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OFFICE OF CRIMINAL JUSTICE PROGRAMS
Data Collection Guidelines
FVS • GMI • SASP • STOP • VOCA
There are two primary reasons for the Office of Criminal Justice Program’s (OCJP) collection of output and outcome data from Tennessee subrecipients:


1)  To meet federal reporting requirements; and

2)  To help improve program performance
OCJP reviews the output and outcome data submitted by the subrecipients as one way to review program performance.  
I.
Output Data Collections
Subrecipients collect output data for the FVS, GMI, SASP, STOP and VOCA annual output reports.  It is important that all subrecipients use a similar method when counting clients and services.  To that end, subrecipients must use the following definitions for the purpose of reporting statistics to OCJP.

Primary victim – defined as the direct victim of a crime who is seeking 
services from your agency.  

Secondary victim – has a relationship to the primary victim (child, sister, 
brother, mother, father, husband, etc.); has witnessed the crime or may 
have also been a victim of a crime.  Often, the 
secondary victim receives 
services from the agency because the primary 
victim sought services 
from the agency.  

NOTE:  To count a secondary victim’s service in an OCJP output report, 
agency staff must work directly with and provide services to the secondary 
victim.  For example, do not automatically count the children of a crisis 
caller as clients; do not automatically count the children of a 
walk-in client 
as clients unless the children receive a service.  

Exception:  If the program helps a primary victim with an Order of 
Protection (application, court advocacy, accompaniment, etc.) and the 
child/children are listed on the Order of Protection then you may count the 
child/children as a secondary victim receiving a service even if the children 
were not present during the service.

FVS – The FVS annual output report asks for the total agency numbers for
residential and non-residential domestic 
violence victims served during 
the twelve month reporting period regardless of whether the services were 
paid by FVS. Victims should only 
be counted / reported once per reporting 
period.  (Exception:  Report all crisis line/hotline calls no matter how many 
times the same caller might have called.)

GMI – Report primary victims (children served) or secondary victims (non-
offending parents or caregivers) who receive a direct service from staff 
paid by the GMI grant.  The GMI annual output report asks for the total 
number of victims /non-offending caregivers served during the twelve 
month reporting period.  Clients should only be counted / reported once 
per reporting period.

SASP - Report victims who receive a direct service from agency staff paid 
by the SASP
grant.  Victims should only be counted / reported once per 
reporting period. There is only one question on the SASP output report 
where you can report secondary victims – #12.  


STOP – Report victims who receive a direct service from agency staff paid 
by the STOP
grant.  Primary victims can not be children under the age of 
13. Victims should only be counted / reported once per reporting period. 
There are only two questions on the STOP output report where you can 
report secondary victims – #26 and #30b.  


VOCA – Report primary or secondary victims who receive a direct service 
from agency staff paid by the VOCA grant.  The VOCA annual output 
report asks 
for the total number of victims (primary and secondary) 
served during the twelve month reporting period.  Victims should only be 
counted / reported once per reporting period.

