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TYPE OF VICTIMIZATION

Crimes Against Persons:

Child Physical Abuse
Includes all violent crimes, including battery and assault, committed against children by parents
or caretakers.

Child Sexual Abuse
Includes all sexual crimes against children, committed by anyone. Includes molestation as well
as rape, aggravated sodomy, and sexual battery.

Non-Offending Caregivers

Includes any parent, grandparent, foster parent, or guardian of a child victim of sexual abuse,
who did not contribute to or engage in the sexual or physical abuse committed against the
child, but who is affected because they care for the abused or traumatized child.

Other Child Abuse
Includes neglect and medical neglect sufficiently severe to result in the child's removal from the
home. Also includes children who are exposed to violence in the home (domestic abuse).

DUI/DWI Crashes

Includes crashes when the operator of the vehicle was intoxicated (under the influence) by
alcohol, drugs, or a combination, that resulted in the injury or death of a passenger in the same
car, drivers and passengers in other vehicles, and pedestrians.

Domestic Violence

Includes all types of crimes committed within the context of an abusive relationship between
intimate partners, no matter what the actual charges are under Georgia Law. Includes dating
violence, as well as battery and assault.

Sexual Assault
Includes all types of sexual crimes, including rape, aggravated sodomy, statutory rape, and
attempted rape (sexual battery). Does not include child sexual abuse.

Co-Victims of Sexual Assault (Collateral Victims of Sexual Assault)

Collateral victims of sexual assault are recognized by the VAWA Sexual Assault Services Program
(SASP) as victims of crime. Co-victims include family and household members of adult, youth
and child victims of sexual assault and others collaterally affected by the assault including
romantic partners, friends, co-workers and roommates. Perpetrators of the assault are
excluded.




Elder Abuse
Includes all types of abuse of persons aged 65 and older, including physical, sexual, emotional,
and financial abuse, where the victim has a prior relationship with the offender.

Adults Molested as Children
Includes persons over the age of 18 who disclose having been sexually abused as a child. See
“child sexual abuse” for a definition.

Survivors of Homicide Victims

Includes survivors of homicide and manslaughter. Survivors include members of the immediate
family as well as other members of the extended family, intimate partners, and close friends.
May include colleagues, co-workers, and fellow students of violence that occurs in the
workplace or in school.

Robbery
Includes crimes involving a physical assault or use of weapon to take possessions or money
from the victim.

Assault/Battery

Assault includes violent crimes involving the use of weapons or fists, usually resulting in injury
to the victim. Battery involves unwanted physical contact as well as other actions leading to
injury.

Other Violent Crime

Includes any other crime against another person, including kidnapping, carjacking, false
imprisonment, custodial interference, as well as violent crimes not included in any other
category.

Stalking

Includes following, placing under surveillance, or contact without the victim’s consent, which is
meant to frighten, intimidate, or harass the victim. The parties may be known to each other,
family, intimate partners, or strangers. The contact may be in person on public or private
property or via electronic means.

Trafficking
Includes recruiting, harboring, or transporting a person using threats, force, or coercion to
exploit them.




Property Crimes:

Burglary
Includes non-violent intrusion into the home or business of another to steal property or cash
from the victim.

Larceny/Theft
Includes various crimes in which property or cash is taken from the victim; includes theft by
taking, shoplifting, etc.

Identity Theft/Fraud

Includes various crimes in which the victim is deceived by the perpetrator and loses property or
cash as a result; also includes using an individual's identity information to make purchases,
open credit, and in other ways appropriate cash or merchandise.

Other Property Crime
Includes other types of crimes against property, including arson, and criminal damage that
result in the loss of property or cash as a result.

DEMOGRAPHIC CHARACTERISTICS

Age

Divided into 5 year groupings, beginning with <1 (birth to age 1), 1 -4, 5-9, and continuing. Not
all victimization categories have all age categories listed; child abuse categories end at age 18,
while elder abuse begins at age 55.

Race/Ethnicity

Race/ethnicity categories are those used by VOCA, and include African American (AA),
Caucasian (CAU), Hispanic (HISP), Asian, NA, Other, and Unknown. Use self identification to
determine race if possible.

Gender

Gender includes male, female, and transgender. Transgender indicates a biologically male
client that identifies as female; or a biologically female client that identifies as male. Use self
identification to determine gender for transgendered persons if possible.

Disability

Disability status includes all types of disabilities existing at the time the victimization occurred,
not disabilities occurring as a result of the victimization. Types of disabilities include cognitive,
motor, sensory, and mental illness. Persons are characterized as disabled or not. Use self
identification to determine disability status if possible.

Definitions of Services, Including Units of Service




TYPES & UNITS OF SERVICES

All victim assistance programs DO NOT DELIVER the same type of services to the victims they
serve.

Some types of services are delivered to victims only a single time, while other types of services
may be delivered multiple times. Some types of services are delivered immediately after the
victimization, while others may not be delivered to the victim until sometime as passed after
the victimization.

Not all victim assistance agencies deliver all of these types of services to the victims they serve.
Some agencies may deliver some services to a portion but not all of the victims they serve.

In-Person Crisis Counseling

Refers to in-person crisis intervention, emotional support, and guidance and counseling
provided by advocates, counselors, mental health professionals or peers. Such counseling may
occur at the scene of a crime, immediately after a crime, or be provided on an on-going basis.
Crisis Counseling also includes assisting with death notifications of families of victims.

Unit of Service: Each separate in-person encounter between advocate and victim, regardless of
duration, that focuses on crisis intervention, emotional support, options, and counseling.

Telephone Hotline Crisis Counseling
Refers to provision of crisis hotline telephone counseling by trained professionals or volunteers
on a 24 hour/7 day a week basis.

Unit of Service: Each separate telephone encounter between advocate and victim, regardless
of duration, that focuses on crisis intervention, emotional support, safety planning, options,
and counseling.

Follow-Up
Refers to in-person contacts, telephone calls, and written communications with victims to offer
emotional support, provide empathetic listening, check on a victim's progress, etc.

Unit of Service: Each separate encounter, in-person, on the telephone, or written
communications between advocate and victim, regardless of duration, that focuses on
providing emotional support, empathetic listening, checking on victim's emotional state,
progress, and physical safety. NOTE: Follow-up implies this is not a first encounter with a
victim.




Therapy

Refers to intensive psychological and/or psychiatric treatment from a licensed and trained
professional for individuals, couples, and family members for ongoing trauma or emotional
difficulty arising from the occurrence of a crime. This includes the evaluation of mental health
needs, as well as the actual delivery of psychotherapy.

Unit of Service: Each separate encounter, in person, between a trained and licensed
professional (counselor, psychologist, psychiatrist), reflecting the duration of a standard
therapeutic session, that focuses on providing therapy and emotional support for victims
affected by the physical, emotional, and other after-effects of crime victimization.

Group Treatment
Refers to the coordination and provision of supportive group activities and includes self-help,
peer, social support, etc.

