resources and referrals
9. Program does not charge a fee for core services.
10. Program provides the opportunity for anonymous completion of Evaluation/Assessment of Services by program participants.
11. Program has a written grievance policy and procedures that are available to each program participant.  At a minimum, the procedures should include:

a. Who the survivor should initially talk to regarding the complaint or issue

b. Who the survivor should contact regarding the complaint or issue if the first step did not create resolution, 
c. How it will be documented, steps that will be taken to find resolution, and whether or not the decision is final

d. Who the survivor should contact and how, including if the complaint/issue is regarding the Executive Director, how it will be documented, steps that will be taken to find resolution and whether or not the decision is final

B.  Documentation/Client Files

1. Program has written policies and procedures to ensure all services provided are documented in written form which utilizes the most minimal documentation approach. These records are maintained in a manner that protects the confidentiality and privacy rights of every individual receiving services.
2. Records of services provided to individuals must be maintained in a secure, locked storage area that is accessible only to designated staff members and/or authorized personnel.
3. Electronic records must be password protected and accessed only by authorized personnel

4. Written records documenting service provided to individuals must be signed and dated by the staff member and/or volunteer providing the service.
5. Service recipients must be informed of their right to only share the  information the are comfortable sharing and that services will not be restricted or denied due to limiting the information chosen to share
6. Clients will be informed as to why the information is being gathered and what it will be used for
7. Service recipients must be informed of their right to inspect their personal records and/or files and procedures to request changes and/or additions to the content of their record.
8. Program has a data collection and record-keeping system in place that allows for the efficient retrieval of data needed to measure the program’s performance in relation to stated goals, objectives and funds received for services.
9. All record-keeping systems, electronic or paper, must protect the confidentiality and personally identifying information of individuals receiving services.
10. Program has a written procedure outlining destruction of client files and documents, both paper and electronic versions, in accordance with the Network’s Confidentiality Guidelines, Maintenance and Destruction of Client Files.
C. 24-HOUR CRISIS LINE

1. Program operates a crisis line that is accessible 24 hours a day/7 days a week and meets the following criteria:

a. Toll free number or acceptance of collect calls

b. Answered by staff and/or volunteers trained according to Program Standards: Training and Staff Development
c. The crisis Line is NOT answered by an answering machine, prompting device or voicemail
d. Rollover lines or other procedures are in place to ensure that callers on the crisis line DO NOT get a busy signal or no answer at all
e. The phone number is listed in local phone book, available through information services and widely distributed by the program on materials/brochures/pamphlets, etc.

f. After office hours, weekends, holidays or any time that the office is closed, administrative phones are answered by an answering device that clearly directs callers to the crisis line

2. Program has established procedures for providing emergency telephone crisis intervention and advocacy, including but not limited to:

a. Providing confidential, supportive and non-judgmental crisis intervention responses

b. Callers are immediately assessed for safety and lethality followed by a safety plan appropriate to the situation

c. Callers are offered appropriate and current local and statewide information and referrals as requested

d. Individuals providing coverage on the crisis line are prepared and equipped to respond directly or by referral to the caller needs and have access to a written list of emergency numbers 

e. All crisis line calls are documented and accurate statistical information recorded
3. Programs utilizing a call forwarding system for crisis line calls have guidelines addressing the following situations at a minimum:

a. The potential for family members or other non-authorized person(s) to answer or pick up extension of a hotline call

b. The potential for a personal answering machine to pick up or intercept a hotline call

c. The potential for staff and/or volunteer’s personal information (name, number) to be identified through Caller ID 

d. The programs utilizing professional answering services, switchboard operators or any other answering system have signed confidentiality agreements on file  

*Information is collected in a simple, unobtrusive manner to allow for anonymity by callers.
D.  CRISIS INTERVENTION & SAFETY PLANNING

1. Program staff and/or volunteers provide immediate crisis intervention 24 hours/day, including, but not limited to:

a. Immediate assessment for safety and lethality followed by a safety plan appropriate  for the situation
b. Assistance with immediate needs, including emotional support, shelter, medical, transportation, food and clothing
c. Information and referrals to appropriate resources and services

2. Safety planning should incorporate addressing safety options as well as the possible dangers and risk posed to the survivors and her/his children. 