Subrecipients must be familiar with the services that the FVS, GMI, STOP and VOCA output reports require you to track/report.  The definitions for each service type are described on the actual FVS, GMI, SASP, STOP, VOCA output reports and the definitions can also be found at the end of this document.  Please review these reports / definitions with your staff from time to time to ensure that everyone on staff is counting clients and services the same way.  If you have any questions you should contact your OCJP Program Manager.
Subrecipients must know what services their grant(s) pays for.  Occasionally, a subrecipient will report services that its grant does not pay for.  Please review the service definitions and the grant budget to ensure you only report the services that your grant pays for.
Example #1 - A subrecipient reports that their project provides ‘shelter’ but in reality the project only gave referrals to a ‘shelter’.  In this case the subrecipient would report under ‘referral’ instead of ‘shelter.’  
Example #2 – A subrecipient reports that victims receive ‘emergency financial assistance’ yet there is no money (cash or match funds) in the budget for ‘specific assistance to individuals.’  In this case the subrecipient can not report under ‘emergency financial assistance.’
Subrecipients must know which staff their grant(s) pays for.  Do not report services on the output report unless the grant (or match funds) pays some/all of the staff’s salary who provided the services.  For example, do not report Jane Doe’s services on the STOP output report unless the STOP grant or STOP match paid some portion of Jane Doe’s salary.  
Exception:  As of the 2009-2010 grant year, subrecipients will report all residential and non-residential domestic violence clients and services on the FVS output report even if FVS did not pay for the staff or services.
Allocating Outputs Among Two or More Funding Sources
Some subrecipients use more than one OCJP grant to pay for a single grant project (ex:  shelter operations) and each staff person’s time is paid for by more than one grant  (ex:  shelter staff person Jane is paid 35% of her salary by VOCA and 65% of her salary by STOP but she performs the same activities under both grants).  In order to accurately report on the annual output reports, subrecipients should assign clients to a specific funding source using a grant allocation process.  For more information and direction refer to the example below.

Example:  The Friendship Home 
The Friendship Home provides shelter and services to victims of domestic violence.  The agency has five employees (staff A-E) who work in the shelter to provide services to the residents and one employee (staff F) who is a court advocate for domestic violence victim/survivors and attends the order of protection court dockets.  
The agency has an FVS and a VOCA grant that pay for shelter staff  A-E.  The FVS grant pays 65% of staff A-E salaries and the VOCA grant pays for 35% of staff A-E salaries.  The agency has a STOP grant that pays for 100% of the salary for the court advocate (staff F).  

The Friendship Home is required to submit to OCJP an FVS, a STOP, and a VOCA annual output report.  The five shelter staff provided services to 500 shelter residents and the court advocate provided services to 150 victims requesting an order of protection.  The agency will report as follows:

FVS – the agency will report 650 clients served (100% of the 650 domestic violence victim/survivors served by the agency) on its FVS output report.  
FVS Note:  As of the 2009-2010 grant year, subrecipients will report all residential and non-residential domestic violence clients and services on the FVS output report even if FVS did not pay for the staff or services.

VOCA – the agency will report 175 clients served (35% of the 500 residential and non-residential domestic violence victim/survivors served) on its VOCA output report because VOCA pays for 35% of staff A-E’s salary.  The agency will need to examine the 175 client files chosen as VOCA clients and then report the services (as asked on the VOCA report) received by each of the 175 clients.  For tracking/reporting purposes, it may be easier to assign a client to a funding source at the beginning of services rather than at the end of a reporting period.  

STOP – the agency will report 150 clients served on its STOP output report; the agency will report 100% of the services (as asked on the STOP report) that each of the 150 clients received because STOP pays for 100% of the court advocates salary.
If you or your agency staff has any questions concerning the allocation of outputs (clients and /or services) for your grant projects, please contact your Program Manager.

II.
Client Outcome Data Collections

Outcome information describes some change in the participant’s condition and establishes the benefits of the funding in measurable terms.  There are basically three reasons for collecting client outcomes:


1.  Improve program performance – Agencies exist to help clients find 
better lives.  Agencies want clients safer, more informed, aware of their 
options and exercising better judgment.  Subrecipient agencies need solid 

information about how well their clients are doing in order to continue 
improving the quality of their programs.


2.  Information for OCJP and other funders – funding agencies and 
local shareholders need information on results for clients to decide which 
service models will be awarded funding.  