Unit of Service: Each separate group meeting or session, reflecting the duration of a standard
support group meeting, that focuses on victims' recovery and adjustment after crime
victimization.

Safe Shelter

Refers to offering short- and long-term housing and related support services to victims and
families following a victimization. Includes transitional housing. Related support services
include meals, clothing, toiletries, and other supplies provided to victims and family members
(children) accompanying them in shelter.

Unit of Service: Admission to the shelter is the unit of service. Any victim who is admitted to
the shelter during the reporting period and was screened, taken through intake, or received
initial services from a VOCA, VAWA, or SASP-funded advocate should be counted under “Safe
Shelter.” NOTE: CICC is no longer collecting bed nights. Safe Shelter should only be counted as
the admission to shelter since multiple advocates — CJCC-funded and not CJCC-funded may
provide the victim with services while in shelter.

In Person Information/Referral

Refers to in-person contacts with victims during which time services and available support are
identified. Includes safety planning with victim, the entire intake process, case management
contacts to determine if referrals were followed up & satisfactory, etc.

Unit of Service: Each separate in-person encounter between advocate and victim, regardless of
duration, that focuses on any or all of the following: obtaining information from the victim that
can help in planning services; providing information about programs and services available;
reviewing with victims the actions taken to implement plans; non-emergency safety planning;
making and following up on referrals with agencies; and similar activities. NOTE: Emphasis is on
planning, reviewing actions, and providing instrumental support as opposed to emotional
support.




Telephone Contact/Information/Referral

Refers to telephone contacts with victims during which time services and available support are
identified. Includes non-emergency safety planning with victim, initial assessments interviews,
case management contacts to determine if referrals were followed up & satisfactory, etc.

Unit of Service: Each separate telephone encounter between advocate and victim, regardless of
duration, that focuses on any or all of the following: obtaining information from the victim that
can help in planning services; providing information about programs and services available;
reviewing with victims the actions taken to implement plans; non-emergency safety planning;
making and following up on referrals with agencies; and similar activities. NOTE: Emphasis is on
planning, reviewing actions, and providing instrumental support as opposed to emotional
support.

Outreach/LE Contacts (Victim Liaison Only)

Refers to following up, in-person or by telephone, with victims contacted only by law
enforcement to determine if assistance is required; if there are additional needs for services,
providing information and referral.

Unit of Service: Each separate encounter, in-person, on the telephone, or in writing, between a
victim advocate placed with a law enforcement agency and a victim contacted by a
representative of the law enforcement in response to the report of a crime being committed.
The purpose of the contact is determine the current status and safety of the victim, to inform
the victim of services available, to make referrals, and to make whatever additional
arrangements the victim requests to assist with their victimization.

Emergency Financial Assistance
Refers to cash outlays for transportation, food, clothing, emergency housing, etc.

Unit of Service: Each separate outlay of cash to meet the emergency needs of a victim.

Emergency Legal Advocacy

Refers to filing of ex parte protection orders, injunctions, and other protective orders, elder
abuse petitions, and child abuse petitions during emergency or crisis circumstances but does
not include criminal prosecution or the employment of attorneys for non-emergency purposes
such as custody disputes, civil suits, etc. Includes assisting victims with the warrant application
process and attending related pre-warrant court hearings.

Unit of Service: Each separate encounter, in-person, on the telephone, or in writing, between a
legal advocate or regular advocate and victim, to do necessary preparation to file temporary
restraining orders, injunctions, and other protective orders or to attend hearings on the victim's
behalf; each separate work-session spent preparing such legal actions; and each separate
hearing or meeting spent presenting such legal matters on behalf of a victim. NOTE: Refers to
actions done during the immediate aftermath of the victimization, as part of emergency.




assistance to the victim.

Other Emergency Assistance

Refers to the provision of emergency transportation, food, clothing, and other non-monetary
resources but does not include provision or payment for shelter. Other Emergency Assistance
can include coordinating crime scene clean-up services and providing services to victims at
coroners' or medical examiners offices, and funeral homes.

Unit of Service: Each separate provision of emergency assistance, other than shelter or financial
assistance, made by the advocate on behalf of the victim.

Criminal Justice Support/Advocacy

Refers to support, assistance, and advocacy provided to victims at any stage of the criminal
justice process, to include post-sentencing services and support. Can be provided by all victim
assistance agencies. See list of specific services below provided by prosecution-based and law
enforcement-based victim witness assistance programs.

Unit of Service: Each separate encounter between advocate and victim, as well as preparation
and actions taken by the advocate on behalf of the victim, to support the victim's active
participation in the criminal justice system. Includes accompanying victims to law enforcement
agencies, line-ups, preliminary and bond hearings, sentencing hearings, and other hearings,
assisting with victim impact statements, and other matters, as needed. A longer list of activities
customarily performed by prosecution-based advocates follows.

Personal Advocacy

Refers to assisting victims in securing rights, remedies, and services from other agencies;
locating emergency financial assistance, intervening with employers, school administrators,
creditors, bill collectors, landlords, and others on behalf of the victim; assisting in filing for
losses covered by public and private insurance programs including workman's compensation,
unemployment benefits, welfare, etc.; accompanying the victim to the hospital, etc.

Unit of Service: Each separate action taken, in-person, on the telephone, or in writing, by an
advocate on behalf of victim to secure rights and benefits, to provide a supporting presence
during visits to other agencies, and to follow-up to insure appropriate actions have been taken
by these agencies for the victims. NOTE: Does not include any advocacy actions taken involving
law enforcement or criminal justice system agencies, as these advocacy actions belong under
criminal justice system advocacy.

Assistance in Filing Victims' Compensation

Includes making victims aware of the availability of crime victim compensation, assisting the
victim in completing the required forms, gathering the needed documentation, etc. It may also
include follow-up contact with the victim compensation agency on behalf of the victim.




Unit of Service: Each separate action taken, in person, on the telephone, or in writing, to assist
victims in filing for victims' compensation; includes informing victims about victims'
compensation, providing assistance with the application process, and following up on the
victims' behalf with the victims' compensation agency.

Assistance in Applying for TANF/Social Services

Includes making victims aware of the availability of TANF benefits and related social services,
assisting the victim in completing the required forms, gathering the needed documentation,
etc. It may also involve accompanying the victim to the social service agency and making
follow-up contact with the social service agency on behalf of the victim.

Unit of Service: Each separate action taken, in person, on the telephone, or in writing, to assist
victims in applying for TANF and other social services they may be eligible to receive; includes
informing victims about services available, providing assistance with the application process,
and following up on victims' behalf with social service agencies.

Non-Emergency Legal Advocacy

Refers to follow-up hearings related to converting ex parte protection orders to permanent
orders, assistance at hearings regarding temporary protection order violations; filling for
immigration status or immigration relief; assistance with civil matters such as custody or
visitation that are necessary to keep the victim safe; legal assistance with eviction or adversary
employment actions arising from the victimization. Provide information and advocacy about
health insurance, harassment, and related legal issues.