3. Program has written safety planning information available for survivors and it is available in the various languages spoken within the Programs service areas.

E.  Emergency Transportation 

1. Program staff and/or volunteers provide emergency transportation, or access to transportation, 24 hours a day and 7 days a week.
a. Staff and volunteers providing transportation have a valid driver’s license and carry proof of insurance.  Copies are kept in personnel file and continuously updated.

b. Staff and volunteers providing transportation adhere to state law regarding child restraints and seat belts.

c. Program has a transportation policy that addresses safety concerns for clients, advocates and volunteers and outlines when transportation will not be provided.
d. The program has procedures to provide transportation beyond their coverage area when necessary

F.  Emergency FINANCIAL ASSISTANCE 

1. Program staff and volunteers provide basic emergency financial assistance such as: gas vouchers, food, clothes, hygiene products, rent assistance, utility assistance, and medications if funding available. 
2. Program adheres to grant funding requirements, which often states that no direct cash or payment will be paid directly to the survivor but rather to whom the money is due.

3. Staff and/or volunteers are familiar with other resources/agencies and how to access them.
G.  MEDICAL ADVOCACY 

1. Program staff and volunteers provide medical advocacy 24 hours a day and 7 days a week to survivors of domestic violence, stalking, dating violence and sexual violence.  Services include:

a. Crisis intervention, advocacy and information as related to their medical and health needs

b. Accompaniment and support during exams

c. Information regarding options and services available by the program (ICADV)

d. Current referral list of medical providers and available services, as well as therapists in the community who have experience and training working with domestic and sexual violence, dating violence, and stalking
H.  INFORMATION & REFERRAL 

1. Program maintains and provides a current list of service providers, services provided and their contact information
J.   SUPPORT GROUPS
1. Program will ensure that support group facilitators meet the training requirements in Staff Development & Training Section II.
2. Support group is made available to all survivors: current, former & non-residents.
3. Support groups are designed with emphasis on peer to peer support with the staff/volunteer in the facilitator role
4. Program has procedures for on-going anonymous group evaluations by participants.
5. Program provides childcare for support groups as resources allow
6. Program ensures support group facilitator meets Confidentiality Standard (I)(B).
7. All participants meet Confidentiality Standard (I)(B).
8. Program ensures the support group reflects the Program’s:
a. Empowerment Model

b. Mission Statement

c. Philosophy Statement
d. Trauma-informed approach 
e. Prevention Plans
f. Safety Procedures
K. LEGAL ADVOCACY
1. The Programs will provide survivors with services and assistance in receiving self-identified interventions and actions sought from the civil and/or criminal justice systems and provide information. The program staff and volunteers will provide accompaniment, information, support, options and assistance with the survivor’s decisions, including but not limited to: (ICADV)  
a. Protection orders

b. Harassment orders

c. Divorce, custody

d. Attorney referrals

e. Legal services and resources

f. Court proceedings

g. Criminal court

h. Civil court

2. Staff and volunteers clearly understand and are able to articulate the distinction between legal advice and legal information.
3. Program staff and volunteers are knowledgeable and up to date on the current state and federal laws pertaining to domestic violence, sexual assault, dating violence and stalking.
4. Program staff and volunteers have knowledge of local justice system’s response, court rules and procedures in each county where services are provided.
K.  CHILDREN & YOUTH SERVICES 

Each Domestic and Sexual Violence program in Nebraska will provide quality services for all children and youth exposed to family violence, domestic violence, or dating violence. This will include age-appropriate crisis intervention, supportive services, and services for the protective parent/guardian which supports that parent’s role as a caregiver, which may, as appropriate, include services that work with the protective parent and child together (FVPSA)

