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Database Instruction Manual

Introduction

The Violence Against Women Act of 2000 (VAWA) provided for a change in accountability and
oversight. It requires grantees to “report on the effectiveness of the activities carried out,” and
to include information such as the number of people served and the number of people
requesting services who could not be served. As a result of VAWA 2000, all grant recipients
are statutorily required to report on the effectiveness of their projects, and the Attorney General
then reports to Congress on the effectiveness of programs funded through the Office on
Violence Against Women (OVW).

The VAWA Measuring Effectiveness Initiative at the Muskie School of Public Service, with the
Office on Violence Against Women developed a Semi-annual Progress Reporting Form for
grantees to report their grant-funded activities. This form was developed in 2008 as a result of
changes to the program authorized by VAWA 2005. Grantees of the Grants to Indian Tribal
Governments Program (Tribal Governments Program) are required to submit a Semi-Annual
Progress Report on activities engaged in during reporting periods January 1 through June 30
(on July 30) and July 1 through December 31 (on January 30). This report is filed with OVW
using the Office of Justice Program’s Grants Management System (GMS).

This Access Database is specifically designed to collect the data required for the Tribal
Governments Program progress reporting form. This document provides detailed instructions
for entering and changing data in the database. This database collects information on specific
activities and creates a summary report of the data that has been entered. Information is
collected using user-friendly screens called forms and output is shown using printable reports.
Itis NOT MANDATORY to use this database to collect and report the data for the Semi-Annual
Progress Reporting form, and you will not be able to directly transfer data from the database to
the GMS reporting system. Any client identifying information will remain with the database and
will not be shared with either OVW or the Muskie School. Any grantee using a network to
house the database or sharing the database with other project partners must independently
ensure client confidentiality.

The database application was supported by Grant No. 2004-WT-MU-K001 and awarded by the
Office on Violence Against Women, U.S. Department of Justice. Points of view in this
database application are those of the authors and do not necessarily represent the official
position or policies of the U.S. Department of Justice or of other staff members, officers,
trustees, advisory groups, or funders of the Edmund S. Muskie School of Public Service.
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The Access database collects the data and provides reports on the following questions (Q) in
the reporting form:

Training — (Q10, Q11, Q12)

Community Education — (Q14, Q15)

Outreach Activities — (Q16)

Products and Codes — (Q21)

Victim Services/Legal Services/Transitional Housing Services — (Q25, Q26, Q27, Q28, Q29,
Q30A, Q31, Q32, Q34, Q35, Q35A, Q36, Q37)

Hotline calls — (30B)

Victim witness notification/outreach to victims — (30C)
Supervised Visitation — (Q38, Q39, Q39A, Q40, Q41, Q42, Q43)
Tribal Law Enforcement Activities — (Q45)

Victim/Survivor Referrals to Victim Services — (Q46)

Protection Orders — (Q47)

Tribal Prosecution — (Q49, Q49A, Q50)

Victim/Survivor Referrals to Victim Services — (Q52)

Protection Orders — (Q53)

Tribal Courts — (Q55, Q56)

Judicial Monitoring — (Q57)

Violations — (Q58)

Victim/Survivor Referrals to Victim Services — (Q59)

Civil Protection Orders — (Q60)

Criminal Protection Orders — (Q61)

Tribal Probation/Offender Monitoring — (Q63, Q64, Q65)
Victim/Survivor Referrals to Victim Services — (Q66)

Batterer Intervention Program (BIP) — (Q68, Q69)

IMPORTANT: This database manual is specifically designed to explain how to input
information into the Access Database. Refer to the instructions for the Semi-Annual
Progress Report for additional information on completing the actual reporting form.

Systems Requirement:
o Windows operating system
o Access 2000 or higher

Getting Started

TOOLS TO ASSIST DATA ENTRY AND CREATING REPORTS

Throughout the database, there are a series of tools that can be used to help with data entry
and creating reports. The following tools will appear in the toolbar across the top of the
screen: Exit, Delete Record, Sort (lowest to highest or alphabetically), Sort (highest to lowest/
or reverse alphabetically), Cut, Copy, and Paste. The toolbar options appear as follows:

File Edit Wiew Insert Format Records  Tools  Window  Help

Exit Application  Delete Record %l E.I, b 3 .

Tribal Government Database Manual 03/25/09 2 OF 87



For Access 2007 users - Click on the Add-Ins tab to view the Custom Tool Bar

=

---/I Home Create External Data Database Tools

Exit Application Delete Recc {4

i_ustom Toolbars

Exit Application — To close the entire application and exit the Access Database. If you
only want to close the form you are in, do not click Exit.

Delete Record — This will remove all information from the database of any one particular
record. DO NOT DELETE anything from your Access file until you are certain the
information needs to be removed. Unlike other software programs, Access does not have
an Undo function. It does not allow you to retrieve any information or data that has been
deleted.

Sort Ascending (A|Z) — To sort the record in ascending order based on a patrticular field.
Place the cursor in the field in which you want the records sorted and then click this

29

button

Sort Descending (Z|A) — To sort the record in descending order based on a particular
field. Place the cursor in the field in which you want the records sorted and then click this

it

button

Cut — This will completely remove selected information from a field. Use the mouse to
&

highlight the information you want to move, and click on the Scissors button

Copy — This will allow you to use information repeatedly without re-typing it. Use the
mouse to highlight the information you want to use again and click on the button displaying

2 pages (to the right of the Scissors button).

Paste — After data has been either Cut or Copied, place it in a new field or application using
this tool. Place the cursor in the field you want the information to appear, and click on the

Clipboard button 2

Another tool provided on the data entry pages (forms) allows you to add records or browse
existing records.

add Record

1 of 3 - Total records

Mext Record | Previous Record

Close Form
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This tool works as follows:

Add Record — This button opens the data entry page and allows you to enter new data.

Next Record/Previous Record — The database stores previously entered data; these
buttons will help you browse through the existing records.

Close Form — This button closes the form you are working on and will return you to the
Open Forms Window.
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When the database is opened, the following window appears. This window is referred to as
the Main Window (Figure 1).

Figure 1

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [MAIN WINDOW]

File Edit ‘“ew Insert Format Records  Tools  Window  Help

Exit Application

-

Institute For Child and Family Policy, Edmund 5. Muskie School of Public Service, University of Southern Maine, PO BaOK 15010, 400 Congress Street,
VA A Partland, ME 04112-5010 Tel:1-800-922-WVAWA (8292) Fax:207-730-5517 Wabsite: http:ffrouskie.nsrn raine edufy awarnei
M

MEASUKRING
EFFECTIVEMESS [NITIATIVE

DATABASE DESIGMNED FOR
OFFICE ON VIOLENCE AGAINST WOMEN
SEMI-ANNUAL PROGRESS REPORT FOR
GRANTS TO INDIAN TRIBAL GOVERNMENTS PROGRAM

Click on this Button to open Forms for adding new records or editing existing records.

Click on this Button to open Reports.

Exit Application

This database application was supported by Grant No. 2004-WT-MU-K001 awarded by the Office on Yiclence Against Women, U.5. Department of
Justice. Points of view in this database application are those of the authors and do not necessarily represent the official position or policies of the

.5, Department of Justice or of other staff members, officers, trustees, advisory groups, or Funders of the Edmund §. Muskie School of Public
Service.

UNIVERSITY OF SOUTHERN MAINE

Muskie School of Public Service

At this point, the user will decide between 1) opening forms for adding new records or editing
existing records or 2) opening reports. Click on the button next to the preferred choice.
Instructions for opening the forms and opening the reports are detailed in this manual.

For Access 2007 users — Please note the Security Warning

Figure 2

< lg Security Warning Certain content in the database has been disabled Options... >

Institute for Child and Family Policy, Edmund 5. Muskie School of Public X iversity of Southern Maine, PO BOX 15010, 400 Congress Strest,
m =T E SEEE-Feli-B0-52 - Aer A (BR8P 0/ -/ B0-5817 Website: httpy//nowskie, usm, maine. edu/vawamei
MEASURING

EFFECTIVENESS INTIATIVE DATABASE DESIGNED FOR
NFFICE

]

The database has several Visual Basic codes and macros. For the database to function

properly these codes and macros should be enabled. By default Access 2007 blocks these
codes and macros.
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To enable these codes press the ‘Option’ button and the following “Microsoft Office Security
Options” window will appear

Figure 3

Microsoft Office Security Options

@ Security Alert

VBA Macro
Acress has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information
File Path:

() Helpp me from unknown content (recommended)

. J&—— To enable the content only once

To enable the content permanently

< OgenﬂweTrustCentebx I OK l [ Cancel ]

To enable the content only once, click on the radio button next to “Enable this content”
and press the button “OK”.

