Office of the Attorney General

Victims of Crime Act 
Sub-grantee Monitoring Report
	To be completed prior to visit by GM:

	Sub-grantee Name:
	

	Sub-grantee Address:
	

	Sub-grantee Director:
	

	Primary Contact:
	

	Phone number:
	
	Fax Number:
	

	VOCA Grant #:
	VXXX-14XXX
	Amount of Funding Received:
	$

	Judicial Circuit:
	
	Counties Served:
	

	Prior Year Grant Award:
	$
	Prior Year Unspent:
	$

	Prior Target # Victims:
	
	Prior Year # Victims Reported:
	

	Date of Monitoring Visit:
	

	OAG Staff Conducting Monitoring:
	

	Subgrantee Staff Present:
	

	I.  Victims, Services, Data Collection and Reporting
	Yes
	No

	1. The sub-grantee can describe the types of victims assisted through the VOCA-funded project.  [C]
(Please check off after asking the sub-grantee to identify the victims served per Attachment A on the table below.)
	
	

	Victims Served (check those that apply):
Indicate all victim populations served through the VOCA-funded project according to Attachment A of the VOCA Agreement.

Child Physical Abuse

Survivors of Homicide 

Child Sexual Abuse

Robbery

DUI/DWI Crashes

Assault

Domestic Violence

Child Cybercrime

Adult Sexual Assault

Child Pornography

Elder Abuse 

Innocent Victims of Gang Violence

Adults Molested as Children 

Other (check for all other victims):




	
	N/A
	Yes
	No

	2. The sub-grantee can describe how victims are counted for the purpose of reporting in the Monthly Performance Report.  [C]

	
	
	

	3. The sub-grantee can describe how victims are documented by the agency for the purpose of reporting in the Monthly Performance Report. 
 (Please obtain copies of “face sheets” “intake forms” or other forms used or “screen shots” to document the process.)  [C]
	
	
	

	4. The sub-grantee can describe the types of services provided through the VOCA-funded project.  (Please check off after asking the sub-grantee to identify the services provided per Attachment A on the table below.)  [C]
	 
	
	

	Services Provided (check those that apply):
Indicate all types of services provided through the VOCA-funded project according to Attachment A of the VOCA Agreement.

Crisis Counseling

Criminal Justice Support

Follow-up Contacts

Emergency Financial Assistance

Therapy

Emergency Legal Advocacy

Support Groups

Assistance with Victim’s Compensation - Mandatory
Crisis Hotline Counseling

Personal Advocacy

Shelter/Safehouse

Telephone Contacts

Information and Referral

Other (check for all other services):



	
	N/A
	Yes
	No

	5. The sub-grantee can describe how services are counted for the purpose of reporting in the Monthly Performance Report.  [C]
	
	
	

	6. The sub-grantee can describe how services are documented for the purpose of reporting in the Monthly Performance Report.  [C]
	
	
	

	7. The sub-grantee provides Crimes Victims Compensation assistance to 100% of victims assisted by the agency.  If not, please note why not below in a through d. [C]    
	
	
	

	a. Less than 100% of victims are provided CVC assistance because there are non-reporting Domestic Violence victims served by the agency.
	
	
	

	b. Less than 100% of victims are provided CVC assistance because there are non-reporting Sexual Assault victims served by the agency.
	
	
	

	c. Less than 100% of victims are provided CVC assistance because there are Adults Molested as Children served by the agency.
	
	
	

	d. Please note other reason(s)


	
	N/A
	Yes
	No

	8. The sub-grantee displays Crime Victim Compensation poster(s) and brochures in a prominent location within the facility.  (Check that posters and brochures have current AG name.)  [C]
	
	
	

	IF THE ANSWER TO ANY OF THE ABOVE QUESTIONS, 1 – 8, IS “NO” STOP AND PROVIDE TECHNICAL ASSISTANCE AS NEEDED.

	9.  The sub-grantee maintains files on all clients.  [C]
	
	
	

	a. Paper files are maintained.
	
	
	

	b. Computerized files are maintained.
	
	
	

	10.  Client files are kept in a locked file cabinet or alternative secure manner (if files are maintained digitally on a computer).  [C]
	
	
	

	11.  The sub-grantee maintains all client files and program files for at least 5 years.  [C]
	
	
	

	12.  The sub-grantee has a written record retention policy in accordance with the VOCA Agreement.  [C]
	
	
	

	13.  The policy includes procedures for disposal of records (paper or electronic).  [C]
	
	
	

	IF THE ANSWER TO ANY OF THE ABOVE IS “NO” STOP AND DOCUMENT THE REASON(S) WHY FOR EACH “NO” ANSWER.

