VIRGINIA Sexual and Domestic Violence Agencies

2007 Accreditation Checklist 

To be Accredited by the Virginia Sexual and Domestic Violence Action Alliance (Action Alliance), please complete the enclosed Application Checklist and return via mail or by hand (email or fax cannot be accepted) one unbound original and four unbound copies, any required Plans of Action, and a check for $100 (or a copy of the purchase order or credit card information) to:  Action Alliance; 1010 N. Thompson St., Suite 202, Richmond, VA 23230

The Accreditation Application packet must be received no later than 5:00 p.m. on November 19, 2007.
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Accreditation Application Checklist 2007

For each criterion check “Yes” or “No” to indicate whether your agency meets this criterion.

Agency Administration

Section I: Agency Governance

Item 1

( Yes     ( No
Our agency is governed by a working Board of Directors or an equivalent legal entity.  

( Yes     ( No
Our Board of Directors or equivalent legal entity meet at least quarterly.

Item 2 

Our agency Board or equivalent legal entity performs the following functions: 

( Yes     ( No
Personnel: develop and adopt personnel policies

( Yes     ( No
Finance: develop and adopt financial policies

( Yes     ( No
Long range planning: develop and oversee the planning process that advances  the mission of the Agency

Our agency is housed in a non-governmental organization, and our Board or equivalent legal entity performs the following functions:

   ( N/A 
Our agency is housed in a governmental organization.

( Yes     ( No    
Recruitment: develop and implement a plan for board membership that   reflects the unique needs and diversity of the community

( Yes     ( No
Fundraising: implement a Board-level fund development plan

Item 3
Our agency maintains the following documents:

( Yes     ( No    
Mission statement 

( Yes     ( No    
Non-Discrimination Policy

( Yes     ( No    
Personnel Policies

( Yes     ( No    
Job Descriptions for staff and volunteers

( Yes     ( No    
Policy Statements

( Yes     ( No    
Organizational Chart

( Yes     ( No    
Financial Records

( Yes     ( No    
Confidentiality Policy

( Yes     ( No    
Conflict of Interest Policy

Our agency is a non-governmental agency and we maintain the following documents:

   ( N/A 
Our agency is housed in a governmental organization.

( Yes     ( No    
Articles of Incorporation

( Yes     ( No    
By-laws

( Yes     ( No    
List of Board Members

( Yes     ( No    
Minutes of Board Meetings

( Yes     ( No    
Expectations of Board service (i.e. attendance, initial orientation and ongoing training, level of financial commitment, etc.) 

( Yes     ( No    
Job descriptions for Board members

( Yes     ( No    
Confidentiality policy for Board members

Section II: Agency Administration

Item 1

( Yes     ( No
Our agency has local community support of at least 15% in cash and/or in-kind support needed to operate the program.

( Yes     ( No
Funding for our agency comes from a variety of sources with no more than 75% of our total budget coming from one grant requiring periodic renewals.

Item 2

Our agency maintains financial policies and procedures that address the following:

( Yes     ( No
Record maintenance

( Yes     ( No
Financial audits

( Yes     ( No
Internal controls

Item 3

Our agency maintains personnel policies for paid staff that include the following:

( Yes     ( No
Provision that Job Descriptions for each position are on file

( Yes     ( No
Statement that personnel files are confidential and that specifies who has access to those files. 

( Yes     ( No    
Employees may see their own files.

( Yes     ( No
Assurance of compliance to Equal Opportunity Employment;
( Yes     ( No
An employment policy that includes a clearly defined process for recruitment, interview and selection practices, and a statement that identifies authority for hiring and terminating staff and describes how  recruiting efforts will reflect community demographics and how efforts to recruit staff from traditionally underserved populations will occur.  
( Yes     ( No
Designation of work hours, leave policies, benefit policies, and training policies;

( Yes     ( No
Process and time period for staff evaluation, grounds for disciplinary actions and termination, and a staff grievance procedure

( Yes     ( No
A Code of Ethics and/or Rules of Conduct for staff

( Yes     ( No
A sexual harassment and violence in the workplace policy that encourages a positive and productive environment that is harassment and violence free

( Yes     ( No
A statement regarding positions being dependent on availability of funds

Item 4

( Yes     ( No
Our agency-managed facilities comply with local, state and federal regulations (e.g. fire, public health, ADA)

Item 5

( Yes     ( No
Our agency has initiated and maintained contact with local government in each jurisdiction of our service area for the purpose of educating local government officials on our agency’s services/needs and/or requesting financial support.