To enable the content permanently, click on the “Open the Trust Center” and the
following “Trust Center” window will appear

Figure 4 7
Trust Center E]

Trusted Publishers

!F Trusted Locations | : 5 x » .
Warning: All these locations are treated as trusted sources for opening files, If you change or add a location, make sure that

e the new location is secure,

Trusted Locations

Path Description Date Modified
Macro Settings T
5/22/2008 11:00 AM
7/18/2008 2:18 PM
Privacy C 6/19/2008 3:25 PM
5/16/2008 9:59 AM

Message

Path: WMUSKIELYWMSPSL\PROJECTSNCF6534 564 - NRCOTWRCOIContactDEY,
Description:

Date Modified: 5/22/2008 11:00 AM

Sub Folders: Allowed
dd newlocatlon...J’VEemove I [ Modify...

Allow Trusted Locations on my network [not recommended)
I:l Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted,
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- Click on the “Trusted Locations” and then press the button “Add new location”. This will
bring the following window in your screen

Figure 5
Microsoft Office Trusted Location @@

Warning; This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.

Path:
|

Browse...

] subfolders of this location are also trusted
Description:

Date and Time Created: 9/23/2008 8:52 AM

I OK l[ Cancel ]

- Press the button “Browse” and locate the folder where you have installed the database.
The default folder for the database is “C\\TRIBALGOVTdb1.0". Press the “OK” button to
add this new location.

- You will see this new location added to your “Trust Center” window.

- Press the “OK” button on the “Trust Center”.

- Press the “OK” button on the “Microsoft Office Security Options” window.

- Exit the database application and your settings will be saved.

**NOTE**
The database is sent to you without any records in it. The first time any of the entry forms are
opened, the windows will be blank such as the example in Figure 6.

Figure 6
E File Edit Wiew Insert Format ERecords Tools Window Help
I do clmru|E== 2 &L |=-,
Ext | Delete Eecord %l il o5 [ =

PRODUCTS | {Bdd Beord: |
Complete this form for products developed, substantially revised, used, and/or

distributed by grant-funded staff, or directly supported with grant funds.

There are no records. Click on Add Record to start. Closs Form |

NOTE: Throughout the database, there are fields that collect data that is not required
for the annual progress reporting form. These fields are provided for internal use and
are referred to in this manual as “optional.” For example, in the Training section of this
database, there is a field provided to enter the name of each training event. You do not
have to report the names of training events on the reporting form, but including a name
in the database will help you locate the training event should you need to review, edit,
or delete information entered about that training event.
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PART |
DATA ENTRY

From the Main Window click on the Open Forms button to open the window shown in Figure 7.
This window is called the Open Forms Window.

Figure 7
EE VAWA MEASUR G EFFECTIVENESS IMITLATIVE-- TRIBAL GOWVERSWAEHTS - [OPEH FORKE]

Fle Edt Y [mart Fpmet Becorch  Jools  rdow  Hale -
gt Spplesten =

Esil Applicalian
Dige=n Fain Windoe

Wesining (R0 10, 023 Commundty Education (014, Q15) | Dagresch frbiviies (116] | Produchs and Codes (021) I

D1 Wickins Services,/Leg sl Sersices) Transitional Heusisg Seeeices (25, 028, X7, Q2H, (020, 0304, {31, 02, [0, 4%, 0354, [T, |
ETh

Family Membes's Data - For Shelber Services [ Hothine Calis [J0B) AND Wickim wibess notfication dibne och bo vactise: {300) |

[k, Superstsed Yisilalon (O35, O, 94, (N0, 041, 45, GH3) |

F 8, Trshal Law Enfrecement - Rotivikies (045)

Wictim i rviver Erfornals ko Wictim Servioes (4] | Pratoction Orders (04 T

EZ, Tribal Proseoukion {9, 058, 0500

wickim Surviver Beferrals kn Vichm Services (157) | Frofection Drders (053)

Judicial Mankoing Q5T Wialstions {050}

Nictim Surviver Beferrals bn Wichm Services (053] Creil Pratectizn arders {QEN) | Cririnsd Progecton Dedees (51

E4. Tribal Prebation Ol eader Monilerig {063, 064, Q85
WhcRinn Furwives Qs - For Trikal Probetisn Wickiny Sunvinor Relerats b Vot Services {056)

‘ 3. Triial Courts (55, Q56)

ES Ballerer Inbersenbon Pragraim (BIF) (068, BEF)

By clicking on the appropriate button, a user can:
1) Open a desired Form;
2) Open the Main Window; or

3) Exit entirely from the Access Database.
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Training {Q10, 11, Q12)

Figure 8

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [ TRAINING]

! Fl= Edit Wew Insert Format  Records  Tools  Wwindow  Help  Adobe POF

i

Exit &pplication | Delete Record | J, l | 1 H

TRAINING {Add Record!

1 of 4 - Total records

Complete thiz form For all training provided by grant-funded staff,

or directly supported by grant funds. I — e ——
Lookup Training Event | w
Cloze Form

Drate aof Training Event | 2/242004| Mame of Training Event  [Confidentialiby
Mumber of Hours
Number and Type of People Trained

People trained Trihal Mon-tribal
Attornepsdlaw students [does not include prozecutors) 5|

Corection personnel [probation, parole, and corectional faciliby staff)

B atterer intervention/offender accountabiliby pragrann staff |

Court personnel [judges, clerks]

Figure 8 is an example of the form used to track the training events provided by grant-funded
staff or directly supported by grant funds. The user can choose between reviewing the
information of previous training events and entering new training event information. This
portion of the database collects information on the dates and names of training events; a
description of the people trained; the number of people trained; and the content of the training
event.

To enter a New Training Event:

1. Click on the Add Record button.
2. Enter the date the training event occurred.
3. Use the Tab key or the mouse to move through the fields during data entry. For

instance, to move from Date of Training Event to Name of Training Event, press the Tab
key on the keyboard.
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Enter the name of training event. This field is optional.
Enter the number of hours the training event lasted. This field is optional.

Enter the number of people attending the training event, using the category that best
describes the people attending.

Use the mouse to select the content areas (topics) covered in the training event. If a
topic is not provided, select “Other” and describe the training content in the space
provided. Do not enter the “title” of the training event.

When finished, click on the Save this Record button.

To continue adding training events, click on Add Record. To finish, click Close Form to
return to the Open Forms Window.

To review or edit an Existing Training Event:

Method 1

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup Training
Event field to open the pull-down menu listing all previously entered training events.
Choose the event you want to review or edit. This will fill in the existing data for that
training event.

To edit, use the Tab key on the keyboard or the mouse to select the field you want to
edit and make the necessary changes.

When finished, either choose another training event to review or edit, or click on Close
Form to return to the Open Forms Window.

Method 2

In the green area, click the Next Record or Previous Record button and follow steps 2 and
3 in Method 1 above.

**While editing existing data, the database will automatically save the changes you
make.**

To delete an Existing Training Event:

1.

2.

In the green area, use the mouse to click on the arrow at the end of the Lookup Training
Event field to open the pull-down menu listing all previously entered training events.
Choose the event you want to delete. This will fill in the existing data for that training
event.

Click on the Date of Training Event text-box and click Delete Record on the toolbar.
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Note: DO NOT DELETE anything from your Access file until you are certain the information
needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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Community Education {014, Q15) ‘

Figure 9
B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [COMMUNITY EDUCATION]

i Flle Edit Wew Insert Format  Records Tools  Window Help  Adobe PDF

T

Exit &pplication | Delete Recard | ] 21 | 4 H

COMMUNITY EDUCATION

Complete thiz form for every education program event provided by grant- Lof 4 - Total records
funded staff, or directly supported with grant funds.

Mext Record Previous Record |

Lookup Education | w
Program Event Cloze Form

[Diate of Pragram Event 8M10/2003) Mame of the Program Event |Dating “Wialence |

Mumber of Hours
People educated (314)

People attending Mumber

Child care providers

Community buginesses [casinos, retail storez)

Community groups [zervice or zocial groupsz)

Community members

Educators teachers, administrators, ete.] 100

Faith-bazed groups

Men's groups

Parentz/guardianz
Studerts

Tribal elders
Yictims/survivors

Wiomen's groups
Other [zpecif] GDSED B

Topics of education events (Q15 )

Sexual assault, domestic violence, dating violence, and stalking

W Child withess cverview, dynamics and serdices

W Dating viclence overview, dynamics and services

Figure 9 is an example of the form used to track the Tribal Governments community education
program events supported by grant-funded staff, or directly supported with grant funds. This
portion of the database collects information on the date and name of Tribal Governments
education program events, a description of the people attending, the number of people
attending, and the content of the program event.

To enter a New Tribal Governments Community Education Program Event:

1.

2.

Click on the Add Record button.
Enter the date the program event occurred.

Use the Tab key or the mouse to move through the fields during data entry. For instance,
to move from Date of Program to Name of Program, press the tab key on the keyboard.

Enter the name of the program event. This field is optional.

Enter the number of hours the event lasted. This field is optional.
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6. Enter the number of people attending the program event, using the category that best
describes the people attending.

7. Use the mouse to select the content areas (topics) covered by the program event. Select all
that apply. If a topic is not provided, select “Other” and describe the program content in the
space provided. Do not add the “title” of the education event.