3.  Information for subrecipient agencies – when funds are limited, 
subrecipient agencies must be able to determine which services models 
work in order to decide where to allocate limited resources.
Outcome report types include:  

1.  Client Survey Outcome Report


2.  FVS Domestic Violence Shelter Programs Outcome Report


3.  Training Survey Outcome Report


4.  Unique Outcomes Report

Sample surveys can be found at the OCJP website at http://www.tn.gov/finance/rds/ocjp/victimshomepage.html and in the fund source chapters of the 2010-2011 OCJP Administrative Manual at http://www.tn.gov/finance/rds/ocjp/manuals.html 
Outcome data should be collected from all clients (or their parents or caretakers) being served by your agency with funding provided by OCJP, unless your agency receives an exception from OCJP for a specific category of clients.  Such exceptions should be described in your logic model narrative description or you must receive written approval from your Program Manager for exceptions.  Currently, OCJP has stated that all subrecipients can be exempt from surveying crisis callers if that is the only service the client receives during the reporting period.
Client Survey Outcome Report

This report will be completed for the following project types:  Child Advocacy, Comprehensive Victim Services, Non-Shelter Domestic Violence Services, Elder/Disabled, Law Enforcement, Legal Services, Prosecution, Sexual Assault and Victim-Witness/Victim Advocacy)

Agencies that use the above outcome types will submit one Client Survey Outcome Report to report all client survey results for the same outcome type regardless of fund source.  For example, if a Child Advocacy Center has a VOCA grant and a GMI grant and both grants have the Child Advocacy outcome type then the agency will submit one Client Survey Outcome Report to report survey results for both grants.
FVS Domestic Violence Shelter Programs Outcome Report

Subrecipient agencies that receive an FVS grant from OCJP will submit one FVS Domestic Violence Shelter Programs Outcome Report for all residential and non-residential domestic violence client surveys.
For example, if an agency has an FVS grant, a VOCA grant and a STOP grant and all three grants use the ‘Domestic Violence Shelter’ outcome type, then the agency will submit one FVS Domestic Violence Shelter Programs Outcome Report and submit the combined survey results for all 3 fund sources.  

Note:  Dual domestic violence/sexual assault agencies will submit a Client Survey Outcome Report to report the survey results for the sexual assault clients.
Training Survey Outcome Report

OCJP training grants, including Law Enforcement Training Grants, will submit a Training Survey Outcome Report to report training participant survey results. 

Starting with the 2010-2011 grant year, all OCJP victim service grants that use grant funds to put on a training event(s) for professionals or allied professionals will need to distribute training surveys to participants and report the results on a Training Survey Outcome Report.

Community education and community outreach are not considered training events.  Do not submit a Training Outcome Report for community education or community outreach events.

Unique Outcome Report
Subrecipients using ‘unique’ outcomes will need to use the ‘unique outcome’ option to report client survey results.  Only subrecipients that have been approved by OCJP to use the ‘unique outcome’ option can do so.

All Survey/Outcome Reports
Please use the instructions below when answering who, when, and how on the outcome/survey report
Who – Tell OCJP which grant position(s) is distributing the surveys to the clients (ex:  court advocate, shelter manager, victim-witness coordinator).  Additional information might include which position is responsible for the data collection and tabulation of the outcome surveys.  
When – Describe ‘when’ in the service delivery process the client receives a survey, (ex: ‘at the 4th counseling session,’ ‘when the resident exits shelter,’ or ‘after the court hearing’).  Provide details, as needed, so that OCJP can understand your process.  Explain why this is the best time in the service delivery process to distribute a survey.  If the delivery process is different for different groups of clients explain the process for each group of clients.  Describe how your agency ensures that it is not submitting duplicate surveys for any one client during the twelve-month reporting period.

How – Describe how the clients receive the surveys…in-person, by mail, by phone, etc.  Explain why you have chosen this method – does it result in a higher response rate, is it more convenient for the clients, is it safer for the clients, etc.  
III.
Service Definitions by Fund Source

Subrecipients must be familiar with the services that the FVS, GMI, STOP and VOCA output reports require you to track/report.  Please review these definitions with your staff from time to time to ensure that everyone on staff is counting clients and services the same way.  If you have any questions you should contact your OCJP Program Manager.
FVS Service Definitions 
Residential clients – domestic violence victim/survivors and their family members that stayed in the emergency shelter.
Non-residential clients - domestic violence victim/survivors and their family members that received shelter program services other than emergency shelter.