Item 6

Our agency maintains a policy regarding how we will respond to employees who have disclosed experiences of sexual and/or domestic violence which:

( Yes     ( No
Reflects a respectful consideration of the needs of employees who have experienced sexual and/or domestic violence, in balance with the needs of persons accessing agency services and the agency overall.
( Yes     ( No
Includes separate guidelines for responding to employees who are perpetrators of domestic or sexual violence

Item 7

( Yes     ( No
Our agency maintains a written plan for responding to medical, mental health, and safety emergencies that occur on our agency property.

Item 8

( Yes     ( No    
Our agency’s employment policy assures equal opportunity for all persons regardless of race, gender, ethnicity, national origin, age, disability, religion, sexual orientation or gender identity or expression.

( Yes     ( No    
Our agency’s client services policies assures equal access for all persons who have experienced sexual or domestic violence regardless of race, gender, ethnicity, national origin, age, disability, religion, sexual orientation or gender identity or expression.

Section III: Staff Training

Item 1

( Yes     ( No
Our agency has developed and implemented a written plan for training and orienting all new staff.

( Yes     ( No
Training for new staff at our agency occurs within three months of employment.

( Yes     ( No
Our agency maintains documentation of the training topics and number of hours of training received by each staff member.

Item 2

( Yes     ( No
All new Administrative staff receive 4 hours of initial training on the topics listed under “Level I” in Appendix II.  As an agency we have decided the amount of time devoted to each topic; format, content and method of delivery for the training.  

( Yes     ( No
All other staff receive 40 hours of initial training on all topics listed in Appendix II for Levels I through III.  As an agency we have decided the amount of time devoted to each topic; format, content and method of delivery for the training.  

Item 3

( Yes     ( No
Our agency maintains a manual for training new staff that covers the topics outlined in Appendix II of the Accreditation manual and individual agency requirements for extended training of direct services staff.

Item 4

( Yes     ( No
Our agency provides 20 hours of work-related training and education per year for all our staff.  We define the format, content, and method of the training.

Section IV: Volunteer Program Management

Item 1

Our agency maintains and makes available personnel policies for volunteers/interns which include:

( Yes     ( No
Statement that personnel information is confidential. 

( Yes     ( No
Provision that Job Descriptions for each position (including designation of volunteer level and training requirements for each position) will be kept on file

( Yes     ( No
Written plan to recruit, screen, orient, supervise, evaluate and recognize volunteers.  The plan includes how our agency will determine the level of service the volunteer will provide. (as defined in Item 2)

( Yes     ( No
Process and time period for volunteer/intern evaluation, grounds for disciplinary actions and termination

( Yes     ( No
Code of Ethics and/or Rules of Conduct for volunteers/interns
( Yes     ( No
Reference to a written plan of how agency recruitment efforts for new volunteers/interns take into consideration the need to reflect community demographics and the need to recruit volunteer/interns from traditionally underserved populations
Item 2

( Yes     ( No
Our agency trains our volunteers according to the level described in Appendix II of the Accreditation manual.  

( Yes     ( No
Our agency has categorized our volunteer service levels based on the amount of contact the volunteers have with our clientele.

Item 3

( Yes     ( No
Our agency maintains a volunteer training manual specific to our agency needs and provides the manual to volunteers/interns.  The manual and training cover the topics included in the Accreditation manual Appendix II.

Item 4

( Yes     ( No
Our agency ensures that daily access to staff is available for volunteers/interns.

Item 5

( Yes     ( No
Our agency maintains documentation of the training topics and number of hours of training received by each volunteer/intern.

Item 6

( Yes     ( No
Our agency offers in-service training opportunities to all volunteers/interns at least 4 times a year.

( Yes     ( No    
Our agency has training for Board Members that addresses the topics outlined in Appendix II (under “Board Training”) during their first year of service

Section V: Record Keeping and Confidentiality

Item 1

( Yes     ( No
Our agency maintains confidential records for persons accessing services.  We have determined how these records are kept and what information is included in the records.

Item 2

( Yes     ( No

Our agency stores written files of persons accessing services in a locked space.

Item 3

( Yes     ( No
Files on persons accessing our Agency services that are stored on computers are password protected to assure that only authorized staff may access files.