8. When finished, click on Save this Record.

9. To continue adding education program events, click Add Record. To finish, click Close
Form to return to the Open Forms Window.

To review or edit an Existing Tribal Governments Community Education Program Event:

Method 1

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup Education
Program Event field to open the pull-down menu listing all previously entered education
program events. Choose the event you want to review or edit. This will fill in the existing
data for that event.

2. To edit, use the Tab key on the keyboard or the mouse to select the field you want to edit
and make necessary changes.

3. When finished, either choose another event to review or edit, or click on Close Form to
return to the Open Forms Window.

Method 2

In the green area, click the Next Record or Previous Record button and follow steps 2 and
3 in Method 1 above.

*While editing existing data, the database will automatically save the changes you
make.**

To delete an Existing Tribal Governments Community Education Program Event:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup Education
Program Event field to open the pull-down menu listing all previously entered education
program events. Choose the event you want to delete. This will fill in the existing data for
that event.

2. Click on the Date of Program text-box and click Delete Record on the toolbar.
Note: DO NOT DELETE anything from your Access file until you are certain the information

needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.

Tribal Government Database Manual 03/25/09 13 OF 87



Outreach Activities {16}

Figure 10

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [OUTREACH ACTIVITIES]

(2] Fle Edt Wiew Insert  Format  Records Window Help  adobe PDF

sl -

Exit Application | Delete Record | | %1 | 1 Iy H

OUTREACH ACTIVITIES ‘
Lookup outreach activity | v 1 of 8 - Total records

Mext Record Previous Record ‘

Claze Farm ‘
Dake of Outreach Activiky: (required) &/6f2000( Mame of Dutreach Activity
Ackivity Type: (required) |C-:rnrnunitv arganizing/community events (ralies, speak outs, take back the night, vigils) W |

Specify if Other: | |

Figure 10 is an example of the form used to track the Tribal Governments outreach activities
supported by grant-funded staff, or directly supported with grant funds.

To enter a New Tribal Governments Outreach Activity:

1. Click on the Add Record button.

2. Enter the date the outreach activity occurred.

3. Use the Tab key or the mouse to move through the fields during data entry. For
instance, to move from Date of Outreach Activity to Name of Outreach Activity, press
the tab key on the keyboard.

4. Enter the name of the Outreach activity. This field is optional.

5. Use the mouse to select the activity. If an activity is not in the drop-down list, select
“Other” and describe the outreach activity in the space provided.

6. When finished, click on Save this Record.

7. To continue adding outreach activities, click Add Record. To finish, click Close Form to
return to the Open Forms Window.
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To review or edit an Existing Tribal Governments Outreach Activities:

Method 1

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup
Outreach Activity field to open the pull-down menu listing all previously entered
outreach activities. Choose the activity you want to review or edit. This will fill in the
existing data for that activity.

2. To edit, use the Tab key on the keyboard or the mouse to select the field you want to
edit and make necessary changes.

3. When finished, either choose another activity to review or edit, or click on Close Form to
return to the Open Forms Window.

Method 2

In the green area, click the Next Record or Previous Record button and follow steps 2
and 3 in Method 1 above.

*While editing existing data, the database will automatically save the changes you
make.**

To delete an Existing Tribal Governments Outreach Activity:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup
Outreach Activity field to open the pull-down menu listing all previously entered
outreach activities. Choose the activity you want to delete. This will fill in the existing

data for that activity.

2. Click on the Date of Outreach Activity text-box and click Delete Record on the toolbar.
Note: DO NOT DELETE anything from your Access file until you are certain the information

needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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Products and Codes {21} ‘

Figure 11

File Edit Wew Insert Faormat Records Tools window  Help Type a quastion for Felp = &

Exit Application | Delete Record %‘l El %

-

PRODUCTS AND CODES Add Record |

Complete this form for products and codes developed, substantially revised, used, and/or 1 of 4 - Total records
distributed by grant-funded staff, or directly supported with grant funds.

Mext Record | Previous Record |

Close Form |

Tvpe of Product [m ;l Describe, if other | |

CaontentFocus

Title |Rescu.|rces Far wvickims |

Topic |Resnuru:es for victims of sexual assault |

Intended Audience |\u'ictirns of sexual assault |

Languaqge Developed/translated In |

Date Developedrevised 711542003

rumber Used or Distribuked

Date Number Used o Distributed =
EETETER] 400 |
|| 11/25(2003] || 500 |‘
|| 4{15/2004| || 100 || -

Figure 11 is an example of the form used to track products developed, substantially revised,
used, and/or distributed by grant-funded staff, or directly supported with grant funds.

To enter a New Product:

1. Click on the Add Record button.

2. Using the pull-down menu, select the type of product developed or substantially revised.
If it is not listed, select Other and describe the product type in the space provided.

3. Enter the title of the product.
4. Enter the topic of the product.
5. Enter the intended audience.

6. Provide the various languages in which the product was developed or translated.
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9.

Enter the date the product development or product revision was complete.

Enter the date the product was used or distributed, and how many were used or
distributed.

When finished, click on the Save this Record button.

10.To continue adding products, click on Add Record. To finish, click on Close Form to

return to the Open Forms Window.

To review or edit an Existing Product Entry:

1.

In the green area, use the Next Record and Previous Record buttons to browse through
all previously entered products.

To edit, use the Tab key on the keyboard or the mouse to select the field you want to
edit and make the necessary changes.

When finished, choose another product to review or edit, or click on Close Form to
return to the Open Forms Window.

*While editing existing data, the database will automatically save the changes you
make.**

To delete an Existing Product Entry:

1.

2.

In the green area, use the Next Record and Previous Record buttons to browse through
all previously entered products.

Click on the Date Developed/Revised text-box and click Delete Record on the toolbar.

To delete an Existing Used or Distributed Entry for a specific Product:

1.

In the green area, use the Next Record and Previous Record buttons to browse through
all previously entered products.

Click in the field containing the information you want to delete under Number Used or
Distributed and click Delete Record on the toolbar (Figure 12). This will delete the
information in that field but not the product record.

Tribal Government Database Manual 03/25/09 17 OF 87



Figure 12

- File Edit View Insert Format ERecords Tools Window Help
L o -5 -mru==

Exit Delete Becord %l E‘I. 3 B2 .
A2

il
il
ks
P>
s
7]
[0

PRODUCTS

Complete this form for pro
distributed by grant-funded s

Add Record |

t= developed, substantially revised, used, and;or

1 of 1 - Total records
, or directly supported with grant funds.

Mext Record Prewvious Record |

Close Form |

;I Describe, if okher || |

Twpe of Product |Elrc|chures

Conkentifocus

Title |Resu:uurces For wickinms of sexual assault

Topic |Resources For wickims of sexual assault

Intended Aaudience |victims of sexual assault

Language Developedftranslated In |spanish

Date Developedirevised Slz20fz003

Murmbetr Used ar Distributed

a. Click here to delete this entry

[

Date MNumber Used or Distributed

b. Click on the Delete Record
|| 10/15/2003] | s 4 || button on the toolbar
I | |l |

Note: DO NOT DELETE anything from your Access file until you are certain the information
needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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D1. Yictim Services,/Legal Services; Transitional Housing Services ()25, 026, 027, 28, 029, Q304, 31, 032, 034, 035, Q35A, 036,
037)

Family Member's Data - For Shelter Services Hotline calls {30B) AMND ¥ictim witness notification/outreach to victims {30C)

Family Member's Data - For Shelter Services

Figure 13

B YVAWA MEASURING EFFECTIMENESS INITIATIVE-- TRIBAL GOYERNMENTS - [MICTIM SERVICE - SHELTER - FAMILY MEMBERS] Q@E|
File Edit \Wiew Insert Format Records Tools  indow Help  Adobe PDF - &

Exit Application | Delete Record | 2] %)

-

VICTIM/SURVIVOR'S FAMILY MEMBER

INFORMATION
S — Add Record |
Lookup Family Member | | 1 of & - Total records
Mext Record | Previous Record |
Close Form ‘
Family Member Mumber: Change Family Mernber Mumber
First Wame: | | Last Mame: | |

e —

Figure 13 is an example of the form used to track information on a victim/survivor’s family
member(s) who received emergency shelter or transitional shelter provided with Tribal
Governments Program funds. This information is used in the Victim Services section, so it is
very important to enter the information accurately. Maintain only one record per family
member, even if they receive shelter services during multiple reporting periods.

To enter a Family Member:

1. Click on the Add Record button.

2.  Enter the family member’s assigned number in the Family Member Number box. This
should be a unique number and can be letters and/or numbers.

3. Enter the family member’s first name, last name, and date of birth. These fields are
optional.

4. When finished, click on save.

5.  When finished, continue adding family members, or click on Close Form to return to
the Open Forms Window.
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To review or edit an Existing Family Member:

Method 1

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup Family
Member field to open the pull-down menu listing all previously entered family members.
Choose the family member whose record you want to review or edit. This will fill in the
existing data for that family member.