Unit of Service: Each separate encounter, in-person, on the telephone, or in writing, between a
legal advocate or regular advocate and victim, to do necessary preparation to file legal papers,
including converting temporary orders to permanent orders, filing for child support and
custody, and other legal matters as needed to resolve the victims' situation. May include
assistance with immigration, employment, and insurance claims. Includes each meeting with
the victim to prepare and review legal matters; each separate work-session spent preparing
such legal actions; and each separate hearing or meeting spent presenting such legal matters
on behalf of a victim. NOTE: Refers to actions done after the immediate aftermath of the
victimization, as part of non-emergency assistance to the victim.

Specialized Criminal Justice Support/Advocacy (Prosecution-Based Victim Assistance
Agencies)

Restitution
Refers to assistance with information about restitution, the application process, and document
collection for restitution, as well as advocacy for restitution at time of sentencing.




Unit of Service: Each separate encounter between advocate and victim, as well as preparation
and actions taken by the advocate on behalf of the victim, to support the victim's receipt of
restitution.

Victim Impact

Refers to assistance provided in the preparation of Victim Impact Statements, as well as with
preparing supporting letters and registering for the Georgia Victim Impact Panel, facilitating
participation in Visitor's Day, clemency hearings, and executions.

Unit of Service: Each separate encounter between advocate and victim, as well as preparation
and actions taken by the advocate on behalf of the victim, to support the victim's preparation
and delivery of Victim Impact Statements during trial, clemency hearings, and any other official
meetings.

CJS Accompaniment

Refers to emotional support and physical accompaniment during interviews with law
enforcement and prosecutors; escort victims to line-ups, hearings, and court appearances;
attend hearings with victim or on behalf of victim when victims are not required to attend.

Unit of Service: Each separate encounter between advocate and victim, when the advocate
accompanies and stays with the victim to provide support.

Victim Support

Refers to support, assistance, and advocacy provided to victims at any stage of the criminal
justice process, including information about and assistance with property return; practical
assistance, including transportation and childcare, to insure victims can attend necessary court
hearings; provision of comfortable waiting areas for victims; provision of services and literature
in Spanish and other languages.

Unit of Service: Each separate encounter between advocate and victim, as well as preparation
and actions taken by the advocate on behalf of the victim, that enables the victim to participate
actively in the criminal justice process, with an emphasis on practical assistance.

Victim Safety

Refers to the coordination of communication with necessary professionals of the on-going
activities of the defendant that is putting the victim in fear and/or physical jeopardy; prompt
the necessary actions within the system to expedite a case for victim protection; initiate legal
actions as need to protect the victim such as probation revocation.

Unit of Service: Each separate encounter between advocate and victim, as well as preparation
and actions taken by the advocate on behalf of the victim, to keep the victim safe while
participating in the criminal justice system.




Victim Notification

Refers to communications with victims and on behalf of victims to notify them of hearings and
appearances, the defendant's release from jail, the status of the case, bond hearings, grand jury
decisions, disposition options, appellate decisions, etc.; assist the victim with making contact
with the Board of Pardons and Paroles and the Department of Corrections to request
notification of any change in the convicted defendant's status.

Unit of Service: Each separate communication in person, on the telephone, or in writing
between advocate and victim, as well as preparation and actions taken by the advocate on
behalf of the victim, to keep the victim informed about the status of the case, the defendant, or
other matters related to the criminal justice process.

CJS Explanation

Refers to information and assistance provided to victims explaining the criminal justice process
and what is happening at each stage of the case in the system; explain legal terminology and
strategy during the processing of the case; provide courtroom orientation and pre-trial
preparation to victims testifying at any stage of the criminal justice process, to include post-
sentencing services and support.

Unit of Service: Each separate encounter between advocate and victim, as well as preparation
and actions taken by the advocate on behalf of the victim, to explain the criminal justice system
and the status of the victim's case.

Frequently Asked Questions about the VSSR & Data Collection

How do | count sessions with victims that include multiple purposes, such as follow-
up to check on emotional well-being and case management to determine how well
the referrals we provided worked out for the victim?

If substantial attention and time during the encounter focuses on a particular purpose, count
that encounter for each service provided (i.e., count it multiple times). However, "substantial
time or attention" means more than just mentioning it or referring to it briefly. The content of
the session should be documented in case notes or files, and these case notes should include
ALL purposes of the session.

What is the difference between "new" and "existing" victims?

The terms “existing victim” and “new victim” are in fact a bit misleading and inaccurate. The
more appropriate terms are “new victimizations” and “existing victimizations.” A person may
be a “repeat customer” — meaning they have suffered multiple victimizations over the past
year, but they may also suffer new victimizations from one quarter to the next.




For example, Suzy Victim comes to your agency for the first time in early January because her
boyfriend abused her. At this point, Suzy is considered a “new victim” because this is the first
time Suzy Victim is using your agency’s services. You provide her with all the services your
agency has to offer and Suzy seems to be on the mend. Suzy is part of your case load from
January until early May. You report her as a new victim in your April 30" quarterly report and
as an existing victim in your July 30" report.

In July, Suzy Victim again comes to your agency because she reunited with the abusive
boyfriend and he has now stolen her identity. While Suzy has been to your agency before, she
would still be considered a new victim because the victimization for which she is seeking your
services this time is new.

CAVEAT: Considerations about the source of funding paying for services to existing victims
should still be taken into account. For example, if you have a large agency and your VOCA-
funded advocate interviewed Suzy for intake and provided initial services, you would report
Suzy in your April 30" report as new victim. However, let’s say once your VOCA-funded
advocate conducts an intake with your clients, the person is assigned to another advocate who
is funded by a UnitedWay grant. You would not report Suzy as an existing victim in your July
30" report, even if she is continuing to receive your services, because those are no longer
VOCA, VAWA or SASP funded.

Yes, counting existing victims is more work, but doing so provides a more accurate count of
your case load and the total amount of services provided to victims of crime.

The “Other Crime” category does not exist anymore. Where do | put victims |
served that don’t fit into any specific type of crime?

Most crime is either violent in nature and thus causes injury to persons, or is destructive of
personal or commercial property. For this reason, most crime that does not qualify under one
of the specifically listed categories can be classified under either “Other Violent Crime” and
“Other Property Crime.” For example, “obstructing a 911 call” may have been put under
“Other Crime,” but in fact such a crime harms or may injure a person, so that would classify as
an “Other Violent Crime.” Similarly, “disorderly conduct” may have been put under “Other
crime,” however, this misdemeanor crime may either result in injury or harm toward a person,
or a person’s property. Depending on the nature of the offense, this may be classified as either
“Other Property Crime” or “Other Violent Crime.”

If | leave the computer or cannot complete the entire report in one session, will | be
able to return where | left off?

Yes. While there is no log-off button, once you close out the web browser the system will
remember where you left off. However, if you leave and return, you must wait at least 10
minutes before logging back into the report. If you close the web browser and try to log in




before the 10 minute window, you will receive an error that states you have an active session
and to return in 10 minutes.

