VOCA QUARTERLY PERFORMANCE REPORTS HELPFUL HINTS
Why fill out Performance Reports?

· Your chance to communicate to us about your program.

· ICJI can monitor your grant activities and ensure program is meeting goals.

· ICJI must report to the Indiana Office of Management & Budget and to the federal Office for Victims of Crime on the effectiveness of our sub-grantee programs and the number of victims served and types of services provided.
REMINDERS
· VOCA performance reports are due by the 15th following the end of each quarter.  They should be emailed as a Word document to your VOCA grant manager.
· Answer all questions on the report.  Any subgrantee that submits a report with missing or incomplete data will be asked to resubmit.
· Use the report provided on our website, http://www.in.gov/cji/2605.htm. The correct report has a footer with the date February 2012.  Do not use an old form or you will be asked to resubmit.

DATA REPORTING
· Only report on VOCA grant funded activities.
· The data provided should include only victims served by VOCA funded staff and staff and/or volunteers used as match.  Reporting should be prorated based on funding.  For example if advocate salary is funded 40% by VOCA, then only report 40% of job function.
· You should be tracking the following information for victims/clients served:

· Age, gender, race/ethnicity
· Relationship of victim to offender

· Type of victimization

· Type of services provided
· All programs must answer Question 16a in the Additional Information section.  Programs must also answer the questions that relate to your type of program.
Type of Victimization (Question 14)

· Victims served should represent an unduplicated count for the entire grant period, i.e. October 1st   – September 30th.  Once a victim has been counted as served, you may not count that same victim again during the grant period.  For example, a victim of domestic violence comes in for multiple counseling sessions between Oct. 1 and Dec. 31st.  Only count her once in the Victim Services section (questions 11 – 15). However, you would count each counseling session in Type of Service Provided (question 17).  If that same victim comes in for more counseling during the following quarter, only count the number of counseling sessions provided.  Do not report that same victim in the Victim Services section.

· A person may be counted more than once only as a result of entirely separate and unrelated crimes. For example, a domestic violence victim comes in for services and then weeks later the same domestic violence victim seeks services for a sexual assault.  She would be counted as a domestic violence victim and a sexual assault victim.  If an individual was the victim of more than one crime at the same time, count under the primary victimization only.  
· Use the “Other” category as a last option when no other category is appropriate.  Check to see if your response can fit into an existing category.  The category does not have to be a perfect fit to your response. The vast majority of responses will fit in an existing category.       
· For example, strangulation can be listed as domestic violence or assault depending on the circumstances.  Residential entry should be listed under Theft/burglary/trespass; Rape should be listed under sexual assault.
· The vast majority of responses will fit into an existing category. If you use it the “other” category be specific. Remember that VOCA funds are to be used only to assist victims of crime.
· The following are examples of non-acceptable crimes for the “other” category: 

· Verbal/emotional abuse


-Mental health/mental illness

· Suicide





-Substance abuse/drugs 

· Death investigation



-Contributing to delinquency of minor

· Resisting arrest



-Failure to immunize dog/dog bites
· The following is a list of common responses for the “other” category that could be recorded in one of the existing categories.  We do not need crimes listed by IC code or what charges were brought against the offender.

· Entity 




-Rape

· Criminal confinement 

-Child solicitation

· Criminal mischief


-Firearms (pointing or threatening)

· Criminal recklessness


-Voyeurism

· Residential Entry


-Incest

· Invasion of Privacy
Type of Services Provided (Question 17)
· You are to indicate the number of times each service is provided to a victim during the quarter.  If a victim received multiple services on different visits, you may count each visit or time a service was provided. For the purposes of this question, victims receiving more than one service or multiple instances of a service can be duplicated. You are counting the number of times a service was provided during the current quarter, not the number of victims served.
