CVSSD In-Person Monitoring of Programs and Services 
CVSSD Fund Coordinators conduct in-person site visits as a part of CVSSD’s monitoring process. The in-person site visit is an opportunity for Fund Coordinators to learn about CVSSD funded programs and services. CVSSD uses this form as a guide for discussion during the in-person site visit. You are also welcome to use this form to prepare for a CVSSD in-person site visit. 
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	Community partnerships

	Prior to the visit, the CVSSD Fund Coordinator may review existing documentation such as:
· Memoranda of Understanding
· Plans for meaningful community engagement
· Program outreach materials 
· Responses to application and progress report questions
Other tools: 
· CVSSD community partner survey[footnoteRef:1]  [1:  Look for a sample community partner survey in CVSSD’s Alfresco document management system] 


	|_| Approved
|_| Areas of concern

	Community partnerships exist between human services and criminal justice system partners and non-profits serving victims and survivors of child abuse, domestic violence, and sexual assault. The program engages in outreach efforts and collaborations with providers serving various populations (e.g., Tribal Nations and programs serving indigenous populations, communities of color, LGBTQIAS+, people with disabilities, etc.). The program engages in outreach efforts and collaborations with providers serving people experiencing houselessness, addiction, or mental health concerns. The program participates in multidisciplinary teams (MDT) (e.g., child abuse MDT, elder abuse MDT, domestic violence response team, sexual assault response team). The program’s plan for meaningful community engagement was developed in collaboration with and is shared with community partners. Non-binding agreements, or memorandum of understanding (MOUs), are in place to explain how the program cooperates and interacts with another provider when responsibilities overlap or collaboration is necessary.
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	Staff, volunteers, and interns

	Prior to the visit, the CVSSD Fund Coordinator may review existing documentation such as:
· Employee manual
· Job descriptions
· Conflict of interest policy
· Employee grievance policy
· Training logs
· CVSSD’s applicant statement of understanding of compliance with advocate/victim privilege, confidentiality, and privacy requirements

	|_| Approved
|_| Areas of concern


	Staff, volunteers, and interns are representative of people groups living in the community, especially those who are underserved. Staff who are bilingual and/or bicultural are compensated at a higher rate. 
Learning or training opportunities are made available to increase cross cultural understanding and awareness of Oregon’s racial history and demographics. Training on federal civil rights delivered and documented for all employees. Those new to the program receive appropriate and adequate training. There are opportunities for on-going training and professional development. Leadership has implemented practices to lessen on-the-job vicarious trauma.

	|_| Approved
|_| Areas of concern

	CVSSD must view required state and federal worksite notices and posters. Worksite notices and posters are displayed in clearly visible places where employees can regularly see them. This includes Drug-Free Workplace, BOLI requirements[footnoteRef:2], Whistleblower Protections)  [2:  https://www.oregon.gov/boli/employers/pages/required-worksite-postings.aspx] 
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	Delivery of services

	Prior to the visit, the CVSSD Fund Coordinator may review existing documentation such as:
· Responses to application and progress report questions
· Data collected and reported to CVSSD
· Public-facing program brochures
· Program website, social media, digital communication
· Release of information forms
· Memoranda of Understanding
· Subawards

	|_| Approved
|_| Areas of concern

	Delivery of services by the program are allowable and fit within the scope of the grant award(s). Accommodations are made for people with disabilities (e.g., people who are physically disabled, Deaf, DeafBlind, hard of hearing, partially sighted, blind, developmentally disabled) and for non-English speaking persons. Materials are available in languages other than English. Program data seems to reflect what is learned about the program’s services during the visit. Participants are informed about confidentiality, release of information, and mandatory reporting obligations. The program knows to inform participants that they may file a grievance directly to the agency/organization or to DOJ CVSSD. Crime Victim Compensation Program and Address Confidentiality Program resources are prominently displayed. Eligibility criteria are made clear to those who seek services through the program. Intake policies and procedures are trauma-informed and client-centered. Participants are readily connected or referred to other providers for help (e.g., Tribal Nations, health care, legal assistance, housing services, childcare, mental health providers). Anyone providing direct services to children and youth is suitable to work with minors. 
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	Civil rights[footnoteRef:3] [3:  https://www.doj.state.or.us/crime-victims/for-grantees/civil-rights-requirements/; https://www.ojp.gov/program/civil-rights-office/statutes-regulations] 


	Prior to the visit, the CVSSD Fund Coordinator may review existing documentation such as:
· CVSSD’s certification of civil rights training

	|_| Approved
|_| Areas of concern

	Civil rights anti-discrimination statements are posted broadly (e.g., website, brochures, outreach materials). Participants are notified that the program complies with federal laws prohibiting discrimination in employment and delivery of services or benefits based on race, color, national origin, sex, religion, age, and disability. 

	|_| Approved
|_| Areas of concern

	CVSSD must view where notices of non-discrimination are posted. Notifications are prominently displayed at locations open to the public, and on publications, websites, posters, and informational materials. Notifications state that the program complies with federal laws prohibiting discrimination in employment and delivery of services or benefits based on race, color, national origin, sex, religion, age, and disability. Procedures for filing a complaint of discrimination are visible to employees and to the public.  
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	Record keeping and reporting

	Prior to the visit, the CVSSD Fund Coordinator may review existing documentation such as:
· Documentation of payroll and timekeeping systems and practices
· Responses to application and progress report questions
· Data collected and reported to CVSSD
· Most recent financial report or financial report verification
· Subrecipient’s capacity self-assessment
· CVSSD’s internal risk assessment
· Subawards
· Contracts

	|_| Approved
|_| Areas of concern


	Record keeping and reporting to grant funders is non-duplicative. The program can demonstrate how it tracks participant and service delivery data, and progress in meeting performance measures (i.e., goals, objectives, outputs, and outcomes). CVSSD Common Outcome Measures are routinely collected, and respondents’ identities are kept anonymous. If applicable, program monitoring of subawards ensures 1) the subaward is used for authorized purposes and is implemented in compliance with federal and state regulations and requirements, and 2) the subaward performance goals are met. Procurement contracts, invoices, and payments are properly managed. Any unresolved areas of concern or non-compliance are discussed with the appropriate parties, and a timetable for resolution is established.

	|_| Approved
|_| Areas of concern

	CVSSD must view systems used for reporting information about grant funds. 
· Payroll system that processes payroll, directly deposits paychecks, generates reports, etc.
· Time keeping systems used by employees, volunteers, and interns to track time and effort, including in-kind match hours.
· Databases used to track the number of participants served, types of services provided, and other case notes about the participant.
Payroll and timekeeping systems mirror what was described and documented during CVSSD’s desk reviews. Keep in mind that CVSSD is prohibited from seeing any personally identifying information about a participant.
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