One of the most valuable resources and has the greatest potential for support and change, takes place when the protective parent/guardian is included as an integral part of their child’s intervention (IDV services Guideline Manual). Even small acts can be significant in a child’s life during this time of change and upheaval in his or her life.  In creating and maintaining children’s services, the Program needs to be prepared to help children and their caregivers to work through the adjustment of the new family dynamics. (ACADV) Children and youth have the right to live free from fear and abuse.  They deserve to be treated with respect and kindness.  (ICADV)
1. Program provides age appropriate crisis intervention, safety planning, support services, education and/or referrals, to children and youth who are primary or secondary survivors of domestic and/or sexual violence which includes but is not limited to:

a. Provide a safe and nurturing environment

b. Assist in helping to reduce children’s feelings of isolation, powerlessness and self-blame

c. Assist children & teens in understanding domestic violence/intimate partner violence and the impact it has on the child/youth and the family
d. Assist in increasing children’s and teen’s self-esteem and sense of empowerment

e. Healthy conflict resolution skills (ACADV)
f. Cultivate and strengthen positive parenting skills by providing information to the caregiver on child development, age-appropriate expectations,  parenting, the impact of domestic violence on children, and how trauma impacts parenting
g. Help develop and strengthen parent/child communication skills and relationship  (Adapted from Sanctuary for Families & Enhanced Services to Children & Youth Exposed to DV- FVPSA)
2. Programs should engage in age-appropriate safety planning with each child and youth. The safety plan should be individualized based on the specific risks and resources available to that individual. (ICADV)
3. Programs will help each parent/guardian, at the parent’s/guardian’s request, to identify the child’s/teen’s immediate and long-term needs and develop action plans together to help meet their children’s identified needs  (adapted from IDV services Guideline Manual)
4. Program should utilize comprehensive, wrap-around service approaches for the children/teens working with them by utilizing the services of community partners to best meet family’s needs. (IDV services Guideline Manual)

5. The Program should discuss with parent/caregiver services and support that can be provided to their child and the parent, allow the parent/caregiver to decide what is best for their child/youth,  and support the parent/caregiver’s role in meeting their child’s/youth’s needs and goals, and provide resources accordingly (ACADV)
6. Programs should be providing meaningful, comprehensive and continued services to children, teens and their caregiver, which allows participants to make significant changes within their lives and the lives of their children.  Programs will consider the needs of the individual family in determining the duration of the services that the program will provide.  .(IDV services Guideline Manual)

7. Each program should have a safe, secure and comfortable space designated for children/youth (ICADV)
8. Program staff and volunteers providing direct services to children receive required training as outlined in Training Topics; Section II Training and Staff Development of program standards.
9. Program provides age appropriate non-violent activities and educational opportunities for children and youth, utilizing only non-violent toys, media and games.  
10. Program provides resources on child/youth discipline options that parents/caregivers can utilize
11.  Program has a no violence policy, which includes no physical violence or verbal violence be used within the discipline of children/youth.
12.  Program provides assistance in meeting the educational needs of children and youth, including providing and/or arranging transportation for the child’s continuing attendance at their regular school and participation in extra-curricular school activities when possible.
13. Program has written policies and procedures for reporting and  documenting suspected child abuse and neglect,  in compliance with Neb. Rev. Stat. §28-707, in compliance with Neb. Rev. Stat. §28-711.  This policy and procedure will include the Program’s reporting protocol and maintenance of reports. Policies are clearly explained to adult participants during the initial intake process.
14. It is recommended that programs maintain a separate file for all child abuse/neglect reports made to appropriate authorities and this documentation not be part of a client file. 
15. Program has a written policy regarding whether or not childcare is provided by staff or other clients and provides child care options upon request 
16. Designated program staff and/or volunteers who provide childcare have basic CPR and first aid training.  Documentation is kept in personnel files. (At Director’s discretion) 
Section