	Notes (strengths, areas of improvement, additional comments)

	

	II.  Service Identification, Provision, Performance and Accessibility
	N/A
	Yes
	No

	1. The sub-grantee can describe its approach to or model for identifying and addressing the needs of crime victims.  [B]
	
	
	

	a. The sub-grantee is a first responder.
	
	
	

	b. The sub-grantee meets the immediate needs of victims served.
	
	
	

	c. The sub-grantee meets the long-term needs of victims served.
	
	
	

	2. The sub-grantee measures performance of the VOCA funded program. (Example, peer review, client satisfaction surveys, self-evaluations, etc.)  [B]
	
	
	

	a. The sub-grantee faces barriers to conducting evaluation(s).
	
	
	

	b. Information gathered during evaluations had an impact on service delivery.
	
	
	

	3. The sub-grantee’s VOCA program services are accessible to persons with disabilities (ensuring equal levels of service)?  (Check all applicable amenities below.)  [B]
	
	
	

	a. Designated parking?
	
	
	

	II.  Service Identification, Provision, Performance and Accessibility
	N/A
	Yes
	No

	b. Ramp access to buildings?
	
	
	

	c. Alternative formats available for documents (Example, Braille, large text)?
	
	
	

	d. Accessible restrooms?
	
	
	

	e. Doorways and doors accessible?
	
	
	

	f. Sign language interpreter available?
	
	
	

	4. The sub-grantee has a written plan to identify and address accessibility issues for crime victims served through the VOCA project.  [B]
	
	
	

	5. The sub-grantee is able to provide access to VOCA program services for persons with disabilities through their financial resources or other community partners.  [B]
	
	
	

	6. The sub-grantee includes persons with disabilities in VOCA program planning and activities.  [B]
	
	
	

	7. Is the sub-grantee aware of any civil rights complaints from staff or clients during the grant period? [C]
	
	
	

	8. If so, and the complaint resulted in a finding, was a copy of the finding forwarded to the Office of Civil Rights (OCR), and the Office of Justice Programs (OJP) [C]? 
	
	
	

	9. Is the Civil Rights Factsheet displayed in a prominent location within the facility [C]?
	
	
	

	10. Has the sub-grantee completed the Office of Justice Programs (OJP), Office for Civil Rights online training [C]?
	
	
	

	11. The sub-grantee has a plan to notify employees and participants that it does not discriminate on the basis of age, race, religion, color, disability, national origin, marital status or sex. [C]
	
	
	

	a.   How is the notification accomplished?

	Notes (strengths, areas of improvement, additional comments)

	

	III.  Staffing
	N/A
	Yes
	No

	1. The sub-grantee has at least one staff that has a current Victim Services Practitioner Designation from the Office of the Attorney General.   If so, what is the expiration date of the Designation?  [C]
	
	
	

	a. Name of Practitioner and Expiration Date of Current Designation:



	2. The sub-grantee can provide the position titles for its VOCA-funded project, and designate the positions as paid, volunteer, match, full-time and part-time.  [C]
	
	
	

	3. The sub-grantee performs background checks on VOCA staff.  [B]
	
	
	

	4. The sub-grantee performs background checks on VOCA volunteers.  [B]
	
	
	

	III.  Staffing
	N/A
	Yes
	No

	5. Results of background checks are maintained in staff and volunteer personnel files.  [B]
	
	
	

	a. If not, where are results maintained or documented?



	6. How are staff hours documented?  [C]



	7. How are staff work activities documented?  [B]



	8. The sub-grantee has had vacancies of VOCA funded positions that lasted for more than two months.  [B]
	
	
	

	9. If yes, what were the affected positions and the reason(s) for the vacancies?  [B]



	10.  Did the sub-grantee notify the VOCA grant manager of vacancies?  [C]
	
	
	

	IV.   Board of Directors
	N/A
	Yes
	No

	1.  The sub-grantee can provide a listing of current board members (private not for profit agencies only)  [B]
	
	
	

	2. The sub-grantee’s board members receive training in roles and responsibilities.  [B]
	
	
	

	3. How often does the board meet?  [B]



	4. Which staff members regularly attend board meetings and report to the board?  [B]



	5. The sub-grantee’s board regularly reviews financial statements.  [B]
	
	
	

	6. How often does the board review financial statements?  [B]



	7. The sub-grantee’s board reviews the annual audit.  [B]
	
	
	

	8. Are any board members related to any paid staff?  [B]
	
	
	

	9. How are board members recruited?  [B]



	10.  The sub-grantee’s board conducts a performance evaluation of the Executive Director at least once a year.  [B]
	
	
	

	V.   Volunteers
	N/A
	Yes
	No

	1. The sub-grantee can substantiate the volunteer base for the agency. (Check all of the following items.)  [C]

	a. The sub-grantee has an established manner of recruitment.
	