The “Age” demographic category for domestic violence starts at 0-4 now, does that
mean that | should put child witnesses to domestic violence under domestic
violence?

No. Filtering categories in the web-based program so that you would not see those other age
categories for domestic violence victims was not possible. Child witnesses to domestic violence
should remain under “Other Child Abuse.”

In the Excel sheet | would list the counties in my service area and list any victims
served from counties outside that area under “Other.” What do | do with the web-
based form; there is no “Other” category?

You should list or capture in your data collection the county from which the victim comes,
regardless of whether that county is part of your service area. If the victim does not provide
you with the county in which they live, he/she is from out of state, or only provides you with
the city in which they live, then you can list that victim under “Unknown” county or “Out of
State.”

Why do | have two usernames, ID’s and passwords for the same grant year?

Periodically, CICC will make subgrants from two different federal awards. CJCC may have
federal monies available from numerous federal grant award years —i.e. funds from the state’s
2009 federal VAWA award, the 2010 federal VAWA award, and the 2011 federal VAWA award.
If the funds from one particular year are not sufficient to fund your subgrant, CJCC may fund
you from two different federal awards — e.g. the 2010 federal VAWA award and the 2011
federal VAWA award. This means that for a single grant year —e.g. January 1, 2012-December
31, 2012 — you will have 2 grant numbers, a W10 grant number and a W11.

Because you have two different grant numbers, you will receive two usernames/ID’s and
passwords for that year. You can choose one of the two usernames and password
combinations and complete all 4 quarterly reports using that combination. If you choose this
route, please be consistent and use the same combination the whole year.




Who receives the emails with the agency’s username and password, and how can |
be added to that email list?

The email with the username and password is sent to whomever was listed as the Project
Director on the agency’s application. We will not change or add email addresses associated
with a subgrant number without a subgrant adjustment request (SAR). To obtain a SAR to
change the Project Director’s email, please contact your assigned Grant Specialist.
Alternatively, in February 2011 CJCC expects to have an online mailing system, MailChimp,
which will allow the agency to send communication to a number of audiences.

Once MailChimp is implemented you may sign up to receive notifications about grant
passwords and other communication that would normally go to the Project Director. If you
have any questions regarding deadlines, passwords, reporting, or any other communications
related to your grant that CJCC has sent out, please ask your Project Director to provide you
with a copy of the email.

In Section Il of the Excel Sheet | would count the units of service provided for new
victims only once, and place any repeat services under Section IV, that seems to
have changed on the web-based form, is that correct?

Yes. On the web-based form CJCC is now counting all services provided to new victims in one
section and all services provided to existing victims in a separate section. For example, if a new
domestic violence victim comes to your agency in January and you provide her with 5 bed
nights of shelter, 5 referrals, you go with her to the police station 3 times, and you called her
employer to advocate for time off while she was in shelter, you would list:

e 1 unit of safe shelter

e 5 units in-person referrals

e 3 units criminal justice support/advocacy
e 1 unitin personal advocacy

You would take a similar approach to all units of each kind of service that you provide to
existing victims.

In the spreadsheet, the County column would stay frozen if | had to scroll over, |
cannot maintain the County column frozen in my screen if | scroll to the right on
the web-based form.

Unfortunately, freezing a column is currently not possible so if your grid is very wide because
you’ve provided a variety of services or served every type of violent crime victim, you will no
longer see the County column on the left hand as you scroll to the right.




I can’t find the “Out of State,” “Statewide,” or “Unknown” categories in the County
list.

These three categories are at the top of the County list, not listed as part of the alphabetical
order.

| submitted the VSSR and realized | made a mistake that | need to correct. When |
try to log back in | receive a message telling me I’ve already completed the survey.
How do | make corrections?

Email Wesley Acosta at Wesley.Acosta@cjcc.ga.gov or Stefanie Lopez-Howard at Stefanie.lopez-
howard@cjcc.ga.gov with the Subject “VSSR report reset” and one of them will reset your
report so you can log back in within 1 business day.

Once you log back in, you will have to hit the “Previous” button until you arrive at the screen
where you made your mistake. Your data will be preserved as you entered it, but you will have
to manually scroll back to the report because you will not enter at the beginning.

I’ve finished entering data into the VSSR and scrolled back through the form to
double-check my answers, when | arrive at the first page of the report, the Program
Type says “Child Advocacy Center” but I’'m not a CAC. Why does that happen?

“Child Advocacy Center” is the first answer choice in the list and also the default answer. When
you scroll back through the report to the first screen drop-down lists change to their default
answer.

Use the Totals pages at the end of each section to check your work rather than scrolling back
through the VSSR after you’ve input all the data to double-check your work. If you notice
discrepancies between what you see in the totals pages and your own totals, go back to the
previous page to double-check your work.
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[bookmark: _Toc314850964]


[bookmark: _Toc315357155]TYPE OF VICTIMIZATION																					

[bookmark: _Toc314850965][bookmark: _Toc315357156]Crimes Against Persons:																					

[bookmark: _Toc314850966][bookmark: _Toc315357157]Child Physical Abuse										

Includes all violent crimes, including battery and assault, committed against children by parents or caretakers.											

											

[bookmark: C_S_ADef][bookmark: _Toc314850967][bookmark: _Toc315357158]Child Sexual Abuse											

Includes all sexual crimes against children, committed by anyone.  Includes molestation as well as rape, aggravated sodomy, and sexual battery.	



[bookmark: _Toc314850968][bookmark: _Toc315357159]Non-Offending Caregivers

Includes any parent, grandparent, foster parent, or guardian of a child victim of sexual abuse, who did not contribute to or engage in the sexual or physical abuse committed against the child, but who is affected because they care for the abused or traumatized child.																

[bookmark: _Toc314850969][bookmark: _Toc315357160]Other Child Abuse											

Includes neglect and medical neglect sufficiently severe to result in the child's removal from the home.  Also includes children who are exposed to violence in the home (domestic abuse).												

[bookmark: _Toc314850970][bookmark: _Toc315357161]DUI/DWI Crashes											

Includes crashes when the operator of the vehicle was intoxicated (under the influence) by alcohol, drugs, or a combination, that resulted in the injury or death of a passenger in the same car, drivers and passengers in other vehicles, and pedestrians.																		

[bookmark: _Toc314850971][bookmark: _Toc315357162]Domestic Violence											

Includes all types of crimes committed within the context of an abusive relationship between intimate partners, no matter what the actual charges are under Georgia Law.  Includes dating violence, as well as battery and assault.  								

											

[bookmark: _Toc314850972][bookmark: _Toc315357163]Sexual Assault											

Includes all types of sexual crimes, including rape, aggravated sodomy, statutory rape, and attempted rape (sexual battery).  Does not include child sexual abuse.																