To edit, click on the Change Family Member Number. A new form will open; make the
necessary changes and click on the Save Record and Close button.

When finished, choose another record to review or edit, or click on Close Form to return
to the Open Forms Window.

Method 2

In the green area, click the Next Record or Previous Record button and follow steps 2 and 3 in
Method 1 above.

**While editing the existing data, the database will automatically save the changes you
make. The changes made here will be automatically reflected in the victim/survivor’s
information in the Victim Services section.**

To delete an Existing Family Member:

CAUTION: Deleting the family member will also delete their data/record from the
portion of the database that tracks family members who receive emergency shelter and
transitional shelter in the Victim Services section.

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup Family

Member field to open the pull-down menu listing all previously entered family members.
Choose the family member whose record you want to delete. This will fill in the existing
data for that family member.

Click on the First Name text-box and click on Delete Record on the toolbar. This will
delete all information on this family member.
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D1. Victim Services/Legal Services) Transitional Housing Services (25, 026, 27, 028, 29, Q30A, 31, 032, 034, 035, 0354, 36,
037)

Figure 14

VAWA MEASLURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES]
Bile  Edit  ‘jews Insert  Format  Records  Tools  Window  Help  Adobe PCF - a

Exit Application = Delete Record

-

VICTIM SERVICES [y ‘oo roudmments gl | oo |

Laokup Wickimy Survivar | ;I Edit Wickim)survivar
Mumber |Date| Marme number
Wickimsurvivor's Number |Dlvawa | Date | 142 ,|'2IZII34| Primary Yictimization (Check onlv oned [ Sexual Assault [ Domestic/dating Yiolence ] Stalking
Shelter Services ] Hosing fssistance ] Leqgal Services
Wictim/Survivor Information l Demographics ] Relationship ko Offender ] Children's Services I Services I Protection Order ]

Victim/Survivor Information {Optional

First Marme: |Betsy |

Last Mame: |Better |

Figure 14 is an example of the form used to track data needed for the Victim Services section
of the reporting form. This portion of the database collects information on the type of primary
victimization a victim/survivor experienced; the victim/survivor's demographics; the relationship
of the victim/survivor to the offender(s); children’s services; services provided, shelter services,
housing assistance, legal services; and protection orders requested and granted. Data is
collected on a per victim/survivor basis. Maintain only one record per victim/survivor, even if
they receive or request services in multiple reporting periods.

The database is designed to automatically determine if a victim is “served,” “partially served,”
or “not served.” Based on the date a service was requested and/or provided, the report will
automatically determine how to count the victim/survivor in each reporting period. It uses the
following definitions as per the instructions for the Semi- Annual Progress Report.

A. Victims/survivors served are those who received the service(s) they requested, if those
services were provided under your Tribal Governments Program grant.

B. Victims/survivors partially served are those who received some, but not all of the
services they requested, if those services were provided under your Tribal Governments
Program grant.

C. Victims/survivors seeking services who were not served are those who requested
services but did not receive those, if those services were provided under your Tribal
Governments Program grant.

Enter only those services that are funded under your Tribal Governments Program
grant. This will ensure an accurate output report that can be used to fill out the GMS Progress
Reporting form. If you provide a service that is not funded under your Tribal Governments
Program grant you should not enter it in the database.
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To enter a New Victim/survivor:

1. Click the Add Victim/survivor button. This will bring up the following window (Figure 15):

Figure 15
VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES] E@B|
File Edit  ‘iews Insert  Format  Records  Toals  Window  Help Adobe POF - &
Exit Application %l El -

VICTI M S E RVIC E S Save Record and Enter Other Information

vickimsurvivar's Number || | pate | | Primary Victimization {Check anly onel Sexual Assault Domestic/dating Yiolence B Stalking

VictimySurvivar Infarmation lDengraphics | Relationship ta offender |

Atim Survivor Information (Optional

First Mame: | |

Last Mame: | |

Go Back wWithout Saving this Record ‘

N

. Enter the victim/survivor’'s assigned number and the date the number was assigned.

Check the primary victimization. Check only one.

Enter additional information on the victim/survivor by clicking the different tabs (marked
by the arrow in Figure 15).

The first tab is the Victim/Survivor Information (first and last name). These fields are
optional.

Click on the Demographics tab to enter the race/ethnicity, gender, age, and other
demographics for the victim/survivor.

. Click on the Relationship to Offender tab to indicate the victim/survivor’s relationship to

the offender(s).

Click on the Save Record and Enter Other Information button. This will expand the form
S0 you can enter additional information.

Click on the Services tab to enter information on the services requested and provided.
Next, click on Add New Service (Figure 16). Using the drop-down menu, select the type
of service requested and/or provided to the victim/survivor. Enter the dates the service
was requested and provided. If the service was not provided, use your mouse to click
on the reason(s) the service was not provided. When finished, click on Save this
Record. To enter another service, click on Add New Service and repeat the procedure.
You may enter an unlimited number of requested services for each victim/survivor, as
long as those services are funded under your Tribal Governments Program grant.
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Figure 16

B YAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES] g@g|
File Edit Wiew Insert  Format  Records  Tools  window  Help  Adobe PDF -3

Exit Application %J. i¢

-

VICTIM SERVICES

10 of 10 - Total records
Close Form

Sawve this Recard Go Back wWithout Saving Recard |

Type of Service Aequested

Specity if other

Wickimsurvivar's Mumber |125 | Date | a9 ,|'2DD.T"| Primary Yictimization (Check only one) Sexual Assault [ Domesticjdating Yiolence [ Stalking
Shelter Services I Housing Assistance ] Legal Services I
Wickim)Survivor Information ] Demaographics ] Relationship ko OFfender ] Children's Services Services Protection Order ]
SERVICES

Semvice Requested Date | Service Provided D ate

-

Ciwil legal advocacy/court accompaniment
Counzeling services support group

Cririnal justice advocacy/court accompaniment
Criziz intervention

Cultural advocacy

Forensic: exam

Hogpital/clinic/medical responze
Tranzportation

Wictim surviveor advocacy

Other

10. Click on the Shelter Services tab to access the Shelter Services information (Figure
17). Next click on Add New Service. Using the drop-down menu, select the type of
shelter service requested and/or provided. Enter the dates the service was requested,

started, and/or completed.

If the service was not provided, use your mouse to click

on the reason(s) the service was not provided.

Note: If a victim/survivor requested shelter and for any reason, it was not provided
at the time of the request, do not fill in the date provided at a later date if the
victim/survivor seeks the service again and it is provided. You should enter this

request as a new request.
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Figure 17

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [MICTIM SERVICES]

File Edit Miew Insert Format Records Tools  Window Help  Adobe PDF - &

Exit Application  Delete Record

VICTIM SERVICES i

1 of 10 - Total records Mext Wictinn | Previous Wictim)

Sutvivor Sutvivor Close Form |
Lookup Wickim/Survivar | -] it Yictim/survivor
Murmber | Dake | Mame number
Wickim/survivar's Number |Dlvawa | Date | 1]z ,|'2IZ|IZI4| Primary Yickimization (Check only one) [ Sexual Assaulk [ Domestic/dating Yiolence Stalking
Wickim)Survivor Information ] Demographics ] Relationship ko OFfender ] Children's Services ] Services ] Protection Order ]
Shelter Services Housing Assistance ] Legal Services
SHEL TER. SERVICES
Add Mew Service 1 of 5 - Total Service/s for this Yictim/survivor  Mext Service ‘ Previous Service | 5]
Type of Service Requested Service Service Started Service MHumber of
Requested Date Date Completed Date rightz
[Transitional housing - ][4 /25re00d)| [ 12112/2009) | | [ %z ]
Farnily member served (Family nurber, Name, Date of Birth) | Service Started Service Muriber of -
Date Completed Date rights
|6, Andy Flower, 10/10j1590 || 4seecemy| Br232ma ||| A ]

[

11. |If a victim/survivor is accompanied by a family member(s), use the pull-down menu
under Family Member Served to select the family member. Enter the dates the
service was requested, started, and/or completed for the family member. If the family
member is not listed in the pull-down menu then she/he is new to the database and
her/his information must be entered in the database. Double click in the Family
Member Served field and the Victim/Survivor's Family Member Information form will
open (Figure 18). Enter the family member’s assigned number, first name (optional),
last name (optional), and date of birth (optional) and click the Save and Close button.
When finished, click Save this Record. This method can only be used to add a new
family member’s information. To edit an existing family member’s information,
you will have to open Family Member Data — For Shelter Services from the Open
Forms Window and follow instructions from the previous pages on how “To review or
edit an Existing Family Member” under Family Member Data — For Shelter Services
section.
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Figure 18

i File Edit Wew Insett Format  Records Tools  Mindow Help  Adobe POF

Exit Application | Delete Record | %] %] | [ H

VICTIM

ES VICTIM SERVICE - SHELTER - FAMILY MEMBERS

Close Form

VICTIM/SURVIVOR's FAMILY MEMBER

Wickirsurvivor's Murmbed I N FO R M ATIO N mestic/Dating Violence ] Stalking
WickimSurvivor Inf |Fami|y member number: | || | vices Protection Order
Shel [First name: | | | [Last name: ] Legal Services
SHELTER SE |Date of Birth: | | |
Save this Record &
Type of Servic Save and Close Close without saving
Emergency sheler

Service Started Service Mumber of
Date Completed D ate nightz

Family member served (Family number, Mame, Date of Birth)

[2, Mary De'Silva, 171/1999 v ||| | [

| g I

12. When finished, click on Save this Record.

13. Click on the Protection Order tab to enter information about protection orders
requested and granted. Select the activity using the pull-down menu and enter the
date for each activity. Add each new activity on a new line.