Unmet requests for shelter – the number of adult individuals who were refused emergency shelter because the shelter was full.  You may count an individual every time the individual requests shelter and was refused because the shelter was full.
Crisis line/hotline calls – calls that relate to an individual or family in need of some kind of service.  Do not count calls regarding donations, general information about program or violence issues unrelated to an individual or calls from the media.

Adult supportive counseling and advocacy – include crisis intervention, safety planning, individual counseling, educational services, legal advocacy, personal advocacy, housing advocacy, information/referral, transportation, home visits, etc.

Children and youth supportive counseling and advocacy services – crisis intervention, safety planning, individual counseling, peer counseling, educational services, etc.

Children’s activities – recreational activities, child care, etc.

Community education and public awareness – presentations of information or training about domestic violence and/or services related to victims of domestic violence and their children.

Public awareness activities – domestic violence-focused information forums where domestic violence information is distributed and developed such as press conferences, health fair booths, etc.

Batterer intervention program services – a specific model of intervention, i.e. programs designed to address accountability for abusive behavior, including re-education programs for those who abuse their intimate partners.

GMI Service Definitions
Medical Evaluation – an evaluation to determine health conditions that may have been caused by exposure to the chemicals used in making Meth or exposure to Meth.

Education Evaluation – an evaluation performed to determine the educational level of the child(ren).  

Crisis Counseling – in-person counseling, emotional support, guidance and counseling provided by advocates, counselors, mental health professional.   Such counseling may occur at the scene of the crime, immediately after a crime, or be provided on an ongoing basis.
Therapy – intensive professional psychological and/or psychiatric treatment for children and non-offending caregiver related to counseling to provide emotional support in the crisis arising from the occurrence of crimes.  This includes the evaluation of mental health needs as well as the actual delivery of psychotherapy.

Group Treatment – Coordination and provision of supportive group activities and includes self-help, peer, and social support.
Information/Referral (in person) - in-person contact with victims during which time service and available support are indentified.

Personal Advocacy – refers to assisting victims in securing rights, remedies, and services from others agencies, locating financial assistance, intervening with others on behalf of the victim, etc. 

SASP Definitions

Civil legal advocacy / court accompaniment – assisting a victim/survivor with civil legal issues including preparing paperwork for a protection order and accompanying the victim/survivor to a protection order hearing or other civil court proceeding.  Does not include advocacy by attorneys and/or paralegals.

Counseling services/support group – short-term individual or group counseling or support provided by a volunteer, peer or professional.

Criminal justice advocacy / court accompaniment – assisting a victim/survivor with criminal legal issues, including notifying the victim/survivor of case status, hearing dates, plea agreements, and sentencing terms; preparing paperwork such as victim impact statements, accompanying a victim/survivor to a criminal court proceeding or law enforcement interview; advocacy with probation/parole/corrections; supporting victims/survivors through sex offender management process; and all other advocacy within the criminal justice system.
Crisis intervention – crisis intervention is a process by which a person identifies, assesses, and intervenes with an individual in crisis so as to restore balance and reduce the effects of the crisis in her/his life.  In this category, report crisis intervention that occurs both in person and over the telephone.
Employment counseling – actions designed to assist a victim/survivor in obtaining employment, e.g., coaching on career options, skills training, job searches, resume-writing, marketing, job interviews, and preservation of employment.

Financial counseling – actions designed to assist a victim/survivor with issues related to improving credit, retiring debt, setting up bank accounts, managing household finances, negotiating with lenders or landlords, developing budgets, managing financial assets, making major purchases such as a home or auto, filing tax returns, etc.

Hospital / clinic response / other medical response – accompanying a 
victim /  survivor to or meeting a victim/survivor at the hospital or clinic or medical office.

Job Training – providing training in specific employment-related skills to a victim/survivor, e.g., on computer literacy.