[bookmark: _Toc314850973][bookmark: _Toc315357164]Co-Victims of Sexual Assault (Collateral Victims of Sexual Assault)			

Collateral victims of sexual assault are recognized by the VAWA Sexual Assault Services Program (SASP) as victims of crime.  Co-victims include family and household members of adult, youth and child victims of sexual assault and others collaterally affected by the assault including romantic partners, friends, co-workers and roommates.  Perpetrators of the assault are excluded.											

											



[bookmark: _Toc314850974][bookmark: _Toc315357165]Elder Abuse											

Includes all types of abuse of persons aged 65 and older, including physical, sexual, emotional, and financial abuse, where the victim has a prior relationship with the offender. 																

[bookmark: _Toc314850975][bookmark: _Toc315357166]Adults Molested as Children								

Includes persons over the age of 18 who disclose having been sexually abused as a child.  See “child sexual abuse” for a definition.								

											

[bookmark: _Toc314850976][bookmark: _Toc315357167]Survivors of Homicide Victims									

Includes survivors of homicide and manslaughter.  Survivors include members of the immediate family as well as other members of the extended family, intimate partners, and close friends.  May include colleagues, co-workers, and fellow students of violence that occurs in the workplace or in school.										

											

[bookmark: _Toc314850977][bookmark: _Toc315357168]Robbery											

Includes crimes involving a physical assault or use of weapon to take possessions or money from the victim.											

											

[bookmark: _Toc314850978][bookmark: _Toc315357169]Assault/Battery											

Assault includes violent crimes involving the use of weapons or fists, usually resulting in injury to the victim.  Battery involves unwanted physical contact as well as other actions leading to injury.											

											

[bookmark: _Toc314850979][bookmark: _Toc315357170][bookmark: Oth_Vio_CrimeDef]Other Violent Crime								

Includes any other crime against another person, including kidnapping, carjacking, false imprisonment, custodial interference, as well as violent crimes not included in any other category.



[bookmark: _Toc314850980][bookmark: _Toc315357171]Stalking

Includes following, placing under surveillance, or contact without the victim’s consent, which is meant to frighten, intimidate, or harass the victim.  The parties may be known to each other, family, intimate partners, or strangers.  The contact may be in person on public or private property or via electronic means.	



[bookmark: _Toc314850981][bookmark: _Toc315357172]Trafficking

Includes recruiting, harboring, or transporting a person using threats, force, or coercion to exploit them. 			

										




[bookmark: _Toc314850982][bookmark: _Toc315357173]Property Crimes:

										

[bookmark: _Toc314850983][bookmark: _Toc315357174]Burglary											

Includes non-violent intrusion into the home or business of another to steal property or cash from the victim.											

											

[bookmark: _Toc314850984][bookmark: _Toc315357175]Larceny/Theft											

Includes various crimes in which property or cash is taken from the victim; includes theft by taking, shoplifting, etc.																					

[bookmark: _Toc314850985][bookmark: _Toc315357176]Identity Theft/Fraud										

Includes various crimes in which the victim is deceived by the perpetrator and loses property or cash as a result; also includes using an individual's identity information to make purchases, open credit, and in other ways appropriate cash or merchandise.					

											

[bookmark: _Toc314850986][bookmark: _Toc315357177][bookmark: Oth_Prop_CrimeDef]Other Property Crime										

Includes other types of crimes against property, including arson, and criminal damage that result in the loss of property or cash as a result.										

[bookmark: _Toc314850988][bookmark: _Toc315357178]DEMOGRAPHIC CHARACTERISTICS																		

[bookmark: _Toc314850989][bookmark: _Toc315357179]Age											

Divided into 5 year groupings, beginning with <1 (birth to age 1), 1 -4, 5-9, and continuing.  Not all victimization categories have all age categories listed; child abuse categories end at age 18, while elder abuse begins at age 55.																						

[bookmark: _Toc314850990][bookmark: _Toc315357180]Race/Ethnicity											

Race/ethnicity categories are those used by VOCA, and include African American (AA), Caucasian (CAU), Hispanic (HISP), Asian, NA, Other, and Unknown.  Use self identification to determine race if possible.																						

[bookmark: _Toc314850991][bookmark: _Toc315357181]Gender											

Gender includes male, female, and transgender.  Transgender indicates a biologically male client that identifies as female; or a biologically female client that identifies as male.  Use self identification to determine gender for transgendered persons if possible.																

[bookmark: _Toc314850992][bookmark: _Toc315357182]Disability											

Disability status includes all types of disabilities existing at the time the victimization occurred, not disabilities occurring as a result of the victimization.  Types of disabilities include cognitive, motor, sensory, and mental illness.  Persons are characterized as disabled or not.  Use self identification to determine disability status if possible.				

Definitions of Services, Including Units of Service							

											

[bookmark: _Toc314850993][bookmark: _Toc315357183]TYPES & UNITS OF SERVICES 

										

All victim assistance programs DO NOT DELIVER the same type of services to the victims they serve.   	

											

Some types of services are delivered to victims only a single time, while other types of services may be delivered multiple times.  Some types of services are delivered immediately after the victimization, while others may not be delivered to the victim until sometime as passed after the victimization.		

									

Not all victim assistance agencies deliver all of these types of services to the victims they serve.  Some agencies may deliver some services to a portion but not all of the victims they serve.													

[bookmark: _Toc314850994][bookmark: _Toc315357184]In-Person Crisis Counseling									

Refers to in-person crisis intervention, emotional support, and guidance and counseling provided by advocates, counselors, mental health professionals or peers. Such counseling may occur at the scene of a crime, immediately after a crime, or be provided on an on-going basis.  Crisis Counseling also includes assisting with death notifications of families of victims.											

Unit of Service: Each separate in-person encounter between advocate and victim, regardless of duration, that focuses on crisis intervention, emotional support, options, and counseling.														

[bookmark: _Toc314850995][bookmark: _Toc315357185]Telephone Hotline Crisis Counseling								

Refers to provision of crisis hotline telephone counseling by trained professionals or volunteers on a 24 hour/7 day a week basis.											

Unit of Service:  Each separate telephone encounter between advocate and victim, regardless of duration, that focuses on crisis intervention, emotional support, safety planning, options, and counseling.										

											

[bookmark: _Toc314850996][bookmark: _Toc315357186]Follow-Up											

Refers to in-person contacts, telephone calls, and written communications with victims to offer emotional support, provide empathetic listening, check on a victim's progress, etc.											

Unit of Service:  Each separate encounter, in-person, on the telephone, or written communications between advocate and victim, regardless of duration, that focuses on providing emotional support, empathetic listening, checking on victim's emotional state, progress, and physical safety.  NOTE:  Follow-up implies this is not a first encounter with a victim.										

											




[bookmark: _Toc314850997][bookmark: _Toc315357187]Therapy											

Refers to intensive psychological and/or psychiatric treatment from a licensed and trained professional for individuals, couples, and family members for ongoing trauma or emotional difficulty arising from the occurrence of a crime.  This includes the evaluation of mental health needs, as well as the actual delivery of psychotherapy.	