	
	

	b. The sub-grantee has reliable sources from which volunteers are recruited.
	
	
	

	c. The sub-grantee has a specific person(s) responsible for training volunteers.
	
	
	

	d. The sub-grantee has an established mechanism to assess the training needs of volunteers.
	
	
	

	e. The sub-grantee has a specific person(s) responsible for supervising volunteers.
	
	
	

	2.  The sub-grantee utilizes volunteers for victim services.  [C]
	
	
	

	3. Do volunteers provide services for the VOCA funded project?  If so, the sub-grantee can substantiate the following:  [C]
	
	
	

	a. The type of work volunteers do on the VOCA project.
	
	
	

	b. The number of VOCA volunteers.
	
	
	

	c. The average weekly/monthly commitment of volunteers related to the VOCA-funded project.
	
	
	

	4. How are volunteer hours documented?  [C]


	5. How are volunteer activities/duties documented?  [C]


	Notes (strengths, areas of improvement, additional comments)

	

	VI.   Management and Administration of VOCA Project
	N/A
	Yes
	No

	1. Who (title and name of person) manages the VOCA funded program overall?  [B]


	a. Does this person have a copy of the VOCA Agreement?  [B]
	
	
	

	b. Does this person have a copy of the approved VOCA budget?  [B]
	
	
	

	2. Who (title and name of person) manages or coordinates the formulation of the VOCA budget?  [B]


	VI.   Management and Administration of VOCA Project
	N/A
	Yes
	No

	3. Who (title and name of person) makes the decisions regarding expenditures charged to the grant on a day to day basis?  [B]


	4. Who (title and name of person) is responsible for programmatic decisions/management?  [B]


	5. Who (title and name of person) is responsible for staffing decisions/management?  [B]


	6. Who (title and name of person) is responsible for preparing the Monthly Performance Report?  [B]


	a) Does this person have a copy of Attachment A of the VOCA Agreement?  [B]
	
	
	

	7. Who (title and name of person) is responsible for preparing the monthly invoice or required financial reporting and supporting documentation?  [B]

	b) Does this person have a copy of the VOCA Agreement & Budget?  [B]
	
	
	

	8. Who (name and title of person) maintains copies of all VOCA related accounting records?  [B]


	9. A set of the last month’s invoice and all related forms and supporting documentation provided?  [C]
	
	
	

	10. The sub-grantee’s accounting systems, policies, and procedures in accordance with Generally Accepted Accounting Principles (GAAP).  [B]
	
	
	

	11.  The sub-grantee can identify what accounting software it uses.  [B]
	
	
	

	12.  The sub-grantee can describe how its accounting system can differentiate between VOCA related expenses and those related to other programs or grants, if any.  [C]
	
	
	

	13. A copy of a report or summary generated from the system illustrating the answer to #12 provided?  [C]
	
	
	

	14.  The sub-grantee prepares budgets by program, category and funding source. [B]
	
	
	

	15.  The program manager or other staff regularly reviews budget variances.  [B]
	
	
	


	VI.   Management and Administration of VOCA Project
	N/A
	Yes
	No

	16.  The sub-grantee performs a review of the VOCA budget, expenditures and expected expenditures at some point in the grant year to determine if a Budget Modification is desirable or necessary.  [B]
	
	
	

	17. Who (title and name of person) prepares accounts payable invoices and checks for payment?  [B]


	18. Who (title and name of person) signs the checks?  [B]


	19.  The sub-grantee has a policy establishing a dollar threshold over which two signatures are required on checks.  [B]
	
	
	

	20. What is the dollar threshold, if any?  [B]

	21.  The sub-grantee has a written inventory control procedure.  [B]
	
	
	

	22.  Equipment purchases are inventoried in a manner that allows them to be tracked and identified.  [C]
	
	
	

	23.  Has any equipment been purchased with VOCA funds in the current or prior grant years?  [C]
	
	
	

	24.  An inventory listing of all equipment purchases made with VOCA funds provided?  (The listing should show, at a minimum, an inventory control number for each item.)  [C]

	Notes (strengths, areas of improvement, additional comments)

	

	VII.  Sub-contracting
	N/A
	Yes
	No

	1.  Does the sub-grantee sub-contract with any vendors or professionals (e.g. therapists) for services related to the VOCA funded project?  [C]
	
	
	

	2. Does the sub-grantee maintain signed contracts with any such vendors or professionals for these services?  [B]
	
	
	