V

Shelter Services
A.  Emergency Shelter Services
1. Programs will strive for providing safe shelter services in the least restrictive and least intrusive environment possible utilizing survivor-centered practices and individualized, ongoing one on one work with survivors (ICADV & MCADSV)
2. Program provides access and admittance to emergency shelter 24 hours a day/7 days a week in one or more of the following settings:

a. Program Operated Shelter
b. Motel/Hotel Shelter

c. By referral to another program, facility, or shelter 

3. Program has established shelter intake procedures which include meeting face-to-face with the individual and having a discussion regarding:
a. Available services and what she/he can expect from the program
b. Client’s Rights, how they will be treated by the Program, and Grievance Procedures 

c. Shelter Guidelines including how to individually adapt towards each survivor’s circumstances
d. Confidentiality and Safety
e. Reasons shelter services may be restricted or adjusted
f. Mandatory reporting requirements
g. Provide educational materials regarding domestic violence, sexual violence, stalking, an abuser’s use of power and control, self-determination and empowerment, with discussions at a later time

4.  In keeping with the philosophy of empowerment and support, it is important that Programs review the guidelines they have established to make sure they are not oppressive and allow for self-determination for the survivor.  Programs are encouraged to avoid setting guidelines that are designed to control behavior and based on shelter facilitation rather than for providing for the safety and health of the survivors. Utilizing a reduction in rules approach, involves advocates in having more one-on-one meeting with survivors which results in more personalized advocacy, as well as reduces the power and privilege dynamics between survivors and staff.  Shelter guidelines should allow survivors to regain control of their lives by allowing them to make decisions about their life. (ICADV & MCADSV)  The written shelter guidelines should be stated in positive, empowering phrases that are based on the health and safety of survivors, which assists them to be open and honest about what they need for their life. These guidelines should address the following:

a. Safety and security procedures, i.e. confidentiality of shelter location, identity and information of survivors/residents, and personal items

b. Taking care of their children and their routines
c. Non-violence policy

d. Respect for living accommodations 
e. Visitors, phone calls, mail
f. Where  survivors are able to go to smoke
g. Where survivors can store their own prescribed/otc medications in a locked location such as a lock box, locker, etc
h. Use and misuse of alcohol, drugs and prescription drugs
i. Prohibition of firearms and other weapons

j. Conduct that may affect stay in shelter.

5. Programs should establish a written length of stay guideline that is flexible and balance the needs of the survivors and the program’s ability to meet those needs

6. Program adapts services and accommodations to ensure survivors from underserved populations’ needs are met. For example, male survivors should be offered all services that are made available to female survivors as well as, LGBTQ survivors should be offered all services available to non-LGBTQ survivors.  

7. Minor male children shall be allowed to remain with their parent or guardian: a service is not truly accessible to a survivor if it means choosing between the service and their child.

8. All program shelter policies and procedures should be empowering and address inherent situations related to domestic violence, sexual violence and stalking including but not limited to:
a. Multiple shelter stays i.e. not limiting number of times of seeking shelter/assistance, no time limit between shelter stays

b. Contact or reunification with abuser

c. Substance/Alcohol abuse issues, & providing a positive, empathetic and supportive response and will not withhold services from individuals based on their alcohol and/or drug use 
d. Longer-term stays

9. A Program does not maintain a “do not admit” or “do not re-admit” list. The program will evaluate each request for shelter services based on the individual’s current situation and circumstances.