										

Unit of Service:  Each separate encounter, in person, between a trained and licensed professional (counselor, psychologist, psychiatrist), reflecting the duration of a standard therapeutic session, that focuses on providing therapy and emotional support for victims affected by the physical, emotional, and other after-effects of crime victimization.														

[bookmark: _Toc314850998][bookmark: _Toc315357188]Group Treatment											

Refers to the coordination and provision of supportive group activities and includes self-help, peer, social support, etc.											

Unit of Service: Each separate group meeting or session, reflecting the duration of a standard support group meeting, that focuses on victims' recovery and adjustment after crime victimization.										

													

[bookmark: _Toc314850999][bookmark: _Toc315357189]Safe Shelter											

Refers to offering short- and long-term housing and related support services to victims and families following a victimization.  Includes transitional housing.  Related support services include meals, clothing, toiletries, and other supplies provided to victims and family members (children) accompanying them in shelter.   											

Unit of Service: Admission to the shelter is the unit of service.  Any victim who is admitted to the shelter during the reporting period and was screened, taken through intake, or received initial services from a VOCA, VAWA, or SASP-funded advocate should be counted under “Safe Shelter.”  NOTE: CJCC is no longer collecting bed nights.  Safe Shelter should only be counted as the admission to shelter since multiple advocates – CJCC-funded and not CJCC-funded may provide the victim with services while in shelter.		

											

[bookmark: _Toc314851000][bookmark: _Toc315357190]In Person Information/Referral									

Refers to in-person contacts with victims during which time services and available support are identified.  Includes safety planning with victim, the entire intake process, case management contacts to determine if referrals were followed up & satisfactory, etc.  											

Unit of Service: Each separate in-person encounter between advocate and victim, regardless of duration, that focuses on any or all of the following: obtaining information from the victim that can help in planning services; providing information about programs and services available; reviewing with victims the actions taken to implement plans; non-emergency safety planning; making and following up on referrals with agencies; and similar activities. NOTE: Emphasis is on planning, reviewing actions, and providing instrumental support as opposed to emotional support.										

											

[bookmark: _Toc314851001][bookmark: _Toc315357191]Telephone Contact/Information/Referral							

Refers to telephone contacts with victims during which time services and available support are identified. Includes non-emergency safety planning with victim, initial assessments interviews, case management contacts to determine if referrals were followed up & satisfactory, etc.  											

Unit of Service: Each separate telephone encounter between advocate and victim, regardless of duration, that focuses on any or all of the following: obtaining information from the victim that can help in planning services; providing information about programs and services available; reviewing with victims the actions taken to implement plans; non-emergency safety planning; making and following up on referrals with agencies; and similar activities. NOTE: Emphasis is on planning, reviewing actions, and providing instrumental support as opposed to emotional support.										

											

[bookmark: _Toc314851002][bookmark: _Toc315357192]Outreach/LE Contacts (Victim Liaison Only)							

Refers to following up, in-person or by telephone, with victims contacted only by law enforcement to determine if assistance is required; if there are additional needs for services, providing information and referral.											

Unit of Service: Each separate encounter, in-person, on the telephone, or in writing, between a victim advocate placed with a law enforcement agency and a victim contacted by a representative of the law enforcement in response to the report of a crime being committed.  The purpose of the contact is determine the current status and safety of the victim, to inform the victim of services available, to make referrals, and to make whatever additional arrangements the victim requests to assist with their victimization.  				

											

[bookmark: _Toc314851003][bookmark: _Toc315357193]Emergency Financial Assistance									

Refers to cash outlays for transportation, food, clothing, emergency housing, etc.											

Unit of Service: Each separate outlay of cash to meet the emergency needs of a victim.															

[bookmark: _Toc314851004][bookmark: _Toc315357194]Emergency Legal Advocacy									

Refers to filing of ex parte protection orders, injunctions, and other protective orders, elder abuse petitions, and child abuse petitions during emergency or crisis circumstances but does not include criminal prosecution or the employment of attorneys for non-emergency purposes such as custody disputes, civil suits, etc.  Includes assisting victims with the warrant application process and attending related pre-warrant court hearings.  											

Unit of Service: Each separate encounter, in-person, on the telephone, or in writing, between a legal advocate or regular advocate and victim, to do necessary preparation to file temporary restraining orders, injunctions, and other protective orders or to attend hearings on the victim's behalf; each separate work-session spent preparing such legal actions; and each separate hearing or meeting spent presenting such legal matters on behalf of a victim.  NOTE:  Refers to actions done during the immediate aftermath of the victimization, as part of emergency. assistance to the victim.																			

[bookmark: _Toc314851005][bookmark: _Toc315357195]Other Emergency Assistance									

Refers to the provision of emergency transportation, food, clothing, and other non-monetary resources but does not include provision or payment for shelter.  Other Emergency Assistance can include coordinating crime scene clean-up services and providing services to victims at coroners' or medical examiners offices, and funeral homes.											

Unit of Service: Each separate provision of emergency assistance, other than shelter or financial assistance, made by the advocate on behalf of the victim. 						

											

[bookmark: _Toc314851006][bookmark: _Toc315357196]Criminal Justice Support/Advocacy								

Refers to support, assistance, and advocacy provided to victims at any stage of the criminal justice process, to include post-sentencing services and support.  Can be provided by all victim assistance agencies. See list of specific services below provided by prosecution-based and law enforcement-based victim witness assistance programs.											

Unit of Service:  Each separate encounter between advocate and victim, as well as preparation and actions taken by the advocate on behalf of the victim, to support the victim's active participation in the criminal justice system.  Includes accompanying victims to law enforcement agencies, line-ups, preliminary and bond hearings, sentencing hearings, and other hearings, assisting with victim impact statements, and other matters, as needed.  A longer list of activities customarily performed by prosecution-based advocates follows.																		

[bookmark: _Toc314851007][bookmark: _Toc315357197]Personal Advocacy											

Refers to assisting victims in securing rights, remedies, and services from other agencies; locating emergency financial assistance, intervening with employers, school administrators, creditors, bill collectors, landlords, and others on behalf of the victim; assisting in filing for losses covered by public and private insurance programs including workman's compensation, unemployment benefits, welfare, etc.; accompanying the victim to the hospital, etc.											

Unit of Service: Each separate action taken, in-person, on the telephone, or in writing, by an advocate on behalf of victim to secure rights and benefits, to provide a supporting presence during visits to other agencies, and to follow-up to insure appropriate actions have been taken by these agencies for the victims.  NOTE: Does not include any advocacy actions taken involving law enforcement or criminal justice system agencies, as these advocacy actions belong under criminal justice system advocacy.																	

[bookmark: _Toc314851008][bookmark: _Toc315357198]Assistance in Filing Victims' Compensation							

Includes making victims aware of the availability of crime victim compensation, assisting the victim in completing the required forms, gathering the needed documentation, etc.   It may also include follow-up contact with the victim compensation agency on behalf of the victim.											

Unit of Service: Each separate action taken, in person, on the telephone, or in writing, to assist victims in filing for victims' compensation; includes informing victims about victims' compensation, providing assistance with the application process, and following up on the victims' behalf with the victims' compensation agency.																		