( Yes     ( No    
Our agency does not store personally identifying information about people we serve on any portable device including laptops, Blackberrys, external disk drives, etc.

Respond to ONE of the following:

( Yes     ( No
Confidential information (including name, address, social security number or date of birth or any other identifying information of persons accessing Agency services) is not stored on any agency computer with access to the Internet.  

         OR




( Yes     ( No
Computers that store files with confidential data that have access to the internet are safeguarded with the appropriate firewall and password protection.  

Item 4

( Yes     ( No
 
Our agency uses VAdata to document services provided.

Item 5

( Yes     ( No
Our agency abides by Virginia Code § 63.2-104, so we do not disclose any personally identifying information or individual information collected in connection with services requested, utilized, or denied through our agency without the informed, written, reasonably time-limited consent of the person requesting our services (or the guardian or parent of the person). 

( Yes     ( No    
This consent allows a person to choose to temporarily waive her/his confidentiality for a meeting or conversation or other limited period of time, through informed, written consent and specific short-term release

( Yes     ( No
When a person signs a consent form, our agency provides that person with a copy of the signed consent.

Item 6

( Yes     ( No
Our agency does not disclose personally identifying information of persons requesting or accessing our services to any third party database, including a Homeless Management Information System (HMIS).

Item 7

Our agency has a written Confidentiality Policy that includes the exceptions to confidentiality and specifically addresses the following situations:

( Yes     ( No

Subpoenas, warrants, and service of other legal documents 

( Yes     ( No

hild abuse or neglect

( Yes     ( No
Abuse or neglect of an incapacitated adult, or adult who is 60 years of age or older

( Yes     ( No
Imminent danger to person accessing Agency services or clearly identified third party

( Yes     ( No

Requests for release of information

Item 8

( Yes     ( No

Persons accessing our agency services are informed of our confidentiality policy.  

( Yes     ( No
Whenever possible, persons accessing our agency services receive a written copy of our confidentiality policy.

Item 9

( Yes     ( No
All staff, volunteers, Board Members, subcontractors, and grant monitors sign a confidentiality statement affirming that they will keep any and all information about persons accessing our agency services confidential.  

( Yes     ( No
Our agency maintains these signed confidentiality statements on file.

Sexual and Domestic Violence Services

Item 1: Hotline

( Yes     ( No
Our agency provides a hotline that is answered by staff, volunteers or individuals contracted to answer the Hotline who have received training as outlined in Agency Administration Section III and Section IV.

( Yes     ( No
Our agency Hotline is available 24-hours a day and answered by staff, volunteers or individuals contracted to answer the Hotline.

( Yes     ( No
Our agency trains all persons who answer the Hotline on how to use the TTY, Language Lines and the Virginia Relay.

Item 2: Information and Referral

Our agency has a resource and referral list that includes (but is not limited to): 

( Yes     ( No

Local resources

( Yes     ( No

Support services 

( Yes     ( No

Legal services

( Yes     ( No

Services that meet the needs of underserved populations 

( Yes     ( No

Other Domestic Violence Programs and Sexual Assault Crisis Centers

( Yes     ( No

Our agency updates our referral and resource list annually. 

( Yes     ( No
Our agency provides information to persons affected by sexual and/or domestic violence and makes referrals consistent with their identified needs.  

Item 3: Crisis Intervention

( Yes     ( No
Our agency provides a time-sensitive assessment of and response to immediate needs to persons experiencing sexual and/or domestic violence.

Item 4: Safety Planning

( Yes     ( No
Our agency will assess immediate physical and emotional safety needs with persons who have experienced sexual and/or domestic violence, including children and others directly affected by the violence, and if needed, assist them in developing individualized safety plans.

Item 5: Emergency Companion Services

( Yes     ( No
Our agency provides Emergency Companion Services, as requested by persons who have experienced a sexual and/or domestic violence emergency.  Within 30 minutes from the time the request was received, our agency dispatches a trained volunteer or staff to support the person at an emergency medical facility or law enforcement agency location.  
Item 6: Emergency Transportation

Our agency has a written protocol for the provision of emergency transportation for persons who have experienced sexual and/or domestic violence and their children to an appropriate location.  The protocol includes:

( Yes     ( No

Definition of “emergency”

( Yes     ( No

Identification of the available options in each jurisdiction of our service area 

( Yes     ( No

Process for accessing these options on a 24-hour basis

( Yes     ( No

Who will provide emergency transportation

( Yes     ( No
How requests for emergency transportation to or from outside our service area are addressed

Item 7: Individual Support Services

( Yes     ( No
Our agency provides individual advocacy, as requested and appropriate, on behalf of persons who have experienced sexual and/or domestic violence.