Language services – interpretation and/or translation. 
Material assistance – providing victims/survivors with clothing, food, personal items, etc.
Transportation – provision of transportation, either directly or through bus passes, taxi fares, or other means of transportation.

Victim/survivor advocacy – actions designed to assist the victim/survivor in obtaining support, resources, or services including employment, housing, shelter services, health care, victim’s compensation, school/education, etc.
STOP Victim Service Definitions

Civil legal advocacy / court accompaniment – assisting a victim/survivor with civil legal issues including preparing paperwork for a protection order and accompanying the victim/survivor to a protection order hearing or other civil court proceeding.  Does not include advocacy by attorneys and/or paralegals.
Civil legal assistance – civil legal services provided by an attorney and/or a paralegal.

Counseling services / support group – individual or group counseling or support provided by a volunteer, peer, or professional.

Criminal justice advocacy / court accompaniment – assisting a victim/survivor with criminal legal issues, including notifying the victim/survivor of case status, hearing dates, plea agreements, and sentencing terms; preparing paperwork such as victim impact statements, accompanying a victim/survivor to a criminal court proceeding or law enforcement interview; and all other advocacy within the criminal justice system.
Crisis intervention – crisis intervention is a process by which a person identifies, assesses, and intervenes with an individual in crisis so as to restore balance and reduce the effects of the crisis in her/his life.  In this category, report crisis intervention that occurs both in person and over the telephone.

Forensic exam – exam conducted by a sexual assault nurse examiner or by a sexual assault forensic examiner.
Hospital / clinic response / other medical response – accompanying a 
victim /  survivor to or meeting a victim/survivor at the hospital or clinic.
Transportation – Muskie has not defined this service for STOP.  Please call your OCJP Program Manager if you have any questions.

Language services – interpretation and/or translation. 
Victim/survivor advocacy – actions designed to assist the victim/survivor in obtaining support, resources, or services including employment, housing, shelter services, health care, victim’s compensation, etc.

Hotline calls – crisis or information and referral calls received by an agency’s hotline or office telephone.

Victim witness notification / outreach to victims – unsolicited letters, phone calls, or visits.
VOCA Service Definitions
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 ongoing basis.

Follow –up – refers to in person contacts, telephone contacts, and written communication with victims to offer emotional support, provide empathetic listening, check on victim’s progress, etc.

Therapy – refers to intensive professional psychological and/or psychiatric treatment for individuals, couples, and family members related to counseling to provide emotional support in crisis arising from the occurrence of crime.  This includes the evaluation of mental health needs, as well as the actual delivery of psychotherapy.

Group treatment / support – refers to the coordination and provision of supportive group activities and includes self-help, peer and social support, etc.

Shelter / safehouse – refers to offering short and long-term housing and related support services to victims and families following victimization.
Information / referral – refers to in person contacts with victims during which time services and available support are identified.
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.

Emergency financial assistance – refers to cash outlays (but not cash directly to clients) for transportation, food, clothing, emergency housing, etc.

Emergency legal advocacy – refers to filing temporary restraining orders, injunctions, and other protective orders, elder abuse petitions, and child abuse petitions, but does not include criminal prosecution or the employment of attorneys for non-emergency purposes, such as custody disputes, civil suits, etc.

Victims compensation information – includes making the victim aware of the availability of crime victim compensation or assisting the victim in completing the required forms or gathering the needed documentation, etc.  It also may include follow-up contact with the victim compensation agency on behalf of the victim.  Any one of these actions counts as providing ‘victims compensation information.’
Personal advocacy – refers to assisting victims in securing rights, remedies, and services from other agencies; locating financial assistance, intervening with employers, creditors, and others on behalf of the victim; assistance 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.
Telephone contact information / referral – refers to contacts with victims during which time services and available support are identified.  This does not include calls during which counseling is the primary function of the telephone call.
Other – safety planning, transportation, interpreting, etc.
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