10. Program does not mandate participation in any service as a requirement for obtaining shelter services.

11. Program has written procedures for re-evaluating a survivor’s shelter services, which will also    be discussed with the survivor. These should include the following;  
a. Present a danger to themselves or others

b. Use violence or credible threats of violence

c. Bring alcohol, illegal substances, firearms or other weapons onto premises

d. Exhibit active suicidal or homicidal behaviors

12. Shelter services will not be ended due to the actions and behaviors of a survivor’s abuser. A survivor is never to be held responsible for any actions and behaviors of their abuser.
13. When possible, program staff will conduct exit interviews with shelter residents in a program operated shelter facility prior to departure and should include:

a. Development and/or revision of safety plan

b. Procedures for anonymous completion of Evaluation/Assessment of Services by program participant
14. Program has clearly defined written procedures for the following: 
a. Individual(s) who are not survivors of domestic violence, sexual violence, stalking, dating violence and/or child abuse
b. Program facility is at capacity

c. An individual’s need for immediate medical and/or mental health treatment

15. When possible, program advocates will safety plan with individuals who are not appropriate for shelter and assist in locating safe, alternative accommodations and resources.

B.  Program Operated Shelter 
1. Program operated shelter facilities provide a safe, secure and healthy living environment.  

a. Working smoke detectors are located on each floor and placed in sleeping area(s), kitchen, laundry room and furnace room and are routinely checked and maintained
b. Carbon monoxide detectors are in place, one on each level of the shelter facility near sleeping areas when applicable 
c. There are accessible windows or access to fire escape from sleeping areas

d. At least one fire extinguisher is located on each floor and one is specifically located in kitchen, as well as the  laundry room
e. The shelter facility is free of lead based paint on any walls, floors, doors, furniture, cabinets, windows, stairs and porches

f. All deadbolts can be released from inside without key

g. Flammable, poisonous and toxic materials located in the shelter facility are stored separately and not accessible by children

h. Electrical outlets are covered with childproof covers

i. Electrical cords and plugs are in good condition with no exposed or frayed wiring

j. Basic first aid and other emergency medical supplies are available on site

2. Program operated shelter facilities promote a safe and comfortable physical environment including:

a. Adequate heat, air conditioning and ventilation throughout the facility

b. Provisions to ensure building security, i.e. entrances, exits, doors, windows, skylights, are securable, security systems etc.

c. Adequate outside lighting

d. Clean, well-ventilated and adequate dining areas 

e. Bathrooms must be maintained in good operating condition and cleaned on a regular basis

f. Safe, adequate designated play areas for children, including outlet protectors and gated stairwells

g. Structures and grounds are maintained in good repair and kept reasonably free from danger to health and safety

h. Covered containers are available for outside garbage and garbage is removed weekly 

i. Facility is accessible to individuals in wheelchairs or with limited mobility.  If not, the program has alternative options for those unable to access the facility. 
j. Adequate nutritional meals, adequate food storage, cooking facilities, refrigeration, utensils and equipment

k. Special dietary needs foods are made available upon request
l. Sleeping beds are available for residents that meet current safety standards 
m. Child booster seats, highchairs, cribs, and playpens are made available and meet current safety standards

n. Personal hygiene items, clothing, other necessities are provided to residents
o. Access to laundry facilities, supplies and clothing
p. There is a space distinct from living area, that serves as private  meeting area and/or administrative office 

q. Each resident has access to their own individual, locked storage containers, lockers etc. for their medications, valuables and meaningful items
r. A telephone is accessible 24 hours a day

s. Interior design of shelter reflects a welcoming and respectful environment to the community and populations served.
3. Program operated shelter facilities have written emergency procedures for the following situations: 
a. Fire

b. Natural disasters

c. Inclement weather, power outages

d. Intruder, Break-ins
e. Abuser on property

f. Hostage Situations

g. Bomb Threats

h. Posted emergency evacuation routes

i. Posted emergency phone numbers

j. Location of all utilities and emergency shut-off procedures

4. Program has written Universal Health Protection policy specific to the shelter facility, for the control and prevention of contagious diseases.  Procedures ensure compliance with federal and state laws and ensure the confidentiality of program participants, staff and volunteers regarding health care issues
C.  Motel/Hotel Shelter

1. Program has a written agreement with motel/hotel shelter providers regarding confidentiality and survivor safety.

2. Program ensures that motel/hotel accommodations provide adequate, safe and secure living conditions.
3. Program has written hotel/motel guidelines that are discussed with the survivor 
4. Program ensures that residents of motel/hotel have access to all core services including daily contact by staff or volunteers. 