( Yes     ( No
Our agency provides individual counseling/support to persons who have experienced sexual and/or domestic violence.  This may occur one-time or on an on-going basis.

( Yes     ( No
Our agency educates individuals about the dynamics and impact of sexual/domestic violence and the options available to address individual needs, including, but not limited to, legal, therapeutic, relationship, spiritual and life issue needs (e.g. housing, mental and physical health, finances, employment, child care, basic needs, etc.)

( Yes     ( No
Our agency assists persons who have experienced sexual and/or domestic violence in identifying and working on goals through regular communication to review services, progress and needs.
Item 8: Legal Advocacy

( Yes     ( No
Our agency developed and maintains relationships with professionals within the civil and criminal justice and immigration systems for the purpose of providing advocacy services to persons who have experienced sexual and/or domestic violence and facilitating these individuals’ access to the civil and criminal justice and immigration systems.
( Yes     ( No
Our agency assists persons who have experienced sexual and/or domestic violence in exploring legal options and provides oral explanation and/or written materials about the civil and criminal justice system and immigration processes.
( Yes     ( No
Our agency provides and/or coordinates civil and criminal justice and immigration systems advocacy, in relation to sexual and/or domestic violence, including but not limited to accompaniment to court, intake office, legal aid, magistrate, etc. upon the request of a person who has experienced sexual and/or domestic violence.

( Yes     ( No    
Our agency is informed about the specific federal and state laws applicable to persons with limited English proficiency and/or immigrants who are crime victims or witnesses.

( Yes     ( No    
Our agency is informed about programs and services in our service area available to provide culturally competent legal services and advice to persons who have experienced sexual and/or domestic violence and who may need specialized legal services because of their immigration status or limited English proficiency.

Item 9: Support Groups

( Yes     ( No
Our agency offers peer support and education groups to persons who have experienced sexual and/or domestic violence.  The frequency, special populations, and purpose are determined by our agency in response to community need.

Item 10: Children’s Services

( Yes     ( No
Our agency provides a time-sensitive and age-appropriate crisis response to children and youth who have themselves experienced sexual violence, physical violence as a result of domestic violence directed toward a parent, or exposure to violence perpetrated against a parent 

( Yes     ( No
Our agency provides crisis intervention, support services, education and/or referrals to children and youth who are primary or secondary victims of sexual and/or domestic violence, including children who have been exposed to the violence perpetrated against a parent.

( Yes   ( No  ( N/A
Our agency operates a residential shelter that houses children and youth and we, at a minimum, provide age-appropriate shelter orientation and safety planning services to all children and youth who reside in the shelter for more than 24 hours.
Item 11: Community Coordination and Systems Advocacy

Note: check “N/A” if you do not have the listed agency in your service area, or if you are the agency listed (e.g. if you are the Sexual Assault Crisis Center, check “N/A”)

Our agency has initiated contact with agencies in each jurisdiction of our service area including but not limited to: 
( Yes   ( No  ( N/A    Batterer Intervention Program

( Yes   ( No  ( N/A    Commonwealth’s Attorney’s Office

( Yes   ( No  ( N/A    Community Services Board

( Yes   ( No  ( N/A    Court Services Unit

( Yes   ( No  ( N/A    Department of Social Services

( Yes   ( No  ( N/A    Domestic Violence Program

( Yes   ( No  ( N/A    Emergency medical resources

( Yes   ( No  ( N/A    Health Department

( Yes   ( No  ( N/A    Law enforcement

( Yes   ( No  ( N/A    Legal Aid

( Yes   ( No  ( N/A    Sex Offender Treatment Program                 

( Yes   ( No  ( N/A    School system

( Yes   ( No  ( N/A    Sexual Assault Crisis Center

( Yes   ( No  ( N/A    Victim/Witness Program
Our agency maintains contacts and demonstrates systems advocacy efforts with the organizations listed below and others as needed and appropriate in the service area: 