14. Click on the Housing Assistance tab to enter information about housing assistance
requested by victim/survivors. Select the Type of service requested from the drop
down menu and enter the Service requested date. If the service is provided, enter the
Service started/provided date. Once the service is complete, enter the Service
completed date. The database will automatically calculate the total months. If a grant
funded service is requested but can not be provided, check the reason why the
service was not provided. Click on the Add/view button for each provided service
under the Cost column to add costs. Enter the date and the cost accrued and the
database will automatically calculate the total.

15. Click on the Legal Services tab to enter information about legal services and
outcomes. Click Add New Service to add a new service (Figure 19). Select a Legal
Issue from the drop down menu and enter the Request Date. Specify from the drop
down menu if the victim/survivor was Served, Partially served or Not served on this
legal issue. Victims/survivors served are those who received the service(s) they
requested, if those services were provided under your Tribal Governments Program
grant. Victims/survivors partially served are those who received some, but not all of
the services they requested, if those services were provided under your Tribal
Governments Program grant. Victims/survivors seeking services who were not served
are those who requested services but did not receive those, if those services were
provided under your Tribal Governments Program grant. If Served or Partially served,
enter the service started and/or provided date. Use the scroll bar (Figure 20) to
view the remainder of the window. Check the reason from the list if you specified
above that the legal issue was Partially Served or Not Served. Enter the Case closed
date and select the outcome for the legal issue.
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Figure 19

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES]

EEX

File Edit View Insert Format  Records  Tools  Window Help  Adobe PDF
Exit Application sl =l .
add Wietirn) 10f 10 - Total records Mest Victimf | Prewvious Wictim/
VICTIM SERVICES "4 i v fous i Close Form
Lookup Yickim/Survivar | -] Edit Vickim/suryivor

Murnber |Date|Marme number

Wictim/survivor's Mumber |Dlvawa
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| Dake | 112 ,|'2l3tl4| Primary Yickimization {Check only one) [ Sexual Assadle [ Domestic/dating Yiolence ] Stalking

Services ] Protection Order
Legal Services

Relationship to Offender ] Children's Services ]

Housing Assistance

Demographics ]

Specify, If other Request Date

|
|

Legal Issue

|Dmtection Orders . | |

Specify if Served, Partially served, or Mot served on this Legal lssue |F'artia||_l,J Served

Enter the Service Started and/or Provided D ate
[rake

L 1

Maotes

Check the reaons from the following, if vou have specified above that this legal izsue is Partially Served or Wot Served.
1 Conflict of interest 1 Did not meet statutor reauirements 1 Hours of operation

]

Figure 20
B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES]
File Edit ‘iew Insert Format Records  Tools  Window Help  Adobe PDF
Exit Application El El .

=1E3

Prewious Yictim,
survivor

Mext ictirn,
survivor

1

| Date | 12 ,|'2EIEI4| Primary Yickirmization (Check only anel [ Sexual Assaulk [ Domesticidating Violence ] Stalking

VICTI M S E RVIC E S ,quﬂx:f:;r:j 1 of 10 - Total records

Lookup ictimfSurvivor |
Mumber |Dake |Manne

Wickim//survivar's Mumber |Dlvawa

WickimySurvivor InFormation ]
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16. Click on the Children’s Services tab to enter information about children’s services. Click
Add Child to enter a new child. Enter the Child’s First name and the Child’s Last name.
Click Add new service provided date and enter the date the service was provided for
that child. To add additional children, click Add Child. To navigate between children,
click the Previous Child and Next Child buttons.

17. When finished, continue adding victims/survivors, or click on Close Form to return to the
Open Forms Window.

To review or edit an Existing Victim/survivor:

Method 1

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup the
Victim/survivor Number | Date | Name field to open the pull-down menu listing all
previously entered records for victims/survivors. Choose the victim/survivor whose
record you want to review or edit. This will fill in the existing data for that victim/survivor
record.

2. To edit the victim/survivor’'s assigned number, click on the Edit Victim/survivor Number
button. A new form will open. Edit the information and click the Save Record and Close
button.

3. To edit other information, select the appropriate tab (e.g., Demographics) and use the
mouse or the Tab key on the keyboard to select the field and change the data.

4. To add additional services requested/provided to the selected victim/survivor’s record,
click on the Services tab and click on Add New Service. Using the drop-down menu,
select the type of service requested/provided. Enter the dates the service was
requested and provided.

5. To add the “service provided date” to a service that was requested, but not previously
provided, click on the Services tab. Select the Service Provided Date field that
corresponds with the service you want to update. Enter the date the service was
provided. With the mouse, click in another field. The list of “reasons the service was
not provided” will disappear.

Do not uncheck the reason(s) the service was initially not provided. Leaving the
“reason(s) the service was not provided” checked will enable you to see this reason(s)
when you want to view the output report for a period of time other than January 1 through
December 31. The database is designed to only include the “reason(s) the service was not
provided” in the output report if the service was not provided during the report period
selected. For example, a victim/survivor requested a service on 07/15/2008 and the
service was provided on 10/15/2008. If, for internal reasons, you want to run an output
report for 07/01/2008 through 08/01/2008 and you left the “reason(s) the service was not
provided” checked, you will be able to view why a service was not provided during that
period. However, when you run your report for 01/01/2008 through 12/31/2008, because
the service was provided on 10/15/2008 the output report will show this service as being
provided and will not include the reason(s) not provided that you initially indicated.
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6. When finished, choose another record to review or edit, or click on Close Form to return

to the Open Forms Window.

Method 2

In the green area, click on the Next Victim/survivor or Previous Victim/survivor button and
follow steps 2 to 6 in Method 1 above.

**While editing existing data, the database will automatically save the changes you
make.**

To delete an Existing Victim/survivor:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup the
Victim/survivor Number | Date | Name field to open the pull-down menu listing all
previously entered records for victims/survivors. Choose the victim/survivor whose
record you want to delete. This will fill in the existing data for that victim/survivor.

Click on the Victim/survivor's Number text-box and click Delete Record on the toolbar.
This will delete all information on this victim/survivor including the corresponding data
under each tab.

To delete an Existing Service Provided for a specific Victim/survivor:

1.

4.

In the green area, use the mouse to click on the arrow at the end of the Lookup the
Victim/survivor Number | Date | Name field to open the pull-down menu listing all
previously entered records for victims/survivors. Choose the victim/survivor whose
record you want to review or edit. This will fill in the existing data for that victim/survivor.

Click on the Services tab.

Click on the service you want to delete. Make sure the cursor is on the service you
want to delete.

Click Delete Record on the toolbar. This will delete that service and not the entire
victim/survivor record.

To delete a Legal Issue:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup the
Victim/survivor Number | Date | Name field to open the pull-down menu listing all
previously entered records for victims/survivors. Choose the victim/survivor whose
record you want to review or edit. This will fill in the existing data for that victim/survivor.

Click on the Legal Services tab.

Click on the legal service you want to delete. Make sure the cursor is on the service
you want to delete.

Click Delete Record on the toolbar (Figure 21). This will delete that service and not the
entire victim/survivor record.
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Figure 21

VAWA MEASURING " FECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES]
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Check the reaons from the following, if you have specified above that this legal issue iz Partially Served or Mot Served,
"1 Conflict of interest ["1 Did nat meet statutary requirements 1 Howrs of ooeration j

To delete a Legal Services Service Started Date or Provided Date:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup the
Victim/survivor Number | Date | Name field to open the pull-down menu listing all
previously entered records for victims/survivors. Choose the victim/survivor whose
record you want to review or edit. This will fill in the existing data for that victim/survivor.

2. Click on the Legal Services tab.

3. Click on the Service Started Date or Provided Date you want to delete. Make sure the
cursor is on the Started Date or Provided Date you want to delete.

4. Click Delete Record on the toolbar. This will delete that date and not the entire
victim/survivor record or the entire legal service.

To delete a Housing Assistance Service Requested:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup the
Victim/survivor Number | Date | Name field to open the pull-down menu listing all
previously entered records for victims/survivors. Choose the victim/survivor whose
record you want to review or edit. This will fill in the existing data for that victim/survivor.

2. Click on the Housing Assistance tab.
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Click on the Type of Service Requested you want to delete. Make sure the cursor is on
the service you want to delete.