D.  Safe Home Shelter  
1. Providing safe home shelter is not a recommended practice.

Section
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Supplemental   Services
A.  TRANSITIONAL HOUSING 

1. Program has written guidelines for a transitional housing program, including but not limited to;

a. Confidentiality

b. Safety planning

c. Emergency plans
2. Transitional housing facilities meet Health, Safety & Security standards; Section (II)(D).
3. Program staff and/or volunteer have face to face contact or telephone contact with transitional housing participants on a regular basis.
4. Participants have access to trained staff, volunteer or intern 24/7.
5. Program ensures each transitional housing participant is provided with all of the core services.
6. Program provides each transitional housing participant with an anonymous exit evaluation.
B.  RAPID RE-HOUSING

1. Program has a written intake and decision making process to identify eligible participants with clearly defined admission criteria, which also includes identified risks of future housing instability
2.  Program staff and/or volunteer has face to face contact or telephone contact with the rapid re-housing participants on a regular basis.

3. Program will continue the advocate/tenant relationship and supportive services for at least 6 months beyond termination of rental assistance
4. Program will provide the survivor an opportunity to complete an exit evaluation

C.  PROFESSIONALLY LICENSED STAFF 
1. Program ensures that staff who provide professional services are qualified or licensed and in compliance with state licensure rules and regulations and abide by their professional ethical guidelines.
2. Program ensures all professionally licensed staff meet the training requirements in Staff Development & Training (II).
3. Program ensures all professionally licensed staff meet Program Standards Confidentiality requirements (I)(B).
D.  BATTERER INTERVENTION PROGRAMS

1. Program ensures that the Batterer Intervention Program complies with Nebraska’s Domestic Violence Offender Standards.
2. Written policy and written  procedure addressing safety precautions and survivor safety for Program’s that assist in facilitating  BIP groups; including additional written policy/procedures taken for when a survivor is working with the Program and their abuser is in the BIP.
E.CONTRACTED STAFF
1. Program ensures contracted staff meet the training requirements in Staff Development & Training (II).
2. Program ensures contracted staff meets Program Standards Confidentiality requirements (I) (B).
3. Program ensures compliance with New Hire Reporting law.
Section

VII

Outcome Measurements

A.    Core Services Outcomes

“Although the thought of ‘evaluation’ can be daunting, if not downright

intimidating, there are some good reasons why we want to evaluate the job we are doing. The most important reason, of course, is that we want to understand the impact of what we are doing on survivors’ lives. We want to build upon those efforts that are helpful to survivors with abusive partners; at the same time, we don't want to continue putting time and resources into efforts that are not helpful or important. Evaluation is also important because it provides us with "hard evidence" to present to funders, encouraging them to continue and increase our funding. Most of us would agree that these are good reasons to examine the kind of job we're doing.”  (Eleanor Lyon, Ph.D., Chris M. Sullivan, Ph.D., “Outcome Evaluation Strategies for Domestic Violence Service Programs Receiving FVPSA Funding”, 2007)
1. The Program will create a written plan with staff for collecting Outcome Evaluation Data, which should include the following: 
a. Meet with key staff to explain the need for the evaluation and how it can be useful to the organization.
b. Decide which staff will collect the data, how often, and from whom

c. Consider the key points of the importance of sampling clients:
i. Do not collect data when survivors are in crisis
ii. Collect data often enough that you don’t miss those clients who receive short-term services, BUT not so often it’s a burden to clients
iii. Sampling shelter residents:

• Ideally, staff will attempt to ask every shelter resident to participate as they get closer to shelter exit (rather than those in crisis)

iv. Sampling support group participants:

•  Ideally, every 3-4 weeks pass out forms to all group members at the end of a meeting, and invite them to stay an extra 5 minutes to complete the form. Pens or pencils should be provided, a locked box or sealed envelope should be provided, and the facilitator should leave the room.
v.  Sampling advocacy program participants:

• Ideally, after 2 contacts with the advocate unless the advocate believes they’ll see the client again. You want to allow enough time for change to occur, but not miss those clients receiving short-term advocacy.
d. The key to sampling, is that the Program should make sure that the people they include are as reflective as possible of the whole group of people who receive the Program’s services. This should include the following:
i. Survivors from all ages, races and cultural groups, sexual orientations, religious preferences, and abilities must be included
ii. Dissatisfied as well as satisfied survivors need to be included

e. Copy enough blank forms that they are readily available to staff; they should be in a visible area that will remind staff to use them.
f. Design a way that clients are able to return completed forms in an anonymous way. The Program can make or buy a locked box with a hole in the top, or can provide envelopes that clients can seal themselves and place in a safe place. Consider the following:
i. Survivors need to feel that no one will look at their form in the near future
ii. Survivors need to feel that they will not be identified by their survey

iii. Before the Program begins, they could ask survivors what place or approach would feel best to them
iv. The Program might need to figure this out through trial and error
g. Decide with staff how often to discuss how the data collection is going; this should be quite often in the beginning while staff is getting used to the new procedures and to decide together what strategy works well and what doesn’t.
h. All staff who might invite clients to participate in completing a survey should follow

the “Directions for inviting clients to participate in outcome evaluation.”
2. The Program should invite survivors to complete Program Evaluation Forms

NOTE: The staff member who asks the survivor to complete the form should ideally not be the person who has just delivered the service (the advocate, group facilitator, counselor, etc.). For small programs where this is not possible, be sure to follow these guidelines even more carefully, and NEVER take a completed form directly from a survivor.
a. The Program should stress the following information to the survivor when the Program ask them to complete a survey:
i. Staff understands they are busy and the Program really appreciates them taking the time to complete a survey
ii. Stress that the survey will only take a few minutes to complete
iii. Explain that Program takes survey results seriously and makes changes to services based on feedback received
iv. While the Program really would appreciate their feedback, completing the survey is completely voluntary
v. Make sure survivors receive either a pencil, or black or blue pen to complete the survey
vi. Provide a private and quiet place for the survivor to complete the survey
vii. Explain that it’s very important that staff do not know who completed which survey and that a number of procedures are in place to make sure staff do not know who said what
viii. The following are examples of how the Program can assist in providing anonymous completion of the surveys:
1. Show the survivor where to put the completed survey,  by providing a locked box or a sealed envelope or direct the survivor to another staff person who collects the surveys
2. Mention that surveys are only checked once a month (or once a quarter for even smaller programs) in order that staff have no idea who completed them
3. Mention this is also why staff has provided a pencil or black or blue pen.
4. Ask the survivor if they have any questions or concerns. Some survivors will tell staff that they WANT them to know what they have said. When this happens, thank them but remind them that the Program wants them to give both positive feedback as well as ideas for how things could be improved and that staff would rather they do the survey in confidence that it is completed in privacy
3. Developing and Implementing Outcome Assessment Surveys
a. Each agency may create a survey to use with survivors that allows the organization to assess factors that are relevant to service provision
b. The following two outcomes must be evaluated in the surveys:
i. I now know more ways to plan for my safety
ii. I now know more about community resources
c. Results of the two outcome measurements will be reported as required by FVPSA reporting requirements.

Note: All information on Outcomes was taken from the FVPSA Outcomes Project Center, a part of the VAWnet project of the National Resource Center on Domestic Violence and the Pennsylvania Coalition Against Domestic Violence.
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