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Virginia Sexual and Domestic Violence Action Alliance
Accreditation Application: Part II
Site Visit Checklist

	Administrative Items
	Status

	1. Definitions: Review copies of agency training materials or educational materials that define sexual violence and domestic violence.
a. Domestic Violence:  pattern, abusive behavior, power/control, intimate relationships

b. Sexual Violence: non-consensual, as a result of threat, coercion, exploitation, deceit, force, incapacitation, or power of authority
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	2. Organizational Documents: For Public and Private Non-Profit Agencies

a. Non-Discrimination Policy or Sexual and Domestic Violence Unit Protocol:  includes race, gender, ethnicity, national origin, age, disability, religion, sexual orientation, gender identity or expression (exception for conflicts in faith-based organizations)
b. Current year Sexual and Domestic Violence Agency budget (for SDVAs in umbrella agencies, revenue and expenses projected for the SDVA only): no more than 75% of funding comes from one grant requiring periodic renewals.
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	3. Organizational Documents: Private Non-Profits ONLY
a. Copy of By-Laws; check required minimum for Governing Board, quorum requirements, and whether or not there is a Conflict of Interest Policy.

b. Minutes from quarterly Governing Board meetings during the past 12 months; quorum at each.

c. If Conflict of Interest for Governing Board is not in the by-laws, separate Conflict of Interest Policy.

d. Audited Financial Statement within the last 2 years.
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	4. Personnel
a. Copy of Job Descriptions for all staff on the Organization Chart.

b. Personnel Policies that are up-to-date and include sections on equal opportunity, work hours, leave, benefits and a grievance procedure. 
	(Fully Meets the Criteria
 (Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	5. Written Emergency Plans:  A protocol for staff that includes instructions for responding to a medical emergency, a mental health emergency and an emergency that threatens the safety of staff and/or the individuals being served by the staff.
	(Fully Meets the Criteria
( Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	6. Staff Training
a. For the most recent new full-time hire on staff, provide documentation of training received including hours and topics.  If the new employee has been employed more than 3 months it should total 40 hours and meet all of the topics at the applicable level to the position.

b. Review Copy of Staff Training Manual.
	( Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	7. Volunteer Training and Management (only for agencies with direct service volunteers)
a. Review the volunteer confidentiality form.
b. Review copy of volunteer training manual.

c. Review copies of volunteer Job descriptions.

d. Review the written volunteer recruitment plan

	 (Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	8. Storage of Confidential Information
a. View the storage arrangements and ensure that there is a locking device for written files, as well as safety devices and policies in place for electronic files.
b. Discuss how the agency ensures that identifying information is not shared without consent or included in electronic communication such as email.
c. Were you asked to sign a confidentiality statement?
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	9. Confidentiality

a. Discuss how people accessing services are informed about the confidentiality policy. 
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:



	Services
	Status

	10. Hotline

a. Describe how the agency makes the Hotline available to callers who are Deaf/Hard of Hearing. 
b. If the agency is using volunteers, interns, allied professionals or an answering service to answer the hotline discuss how they are ensuring that each individual receives the required 32 hours of training before answering the phone.
	(Fully Meets the Criteria

 (Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	11. Information and Referral

a. Review a copy of the agency’s resource and referral list.  Has it been updated in the last 12 months?  Does it include at least one service provider in each of the following categories:  legal services, culturally specific services, and other sexual/domestic violence services?
	(Fully Meets the Criteria

(Partially Meets the Criteria
(Does not Meet the Criteria

Notes:

	12. Crisis Intervention
a. Discuss the average time that elapses between a hotline call and the time an individual gets to meet with an advocate face-to-face if they would like to do so.  Is the agency generally providing this service within 24 hours or 1 business day of the intitial call?  How is the agency monitoring this response?

	 (Fully Meets the Criteria

 (Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	13. Individual Support Services

a. Discuss the settings/spaces available for individual counseling and advocacy. Does this space support safe and confidential provision of services?
	(Fully Meets the Criteria
 (Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	14. Support Groups

a. Discuss the support groups offered by the agency, including the focus of groups, the style of group facilitation, the number of individuals attending groups and the average length of groups.  Is there evidence that the design of the groups is in response to community need? 
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	15. Children’s Services

a. Review examples of resources that are used by staff and volunteers to plan age-appropriate support services to children.
i. Are there resources available for pre-K, elementary, middle-school, and high school children/youth?
ii. Do the resources take into account child development and age-appropriate activities and needs?
b. SHELTERS ONLY:  Discuss the process of orienting children to the shelter within 24 hours of arriving.  How would it be adapted for a 5 year old?  For a 13 year old? How is safety specifically addressed?
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	16. Community Education

a. View copies of the materials used to educate the community about the services provided by the SDVA.  Do they describe the services? Is it clear that services are confidential?  Are there a variety of materials appropriate to the demographics of the community? (for example, if there is a large Hispanic community, are materials available in Spanish?)
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:

	17. Outreach and Improving Access for Underserved Populations

a. Discuss the impact of the most recent community needs assessment on the planning and delivery of services.
b. Discuss one change in practice or one new partner that is a result of the needs assessment.
	(Fully Meets the Criteria

(Partially Meets the Criteria

(Does not Meet the Criteria

Notes:
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