[bookmark: _Toc314851009][bookmark: _Toc315357199]Assistance in Applying for TANF/Social Services						

Includes making victims aware of the availability of TANF benefits and related social services, assisting the victim in completing the required forms, gathering the needed documentation, etc.  It may also involve accompanying the victim to the social service agency and making follow-up contact with the social service agency on behalf of the victim.											

Unit of Service: Each separate action taken, in person, on the telephone, or in writing, to assist victims in applying for TANF and other social services they may be eligible to receive; includes informing victims about services available, providing assistance with the application process, and following up on victims' behalf with social service agencies.																		

[bookmark: _Toc314851010][bookmark: _Toc315357200]Non-Emergency Legal Advocacy									

Refers to follow-up hearings related to converting ex parte protection orders to permanent orders, assistance at hearings regarding temporary protection order violations; filling for immigration status or immigration relief; assistance with civil matters such as custody or visitation that are necessary to keep the victim safe; legal assistance with eviction or adversary employment actions arising from the victimization.  Provide information and advocacy about health insurance, harassment, and related legal issues.	

									

Unit of Service: Each separate encounter, in-person, on the telephone, or in writing, between a legal advocate or regular advocate and victim, to do necessary preparation to file legal papers, including converting temporary orders to permanent orders, filing for child support and custody, and other legal matters as needed to resolve the victims' situation.  May include assistance with immigration, employment, and insurance claims.  Includes each meeting with the victim to prepare and review legal matters; each separate work-session spent preparing such legal actions; and each separate hearing or meeting spent presenting such legal matters on behalf of a victim.  NOTE:  Refers to actions done after the immediate aftermath of the victimization, as part of non-emergency assistance to the victim.															

[bookmark: _Toc314851011][bookmark: _Toc315357201]Specialized Criminal Justice Support/Advocacy (Prosecution-Based Victim Assistance Agencies)	

									

[bookmark: _Toc314851012][bookmark: _Toc315357202]Restitution											

Refers to assistance with information about restitution, the application process, and document collection for restitution, as well as advocacy for restitution at time of sentencing. 											

Unit of Service: Each separate encounter between advocate and victim, as well as preparation and actions taken by the advocate on behalf of the victim, to support the victim's receipt of restitution. 										

											

[bookmark: _Toc314851013][bookmark: _Toc315357203]Victim Impact											

Refers to assistance provided in the preparation of Victim Impact Statements, as well as with preparing supporting letters and registering for the Georgia Victim Impact Panel, facilitating participation in Visitor's Day, clemency hearings, and executions. 											

Unit of Service:  Each separate encounter between advocate and victim, as well as preparation and actions taken by the advocate on behalf of the victim, to support the victim's preparation and delivery of Victim Impact Statements during trial, clemency hearings, and any other official meetings. 										

											

[bookmark: _Toc314851014][bookmark: _Toc315357204]CJS Accompaniment									

Refers to emotional support and physical accompaniment during interviews with law enforcement and prosecutors; escort victims to line-ups, hearings, and court appearances; attend hearings with victim or on behalf of victim when victims are not required to attend. 											

Unit of Service: Each separate encounter between advocate and victim, when the advocate accompanies and stays with the victim to provide support. 																			

[bookmark: _Toc314851015][bookmark: _Toc315357205]Victim Support											

Refers to support, assistance, and advocacy provided to victims at any stage of the criminal justice process, including information about and assistance with property return; practical assistance, including transportation and childcare, to insure victims can attend necessary court hearings; provision of comfortable waiting areas for victims; provision of services and literature in Spanish and other languages.  											

Unit of Service: Each separate encounter between advocate and victim, as well as preparation and actions taken by the advocate on behalf of the victim, that enables the victim to participate actively in the criminal justice process, with an emphasis on practical assistance.															

[bookmark: _Toc314851016][bookmark: _Toc315357206]Victim Safety											

Refers to the coordination of communication with necessary professionals of the on-going activities of the defendant that is putting the victim in fear and/or physical jeopardy; prompt the necessary actions within the system to expedite a case for victim protection; initiate legal actions as need to protect the victim such as probation revocation. 											

Unit of Service: Each separate encounter between advocate and victim, as well as preparation and actions taken by the advocate on behalf of the victim, to keep the victim safe while participating in the criminal justice system.																				




[bookmark: _Toc314851017][bookmark: _Toc315357207]Victim Notification											

Refers to communications with victims and on behalf of victims to notify them of hearings and appearances, the defendant's release from jail, the status of the case, bond hearings, grand jury decisions, disposition options, appellate decisions, etc.; assist the victim with making contact with the Board of Pardons and Paroles and the Department of Corrections to request notification of any change in the convicted defendant's status. 											

Unit of Service: Each separate communication in person, on the telephone, or in writing between advocate and victim, as well as preparation and actions taken by the advocate on behalf of the victim, to keep the victim informed about the status of the case, the defendant, or other matters related to the criminal justice process.  																			

[bookmark: _Toc314851018][bookmark: _Toc315357208]CJS Explanation											

Refers to information and assistance provided to victims explaining the criminal justice process and what is happening at each stage of the case in the system; explain legal terminology and strategy during the processing of the case; provide courtroom orientation and pre-trial preparation to victims testifying at any stage of the criminal justice process, to include post-sentencing services and support. 											

Unit of Service: Each separate encounter between advocate and victim, as well as preparation and actions taken by the advocate on behalf of the victim, to explain the criminal justice system and the status of the victim's case.											

[bookmark: _Toc314851019][bookmark: _Toc315357209]Frequently Asked Questions about the VSSR & Data Collection	

				

[bookmark: _Toc314851020][bookmark: _Toc315357210]How do I count sessions with victims that include multiple purposes, such as follow-up to check on emotional well-being and case management to determine how well the referrals we provided worked out for the victim?											

If substantial attention and time during the encounter focuses on a particular purpose, count that encounter for each service provided (i.e., count it multiple times).  However, "substantial time or attention" means more than just mentioning it or referring to it briefly.  The content of the session should be documented in case notes or files, and these case notes should include ALL purposes of the session.										

												

[bookmark: _Toc315357211][bookmark: _Toc314851022]What is the difference between "new" and "existing" victims?  										

The terms “existing victim” and “new victim” are in fact a bit misleading and inaccurate.  The more appropriate terms are “new victimizations” and “existing victimizations.”  A person may be a “repeat customer” – meaning they have suffered multiple victimizations over the past year, but they may also suffer new victimizations from one quarter to the next.  



For example, Suzy Victim comes to your agency for the first time in early January because her boyfriend abused her.  At this point, Suzy is considered a “new victim” because this is the first time Suzy Victim is using your agency’s services.  You provide her with all the services your agency has to offer and Suzy seems to be on the mend.   Suzy is part of your case load from January until early May.  You report her as a new victim in your April 30th quarterly report and as an existing victim in your July 30th report.