	3. If so, do the contracts include provisions for appropriate documentation, record keeping, and access to these by the Office of the Attorney General to relevant documents via an audit or monitoring, similar to the VOCA agreement?  [C]
	
	
	

	4. Does the sub-grantee maintain appropriate records—such as time sheets, invoices, service records—to substantiate the sub-contractor’s costs passed on to the VOCA grant?  [C]
	
	
	

	Notes (strengths, areas of improvement, additional comments)

	

	VIII.  Sub-grantee Response to VOCA Monitoring
	N/A
	Yes
	No

	1. The sub-grantee can describe additional topics it would like the Office of the Attorney General, Bureau of Advocacy and Grants Management to be aware of. 
	
	 
	 

	Notes (comments)

	[image: image1.jpg]





	
	

	OAG Staff Signature:
	

	
	

	Title:
	

	
	

	Date:
	


	IX. Follow Up Required with Regional Advocates
	Yes
	No

	1. Are current Crimes Victims Compensation posters needed by the sub-grantee?
	
	

	2. Are brochures needed by the sub-grantee? 
	 
	 

	3. Does the sub-grantee wish to be contacted by the Regional Advocate regarding other topics?
	 
	 

	Notes (any additional follow up requirements for the Regional Advocate, additional comments)

	PLEASE NOTE ANY OTHER TOPICS REQUIRING FOLLOW UP BY THE REGIONAL ADVOCATE:


	FINAL COMMENTS:  PLEASE ADVISE AGENCY THAT, UPON REVIEW OF THE MONITORING NOTES, THERE MAY BE FOLLOW UP QUESTIONS OR REQUESTS FOR FURTHER DOCUMENTATION.


CHECKLIST OF ITEMS TO RETURN TO OFFICE

 FORMCHECKBOX 

Listing of Current Board of Directors (Section IV, Question 1).

 FORMCHECKBOX 

A set of last month’s invoice, all related forms and supporting documentation (Section VI, Question 9).

 FORMCHECKBOX 

A copy of an accounting report or summary illustrating the agency’s accounting system can differentiate between VOCA related expenses and those of other programs or grants (Section VI, Question 13).

 FORMCHECKBOX 

If equipment has been purchased with VOCA funds, an inventory listing showing this equipment and the inventory control number (Section VI, Question 24).

 FORMCHECKBOX 

Sub-grantee Monitoring Report

 FORMCHECKBOX 

Client File Review Form

 FORMCHECKBOX 

Personnel File Review Form

· Applicable E-Verify documentation
 FORMCHECKBOX 

Volunteer File Review Form

 FORMCHECKBOX 

Completed Sub-grantee Self-Evaluation Form
	DEFINITIONS:

	

	Assistance with Victim 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.  This is a mandatory VOCA service.

	

	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.

	

	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 Hotline Counseling typically refers to the operation of a 24-hour telephone service, 7 days a week, which provides crisis counseling, guidance, emotional support, information and referral, etc.

	

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

	

	Emergency Legal Advocacy refers to the filing of temporary restraining orders, injunctions, 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.

	

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

	

	Information and Referral (in-person) refers to in-person contacts with victims during which time services and available support are identified.

	

	Other Services refers to other VOCA allowable services and activities not listed in the options provided.

	

	Personal Advocacy refers to assisting victims in securing rights, remedies, and services from other agencies; locating emergency financial assistance, intervening with employers, creditors, 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.

	

	Primary Victims are the people against whom the crime was directed, except in cases of homicide and DUI deaths where the primary victims are survivors.  In domestic violence situations, children of spouse abuse victims who receive services are also considered primary victims.

	

	Secondary Victims are people other than primary victims receiving services as a result of their own reaction to or needs resulting from a crime directed against a primary victim, e.g., the husband of a rape victim who receives counseling, non-offending caretaker of child abuse victims, etc.

	

	Shelter/Safe House refers to providing short- and long-term housing services to victims and families following a victimization.

	

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

	

	Telephone Contacts refers to contacts with victims during which time services and available support are identified.

	

	Therapy refers to intensive professional psychological and/or psychiatric treatment of 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.  Individuals who provide this service must meet the criteria outlined in the Florida Statutes (F.S.). 

	
	
	
	
	
	
	

	Unduplicated Victims are victims not counted on previous performance reports during the current grant period. Unduplicated victims may be either primary or secondary victims of crime. A person may be counted more than once only as a result of an entirely separate and unrelated crime during the reporting period, e.g., a domestic violence victim is victimized during a separate episode.

	
	
	
	
	
	
	


C = Compliance Issue

B = Best Practice
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