Click Delete Record on the toolbar. This will delete that service and not the entire
victim/survivor record.

To delete a Shelter Service Reguested:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup the
Victim/survivor Number | Date | Name field to open the pull-down menu listing all
previously entered records for victims/survivors. Choose the victim/survivor whose
record you want to review or edit. This will fill in the existing data for that victim/survivor.

Click on the Shelter Services tab.

Click on the Type of Service Requested you want to delete. Make sure the cursor is on
the service you want to delete.

Click Delete Record on the toolbar. This will delete that service and not the entire
victim/survivor record.

To delete an Existing Victim/survivor Protection Order:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup the
Victim/survivor Number | Date | Name field to open the pull-down menu listing all
previously entered records for victims/survivors. Choose the victim/survivor whose
record you want to review or edit. This will fill in the existing data for that victim/survivor.

Click on the Protection Order tab.

Click on the information you want to delete. Make sure the cursor is on the protection
order activity you want to delete.

Click Delete Record on the toolbar. This will delete that protection order activity and not
the entire victim/survivor record.

Note: DO NOT DELETE anything from your Access file until you are certain the information
needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.

To delete an Existing Child:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup the
Family and/or Victim/survivor Number | Date | Name field to open the pull-down menu
listing all previously entered records for victims/survivors. Choose the victim/survivor
whose record you want to delete. This will fill in the existing data for that victim/survivor.

2. Click on Children’s services tab
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3. Find the child’s information you want to delete using the “Next Child” and “Previous
Child” button.

4. Click in the “Child’s First name” box

5. Click Delete Record on the toolbar. This will delete the child’'s information and all the
service provided dates for that child and not the entire victim/survivor record.

6. To only delete the service provided for the child, click on the service provided date and
click Delete Record on the toolbar.

Note: DO NOT DELETE anything from your Access file until you are certain the information
needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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Hotline calls {30B) AMD Yictim witness notification/outreach to victims (30C)

Figure 22 is an example of the form used to track information on hotline calls and victim
witness notification/outreach to victims provided with Tribal Governments Program funds.

To enter a service:

1. Click on the Add new service button.
2. Select the type of service from the Type of service drop down menu.
3. Enter the Service Provided Date.

4.  Enter the Number of times this service was provided on the above-mentioned
date.

5. When finished, continue adding services by repeating steps 1 through 4, or click
on Close Form to return to the Open Forms Window.

Figure 22

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [Hotline calls and Victim witness notificatio... [= |[B|[X]
File Edit Wiew Insert Format Records Tools  Window Help  Adobe PDF L=

Exit Application = Delete Record %l El -

HOTLINE CALLS AND VICTIM . .. 11 of 11 - Total records —_—
Service

Close
Form

Previous
SErvice

WITNESS NOTIFICATION/ service
OUTREACH TO VICTIMS

Type of service |\-'in:tim witness notificationfoutreach bo victims/survivors funsolicited letters, phone calls or visitsi] ;l

Service Provided Date 9 o f2007

Muriber of times this service was provided on the abowve-mentioned date l:l

To review or edit a Hotline Service, Victim Witness Notification/Outreach to Victims:

1. To navigate through the services, click Next service and Previous service.
2. To select a different Type of service select one from the dropdown menu.

3. To change the Service Provided Date click in the Service Provided Date box and
change the date.

4. To change the Number of times this service was provided on the above-mentioned date
click in the Number of times this service was provided on the above-mentioned date box
and change the date.

*While editing existing data, the database will automatically save the changes you
make.**

Tribal Government Database Manual 03/25/09 32 OF 87



To delete a Hotline Service, Victim Witness Notification/Outreach to Victims:

1. Click on the Type of Service you want to delete. Make sure the cursor is on the service
you want to delete.

2. Click Delete Record on the toolbar. This will delete that service and not the entire
victim/survivor record.

Note: DO NOT DELETE anything from your Access file until you are certain the information

needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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DZ2. Supervised Yisitation (Q38, 039, 0394, 040, 041, 042, 043)

Figure 23 is an example of the form used to track information on supervised visitation provided
with Tribal Governments Program funds.

Figure 23

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [SUPERYISED VISITATION]

File Edit Wiew [Insert  Format  Records  Tools  window  Help  Adobe POF - g

Exit Application  Delete Record | 2] £ B .

W Add Family 2of 2 - Total records Mext Family ‘ Prewvious Family | Close Form |

Loakup Family | a Edit: Famnily Mumber
Mumber |Date|Mame

Family Murber [12 | Date [ 99 fz005]
Demographics - Children ] Referral Source and Primary Wictimization ] Services Services terminated or completed ]
Family Name: l Demographics - Custodial Parents ] Demographics - Mon-Custodial Parents

Identifying Family Name (optional)

Mame: ||

To enter family information:

1. Click on the Add Family button.

2. Enter the family member’s assigned number in the Family Number box. This should be
a unique number and can be alpha-numeric. Enter the date in the Date field.

3. Click the Family Name and enter the family name. This field is optional.

4. Click on the Demographics — Custodial Parents tab to enter race/ethnicity, gender, age
and other demographics of this custodial parent.

5. Click on the Demographics — Non-Custodial Parents tab to enter race/ethnicity, gender,
age and other demographics of this non-custodial parent.

Note: To move to step 6 and forward, you must enter demographic information for at least
one parent; custodial or non-custodial.

6. To add children and enter demographic information for children, click on the
Demographics — Children tab and then click Add Child. You will now be able to enter
race/ethnicity, gender, age and other demographics information of this child. When
complete entering, click on Save Record and Enter Other Information. If you do not
wish to save the data you just entered, click on Go Back Without Saving this Record.

7. When complete, click on Save Record and Enter Other Information. If you do not wish
to save the data you just entered, click on Go Back Without Saving this Record.
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8. Click on the Referral Source and Primary Victimization tab to indicate the Referral
Source from the drop down menu. If the referral source is not provided, select “Other”

and describe the source in the space provided. Indicate the primary type of victimization
present in the family. Check only one.

9. Click on the Services tab to enter information on the services requested. Each service
requested, scheduled or provided to a family must be entered separately. For
example, if a family is scheduled for six different supervised visits in one reporting
period, each visit must be entered separately for a total of six services for that family.

10.Click on Add New Service. A new form will appear (Figure 24). Using the pull-down
menu, select the type of service requested. Requested services may be those that are
requested by the family, court-ordered or required by another agency. If the type of

service is not provided, select “Other” and describe the type of service in the Specify if
other text-box.

Figure 24

| VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOYERNMENTS - [SUPERVISED VISITATION] E@g|
Fil= Edt ‘iew Insert Format  Records  Tools  Window  Help Adobe POF - a

Exit Application = Delete Record %l El b B .
S u P—E RVIS E D VISITATIO N Add Famihy Lol 2 Mol il Mext Family Prewvious Family ‘ Close Form |

Lookup Farmily | ;I Edit Farmily Murnber
Humber|Date|Mame

Family Mumber 01 | Date [ 11 fzo00]
Family Mame I Demographics - Custodial Parents ] Demographics - Mon-Custodial Parents ]
| Deragraphics - Children ] Referral Source and Primary Vickinization Services ] Services terminated ar completed ]
SERVICES
Add New Service 1 of 4 - Total Service/s For this Family Mext Service ‘ Previous Service ‘
Type of Service Bequested Specify if other Service Requested Date | Service Provided date

| 9/9/2004] | 341 IZI.:-'2EIEI4|

Group supervision
One-to-one sUpervizion
Supervized exchange
Telephone monitoring
Other

11. Enter the date the service was requested.

12.For each service requested, if the service was provided, enter that date. If the service

was not provided, use your mouse to click on the reason(s) the service was not
provided.

13. Click on the Services terminated or completed tab to enter the Date Services

terminated or completed and select a Reason Services terminated or completed from
the drop down box.

14.When finished, click on Close Form to return to the Open Forms Window.
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To review or edit an Existing Family:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup Family
Member|Date|Name field to open the pull-down menu listing all previously entered
families. Choose the family you want to review or edit. This will fill in the existing data for
that family.

To edit the family’s assigned number or date, click on the Edit Family Number button in
the right upper corner. A new form will open. Edit the information and click the Save
Record and Close button.

To edit other information, select the appropriate tab and use the mouse to select the
field and make necessary changes.

To add additional children to the selected family’s record, click on the Demographics-
Children tab and click on the Add Child button. Use the mouse to select race/ethnicity,
gender, age and other demographics for the child.

To edit information for an existing child in the selected family’s record, click on the
Demographics-Children tab and click the Next Child or Previous Child button. Choose
the child you want to review or edit and make the necessary changes.

To add additional services requested/provided to the selected family’s record, click on
the Services tab and click the Add New Service button. Using the pull-down menu,
select the type of service requested by the family. If the type of service is not provided,
select “Other” and describe the type of service in the Specify if other text-box. Enter the
date the service was requested (this may be the scheduled date of service). If the
service was provided, enter that date. If this completes the information you need to add
under Services, click the Save this Record button.