( Yes   ( No  ( N/A    Batterer Intervention Program

( Yes   ( No  ( N/A    Commonwealth’s Attorney’s Office

( Yes   ( No  ( N/A    Community Services Board

( Yes   ( No  ( N/A    Court Services Unit

( Yes   ( No  ( N/A    Department of Social Services

( Yes   ( No  ( N/A    Domestic Violence Program

( Yes   ( No  ( N/A    Emergency medical resources

( Yes   ( No  ( N/A    Health Department

( Yes   ( No  ( N/A    Law enforcement

( Yes   ( No  ( N/A    Legal Aid

( Yes   ( No  ( N/A    Sex Offender Treatment Program                 

( Yes   ( No  ( N/A    School system

( Yes   ( No  ( N/A    Sexual Assault Crisis Center

( Yes   ( No  ( N/A    Victim/Witness Program
( Yes     ( No
Our agency demonstrates leadership or participation in local multidisciplinary efforts to create an environment that is sensitive and responsive to the needs of people who have experienced sexual and/or domestic violence.

Item 12: Community Education

( Yes     ( No
Our agency produces and distributes printed materials that describe the services we provide.

Our agency annually creates a written sexual and/or domestic violence education plan to be implemented by our agency that includes:

( Yes     ( No
Intended audiences that represent the diversity of the community (e.g. race/ethnicity, gender, profession, age, disability, sexual orientation, etc.) 

( Yes     ( No
Number of programs to be presented

( Yes     ( No
Variety of methods used for presentation delivery (e.g. panel, booth, lecture, interactive, forum, etc.)

( Yes     ( No
Appropriate measurement of the impact of efforts (e.g. pre/post-test, increase in referrals, donations received, volunteers recruited, resources distributed, etc.)

Item 13: Emergency Housing Services

( Yes     ( No
Our agency provides and/or coordinates access to emergency housing (such as a Domestic Violence Program residential shelter, safe home, hotel or other shelter) for all people, who have experienced sexual and/or domestic violence and their minor children (regardless of gender) and), who are in imminent danger AND in our service area AND requesting emergency housing.

( Yes     ( No
Our agency has a written protocol on how to address requests for emergency housing by people who are have experienced sexual and/or domestic violence and are outside of our service area and in imminent danger.

Our agency immediately addresses the following with each person who has experienced sexual and/or domestic violence who is utilizing our agency’s emergency housing services:

( Yes   ( No  ( N/A    How to access a staff person/volunteer on a 24-hour basis

( Yes   ( No  ( N/A    Length of stay

( Yes   ( No  ( N/A    Emergency food, clothing, hygiene, and medical needs

( Yes   ( No  ( N/A   Significant reasons for immediate termination from emergency housing

( Yes   ( No  ( N/A   Obligation of persons accessing our services to maintain confidentiality (of location if applicable, other persons accessing services, etc.)

Our agency addresses the following in-person within 24 hours of providing emergency housing services with a person who has experienced sexual and/or domestic violence:

( Yes   ( No  ( N/A    Explanation of our agency services available

( Yes   ( No  ( N/A   Other rules and agency policies including, but not limited to, shelter rules, our agency confidentiality policy, resident grievance policy, and emergency response policies.

( Yes   ( No  ( N/A    Assessment of parents and children for urgent health, emotional, educational, legal, and safety needs and provide referrals as appropriate

( Yes     ( No
Our agency collaborates across agencies to offer and/or provide on-going services as needed and appropriate (This includes when we are coordinating access to emergency housing in another service area for persons who have experienced sexual and/or domestic violence and/or when we are providing emergency housing to a person who has experienced sexual and/or domestic violence from outside our service area.)

Item 14: Outreach and Access for Underserved Populations

( Yes     ( No
Our agency assesses our service area and identifies populations of people who have experienced sexual and/or domestic violence who may be underserved or have special needs, and enhance each population’s access to our agency services.  We conduct this assessment at least once every five years.

( Yes     ( No
Our agency locates available referral resources, formal or informal, within the community that provide services to the identified underserved populations and/or people with special needs who have experienced sexual and/or domestic violence.

( Yes     ( No
Our agency works collaboratively with representatives of underserved and/or special needs groups to develop or expand services to meet the identified needs.

( Yes     ( No    ( N/A  Since a majority of the persons accessing our agency services speak another language, we have made every attempt to have staff that speak the other language.
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