In July, Suzy Victim again comes to your agency because she reunited with the abusive boyfriend and he has now stolen her identity.  While Suzy has been to your agency before, she would still be considered a new victim because the victimization for which she is seeking your services this time is new.  



CAVEAT: Considerations about the source of funding paying for services to existing victims should still be taken into account.  For example, if you have a large agency and your VOCA-funded advocate interviewed Suzy for intake and provided initial services, you would report Suzy in your April 30th report as new victim.  However, let’s say once your VOCA-funded advocate conducts an intake with your clients, the person is assigned to another advocate who is funded by a UnitedWay grant.  You would not report Suzy as an existing victim in your July 30th report, even if she is continuing to receive your services, because those are no longer VOCA, VAWA or SASP funded.			

							

Yes, counting existing victims is more work, but doing so provides a more accurate count of your case load and the total amount of services provided to victims of crime.															

[bookmark: _Toc315357212]The “Other Crime” category does not exist anymore.  Where do I put victims I served that don’t fit into any specific type of crime?



Most crime is either violent in nature and thus causes injury to persons, or is destructive of personal or commercial property.  For this reason, most crime that does not qualify under one of the specifically listed categories can be classified under either “Other Violent Crime”	and “Other Property  Crime.”  For example, “obstructing a 911 call” may have been put under “Other Crime,” but in fact such a crime harms or may injure a person, so that would classify as an “Other Violent Crime.”  Similarly, “disorderly conduct” may have been put under “Other crime,” however, this misdemeanor crime may either result in injury or harm toward a person, or a person’s property.  Depending on the nature of the offense, this may be classified as either “Other Property Crime” or “Other Violent Crime.”



[bookmark: _Toc315357213]If I leave the computer or cannot complete the entire report in one session, will I be able to return where I left off?



Yes.  While there is no log-off button, once you close out the web browser the system will remember where you left off.  However, if you leave and return, you must wait at least 10 minutes before logging back into the report.   If you close the web browser and try to log in before the 10 minute window, you will receive an error that states you have an active session and to return in 10 minutes.



[bookmark: _Toc315357214]The “Age” demographic category for domestic violence starts at 0-4 now, does that mean that I should put child witnesses to domestic violence under domestic violence?



No.  Filtering categories in the web-based program so that you would not see those other age categories for domestic violence victims was not possible.  Child witnesses to domestic violence should remain under “Other Child Abuse.”



[bookmark: _Toc315357215]In the Excel sheet I would list the counties in my service area and list any victims served from counties outside that area under “Other.”  What do I do with the web-based form; there is no “Other” category?



You should list or capture in your data collection the county from which the victim comes, regardless of whether that county is part of your service area.  If the victim does not provide you with the county in which they live, he/she is from out of state, or only provides you with the city in which they live, then you can list that victim under “Unknown” county or “Out of State.”  



[bookmark: _Toc315357216]Why do I have two usernames, ID’s and passwords for the same grant year?



Periodically, CJCC will make subgrants from two different federal awards.  CJCC may have federal monies available from numerous federal grant award years – i.e. funds from the state’s 2009 federal VAWA award, the 2010 federal VAWA award, and the 2011 federal VAWA award.  If the funds from one particular year are not sufficient to fund your subgrant, CJCC may fund you from two different federal awards – e.g. the 2010 federal VAWA award and the 2011 federal VAWA award.  This means that for a single grant year – e.g. January 1, 2012-December 31, 2012 – you will have 2 grant numbers, a W10 grant number and a W11.  



Because you have two different grant numbers, you will receive two usernames/ID’s and passwords for that year.   You can choose one of the two usernames and password combinations and complete all 4 quarterly reports using that combination.  If you choose this route, please be consistent and use the same combination the whole year.






[bookmark: _Toc315357217]Who receives the emails with the agency’s username and password, and how can I be added to that email list?



The email with the username and password is sent to whomever was listed as the Project Director on the agency’s application.  We will not change or add email addresses associated with a subgrant number without a subgrant adjustment request (SAR).  To obtain a SAR to change the Project Director’s email, please contact your assigned Grant Specialist.  Alternatively, in February 2011 CJCC expects to have an online mailing system, MailChimp, which will allow the agency to send communication to a number of audiences.  



Once MailChimp is implemented you may sign up to receive notifications about grant passwords and other communication that would normally go to the Project Director.  If you have any questions regarding deadlines, passwords, reporting, or any other communications related to your grant that CJCC has sent out, please ask your Project Director to provide you with a copy of the email.



[bookmark: _Toc315357218]In Section III of the Excel Sheet I would count the units of service provided for new victims only once, and place any repeat services under Section IV, that seems to have changed on the web-based form, is that correct?



Yes.  On the web-based form CJCC is now counting all services provided to new victims in one section and all services provided to existing victims in a separate section.  For example, if a new domestic violence victim comes to your agency in January and you provide her with 5 bed nights of shelter, 5 referrals, you go with her to the police station 3 times, and you called her employer to advocate for time off while she was in shelter, you would list:



· 1 unit of safe shelter

· 5 units in-person referrals

· 3 units criminal justice support/advocacy 

· 1 unit in personal advocacy



You would take a similar approach to all units of each kind of service that you provide to existing victims.



[bookmark: _Toc315357219]In the spreadsheet, the County column would stay frozen if I had to scroll over, I cannot maintain the County column frozen in my screen if I scroll to the right on the web-based form.



Unfortunately, freezing a column is currently not possible so if your grid is very wide because you’ve provided a variety of services or served every type of violent crime victim, you will no longer see the County column on the left hand as you scroll to the right.






[bookmark: _Toc315357220]I can’t find the “Out of State,” “Statewide,” or “Unknown” categories in the County list.



These three categories are at the top of the County list, not listed as part of the alphabetical order.



[bookmark: _Toc315357221]I submitted the VSSR and realized I made a mistake that I need to correct.  When I try to log back in I receive a message telling me I’ve already completed the survey.  How do I make corrections?



Email Wesley Acosta at Wesley.Acosta@cjcc.ga.gov or Stefanie Lopez-Howard at Stefanie.lopez-howard@cjcc.ga.gov with the Subject “VSSR report reset” and one of them will reset your report so you can log back in within 1 business day.  



Once you log back in, you will have to hit the “Previous” button until you arrive at the screen where you made your mistake.  Your data will be preserved as you entered it, but you will have to manually scroll back to the report	because you will not enter at the beginning.		



I’ve finished entering data into the VSSR and scrolled back through the form to double-check my answers, when I arrive at the first page of the report, the Program Type says “Child Advocacy Center” but I’m not a CAC.  Why does that happen?



“Child Advocacy Center” is the first answer choice in the list and also the default answer.  When you scroll back through the report to the first screen drop-down lists change to their default answer.  



Use the Totals pages at the end of each section to check your work rather than scrolling back through the VSSR after you’ve input all the data to double-check your work.  If you notice discrepancies between what you see in the totals pages and your own totals, go back to the previous page to double-check your work.
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