When finished, either select another family record to review or edit, or click on Close
Form to return to the Open Forms Window.

Method 2

In the green area, click the Next Family or Previous Family button and follow steps 2 and 7
in Method 1 above.

*While editing existing data, the application will automatically save the changes you
make.**

To delete an Existing Family:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup Family
Member/Date/Name field to open the pull-down menu listing all previously entered
families. Choose the family you want to delete. This will fill in all the existing data for that
family.
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2.

Click on the Family Number text-box and click Delete Record on the toolbar. This will
delete all information on this family including the corresponding data under each
tab.

To delete an Existing Child:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup Family
Member/Date/Name field to open the pull-down menu listing all previously entered
families. Choose the family you want to review or edit. This will fill in the existing data for
that family.

Click on the Demographics-Children tab.
Click on the Next Child or Previous Child button to find the child you want to delete.

Use the mouse to put the cursor on the child’s race/ethnicity. Click Delete Record on the
toolbar. This will delete the child’s record but not the entire family record.

To delete an Existing Service provided for a family:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup Family
Member/Date/Name field to open the pull-down menu listing all previously entered
families. Choose the family you want to review or edit. This will fill in the existing data for
that family.

Click on the Services tab.

Click on the Next Service or Previous Service button to find the service you want to
delete.

Use the mouse to put the cursor on the service you want to delete. Click Delete Record
on the toolbar. This will delete the service but not the entire family record.

Note: DO NOT DELETE anything from your Access file until you are certain the information
needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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El. Tribal Law Enforcement - Activities {(J45)

¥ictim,/Survivor Referrals to Yictim Services ((J46) Protection Orders (47}

El. Tribal Law Enforcement - Activities {Q45)

Figure 25

B YAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL LAW ENFORCEMENT] QEIE|
-

File Edit Wiew Insert  Format  Records  Tools  Window  Help  Adobe POF

Exit Application  Delete Record

TRIBAL LAW 1 0f5- Total records Mexk Previous Close
Bckivity Bckivity Form

ENFORCEMENT

Ackivity (Calls For assistance (all 911 and other calls made to law enforcement) -

Ackiviby Date | 1 /12/2004 Primary victimization [ Sexual Assaulk Dorneskic Wiolence/Dating Wiolence [ stalking

Figure 25 is an example of the form used to track information on law enforcement activities.

Enter a New Law Enforcement Activity:

1. Click on Add Activity button.

2. Use the pull-down menu at the end of the Activity field to identify the activity.
3. Enter the date the activity occurred in the space provided.

4. Indicate the primary type of victimization. Check only one.

5. To finish, click the Save Record and Enter Other Information button.

To review or edit an Existing Law Enforcement Activity:

1. Inthe green area, use the mouse to click on the Next Activity or Previous Activity button
to browse through all previously entered activities.

2. To edit, use the Tab key on the keyboard or the mouse to select the field you want to
edit and make the necessary changes.

3. When finished, choose another activity to review or edit, or click on Close Form to return
to the Open Forms Window.
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To delete an Existing Law Enforcement Activity:

In the green area, use the mouse to click on the Next Activity or Previous Activity button
to find the activity you want to delete.

1.

2. Click on the Activities text-box and click Delete Record on the toolbar. This will delete
all the information on this law enforcement activity.

Note: DO NOT DELETE anything from your Access file until you are certain the information
needs to be removed. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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¥ictim;/Survivor Referrals to Yictim Services (Q46)

To enter Tribal Law Enforcement Victim/Survivor Referrals to Victim Services:
1. In the Open Forms Window, click on Victim/Survivor Referrals to Victim Services to add
new referrals.

2. Click Add new referral(s) to add referrals.

3. In the Referred to column, select an item from the drop down box.

4. Enter the date of the referral and enter the Number of referrals in the third column.
5. Click Close Form to return to the Open Forms Window.

Figure 26 is an example of the Victim/Survivor Referrals to Victim Services form.

Figure 26

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL LAW ENFORCEMENT - VICTIMISURVI. .. D@g|
- &

File Edit Wiew Insert  Format  Records  Tools  Window  Help  Adobe PCF

Exit Application 2l 21 .
TRIBAL LAW ENFORCEMENT - VICTIM/SURVIVOR =
REFERRALS TO VICTIM SERVICES
Add new referral(s) | Close Form
Referred to Date Mumber of referrals
| Mon-tribal wictim services j 9 fa /2009 ‘ 5 |
| Tribal victim services || 979 12008 10 |
| Tribal victim services HEEE=] 10 |
| Tribal victim services HEEE 1 |
| Mon-tribal wictim services j & f6 2006 ‘ 1 |
| Tribal victim services I 1 |
| Tribal victim services || &6 r2006 | 1 |
| Tribal victim services 1| & 16 j2006 | 5 |
| Tribal victin services EEEE 1 |
| Tribal victim services 1| &6 r2000] 1 |
| Tribal wictim services j 33 /2000 ‘ 1 |
| - | 1 |
Tribal wictimn services
Mon-tribal wictim services
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To review or edit Victim/Survivor Referrals to Victim Services:

1. Services will be listed in order of date beginning with the most recent.
2. To select a different Referral to, select one from the dropdown menu.
3. To change the Date click in the Date box and change the date.

4. To change the Number of referrals, click in the Number of referrals box and change the
number.

To delete a Victim/Survivor Referral to Victim Services:

1. Click in the Referred to box you want to delete. Make sure the cursor is on the referral
service you want to delete.

2. Click Delete Record (Figure 27) on the toolbar. This will delete that service and not the
entire victim/survivor record.

Figure 27

VAWA MEASURINC ¥ ECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL LAW ENFORCEMENT - VICTIMISURVIV... g@@
-8

File Edit  Wew J Format Records  Tools  Window Help  Adobe POF
Exit Application | Delete Record .
TRIBAL LAW ENFORCEMENT - VICTIM/SURVIVOR =
REFERRALS TO VICTIM SERVICES

{Add new referral(s); Close Form

Referred to ‘ Date ‘ Mumber of referrals ‘

| Mon-tribal victim services j o /9 /2009 | 4 |
| Tribal victim sarvices HERE) 10 |
| Trioal victim services 1] 9 /1972008 10 |
| Tribal victim services j 9 /9 /2006 | 1 |
| MNon-tribal victim services j 6 j6 f2006 | 1 |
| Tribal victim services j 6 /6 /2006 | 1 |
| Tribal victim sarvices 1] 66 /2006] 1 |
| Trioal victim services 1] & /6 j2006] 5 |
| Tribal victim services j 9 /9 /2000 | 1 |
| Tribal victim sarvices 1] 6 /6 /z000] 1 |
| Trioal victim services HEEE 1 |
| E|R 1 |
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Protection Orders {Q47)

To enter Tribal Law Enforcement Protection Orders:
1. In the Open Forms Window, click on Protection Orders to add protection order activity.

2. Click Add new activity to add protection orders.

3. Inthe Activity column, select an item from the drop down box.

4. Enter the date of the activity.

5. Enter the Number of Protection Order(s) requested/granted in the third column.

6. Click Close Form to return to the Open Forms Window.

Figure 28 is an example of the Protection Orders form.

Figure 28

| B | VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL LAW ENFORCEMENT, - PROTECTION ...

LER

File Edit ‘Wwiew Insert Format  Records  Tools  Window  Help  Adobe PDF
Exit Application %Jr El E -
TRIBAL LAW ENFORCEMENT - =
PROTECTION ORDERS
Add new activity | Close Form
. MNurnber of Protection Order(s)
Actiity Date requested/aranted
Final Protection Order requested j 6 f6 f2003 2
‘ Temporary Protection Order granted j G /a8 f2007 ‘ 1 ‘
‘ Temporary Protection Order granted j G f6 f2006 ‘ 1 ‘
‘ Final Protection Order requested j 6 f6 f2005 ‘ 1 ‘
_ M| | ! |
Temporary Protection Order requested
Temporary Protection Order granted
Final Protection Order requested
Final Protection Order granted

To review or edit Tribal Law Enforcement Protection Orders:

1. Activities will be listed in order of date beginning with the most recent.

2. To edit the Activity, click the drop down menu and select a different activity.

3. To edit the Date, click in the date box and type in a new date.
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4. To edit Number of Protection Order(s) requested/granted, click in the Number of
Protection Order(s) requested/granted box, delete the number and type in the edited
number.

*While editing existing data, the database will automatically save the changes you
make.**

To delete a Tribal Law Enforcement Protection Order:

1. Click in the Activity box you want to delete. Make sure the cursor is on the activity you
want to delete.

2. Click Delete Record (Figure 29) on the toolbar. This will delete that activity only.

Figure 29

B VAWA MEASURING EF” .CTIVENESS INITIATIVE-- TRIBAL GOYERNMENTS - [TRIBAL LAW ENFORCEMENT - PROTECTION O...
File Edit View I : Format Records Tools  Window Help  Adobe PDF

CEX

Ezit Application = Delete Record %L i],

-

TRIBAL LAW ENFORCEMENT - -
PROTECTION ORDERS

Add new activity ‘ Close Form

S I Tl Al
Final Protection Order requested j 6 f6 f2008 2
| Ternparary Protection Order granted j 6 f8 f2007 ‘ 1 ‘
| Temporary Protection Order granted - || 5/5 /2006 ‘ 4] ‘
| Final Protection Order requested j 6 f6 f2005 ‘ 1 ‘
| - | ! |
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E2. Tribal Prosecution {[}449, 0494, Q50)

¥ictim,/Survivor Referrals to ¥ictim Services (Q52) Protection Orders (Q53)

EZ. Tribal Prosecution {Q49, Q49A, ()50)

To enter a New Prosecution Case:

1. Figure 30 is an example of the form used to track data needed for the Tribal
Prosecution section of the reporting form. Click on the Add Case button.

Figure 30
VAWA MEASURING EEFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROSECUTION] E@gl
File Edit Wiew Insert Farmat  Records  Tools Window  Help  Adobe POF - &
Exit Application | Delete Record 2] %1 .
W Add Case 4of 4- Total records Mext Case | Previous Case Close Form
Lookup Case Number | ;I Edit Case Null:')n:tzr or Referral

Zase Wumber IH:I Date of Referral 6/6/2006| Type of case Sexual dssault [J Domestic Violence/Dating Violence [ Stalking
\Was this case ACCERPTED aor DECLINED? & Accepted (O Declined

Please enter the date when a decision was made to ACCEPT or DECLIME the case 6 6 12006

If accepted, please enter the following information If declined, please enter the following information
=] ‘Was this case declined dus to jurisdictional imitation? YES sl

Twpe of case |Other

Spedify f Other  [restl If this case declined due to jurisdictional limitation,

I.J Y | | was this case referred bo local, state, or Federal WES L]
Disposition date 92006 entity For prosecution?
Disposition

Seleck the primary reason for declining the case andfor not referring the
[ Dismisssd case to local, skate, or Federal entity For prosecation,
Deferred adjudication | ;I

Convicted Specify, if other

[ auilky as charged [ Guilty of lesser
[ Plead as charged [ Plead to lesser
[ Acquitted

2. Enter the assigned case number and the date of referral.
3. Indicate the type of case. Check only one.

4. Indicate whether the case was Accepted or Declined and enter the date on which the
decision was made.

5. Depending on the decision:

a. If accepted:
I. Select the Type of case from the drop down menu.
ii. Enter the disposition date.
iii. Indicate the disposition. Check only one.
iv. Click Close Form to return to the Open Forms Window.
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b. If declined:

i. Answer YES or NO to the first two items concerning jurisdictional

limitations.

ii. Select the primary reason for declining the case and/or not referring the

case to local, state, or federal entry for prosecution from the
box.

6. Click Close Form to return to the Open Forms Window.

To review or edit Tribal Prosecution Cases:

drop down

1. To navigate through cases, click Next Case and Previous Case or use the Lookup Case

Number dropdown box to select a case.

2. To edit any of the information in the case, click in the appropriate location
information or type in information.

to select

3. To edit case number or referral date, click the Edit Case Number or Referral Date
button located in the green area (Figure 31). Edit the information and click Save Record

and Close.

Figure 31

VAWA MEASURING EEFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROSECUTION]

=S

File Edit Wiew Insert Format Records Tools  window  Help  Adobe PDF
Exit Application = Delete Record %l EJ, -
TRIBAL PROSECUTION Add Case 3of - Total records Mext Case Previous Case

Lookup Case Number |

-1

Case Mumber Date of Referral

‘Was this case ACCEPTED or DECLINED?

9_joliz2006| Type of case
(&) accepted () Declined
Flease enter the date when a decision was made to ACCEPT or DECLINE the case Q19 j2006

[ Sexual Assault Diomestic Yiolence/Dating Yislence [ Stalking

If accepted, please enter the following information

If declined, please enter the following information

Type of case |Violati0n of bail

Was this case dedlined due to jurisdictional limitation? YES [{la]

~1

Specify if Other |

| IF this case declined due to jurisdictional limitation,

O Guiley as charged
[ Plead as charged
O Acquitted

O Guilky of lesser
Plead to lesser

. - YES MO

Dispasition date 9/9/2006 entity for prosecution?

Disposition Select the primary reason for declining the case andfor not referring the
[ Dismissed case ko local, state, or federal entity for prosecution,
[ Deferred adjudication | ;I
Convicked Specify, if other

was this case referred to local, state, or federal

Close Form
Edit Case Mumber or Referral
Dake

To delete a Tribal Prosecution Case:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup Case
Number field to open the pull-down menu listing all previously entered records for
victims/survivors. Choose the case you want to review or edit. This will fill in the

existing data for that case.
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2. Click on the case number you want to delete. Make sure the cursor is on the case
number you want to delete.

3. Click Delete Record on the toolbar (Figure 32). This will delete that service and not the
entire victim/survivor record.

Figure 32

VAWA MEASURING EEF" _TIVENESS INITIATIVE-- TRIBAL GOYERNMENTS - [TRIBAL PROSECUTION]

File Edit WYiew Insg ormat  Records  Tools  Window Help  Adobe POF - 3
Exit Application ~ Delete Record B .
TRIBAL PROSECUTION 30f4 - Totalrecords -
Add Case Next Case Previous Case Close Form
Lookup Case Number | ;I Edit Case Nu[n;:;r or Referral
Zase Mumber Date of Referral afofz006| Type of case [ Sexual Assault Domestic Wiolence/Dating Violence [ Stalking

‘Was this case ACCEPTED or DECLIMED? &) accepted () Declined
Plzase enter the date when a decision was made to ACCEPT or DECLINE the case 919 j2008

If accepted, please enter the following information If declined, please enter the following information
Was this case declined dus to jurisdictional limitation? YES MO
Type of cass  [violation of bail - ]
Specify if Other If this case declined due to jurisdictional limitation,
l_J y | | was this case referred to local, state, or federal YES [ile]
Disposition date 9/9/2006 entity for prosecution?
Disposition Select the primary reason for declining the case andfor not referring the
[ Dismissed case to local, state, or Federal entity For prosecution,
[ Deferred adjudication | ;I
Convicted Specify, if other

O Guilty as charged [0 Guilty of lesser
[ Plead as charged Plead to lesser
O acquitted
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¥ictim/Survivor Referrals to Yictim Services ()52}

To enter Tribal Prosecution Victim/Survivor Referrals to Victim Services:
1. In the Open Forms Window, click on Victim/Survivor Referrals to Victim Services to add
new referrals.

2. Click Add new referral(s) to add referrals.

3. In the Referred to column, select an item from the drop down box.

4. Enter the date of the referral and enter the Number of referrals in the third column.
5. Click Close Form to return to the Open Forms Window.

Figure 33 is an example of the Victim/Survivor Referrals to Victim Services form.

Figure 33

| =5 VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROSECUTION - VICTIM/SURYIVOR R... g@g|

File Edit ‘iew Insert Format  Records  Tools  Window  Help  Adobe PCF -3
Exit Application %l i\lr @ -
TRIBAL PROSECUTION - VICTIM/SURVIVOR =
REFERRALS TO VICTIM SERVICES
Add new referral(s) ‘ Close Form
Refarred to Date Murnber of referrals
| Mor-tribal victim services 1| 9 s10/2006 | 5 ‘
| Tribal victim services j 6 f16/2006 ‘ 5 ‘
| Tribal victim services 1| &6 2008 | 5 |
| Tribal victim services || 66 j2008 | 5 |
| Tribal victim services j 6 f6 f2006 ‘ 5 ‘
I | | ! |
Tribal victirn services
Mon-tribal victin services

To review or edit Tribal Prosecution Victim/Survivor Referrals to Victim Services:

1. Referrals will be listed in order of date beginning with the most recent.

2. To edit the Referred to services, click the drop down menu and select a different
activity.

3. To edit the Date, click in the date box and type in a new date.

4. To edit Number of referrals, click in the Number of referrals box, delete the number and
type in the edited number.
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**While editing existing data, the database will automatically save the changes you
make.**

To delete a Tribal Prosecution Victim/Survivor Referrals to Victim Service:

1. Click in the Referred to box you want to delete. Make sure the cursor is on the referral
service you want to delete.

2. Click Delete Record (Figure 34) on the toolbar. This will delete that referral only.

Figure 34
B VAWA MEASURING E” .- ECTIVEMESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROSECUTION - WICTIM/SURVIVOR RE. .. EI@'E'
File  Edit  Wiew - Format Records Tools Window Help  Adobe PDF - 7
Exit Application | Delete Record | &) %] B .
TRIBAL PROSECUTION - VICTIM/SURVIVOR -
REFERRALS TO VICTIM SERVICES
Add new referral(s) ‘ Close Form
Referred to Date Murnber of referrals
| Nor-tribal victim services || 9 /10/2008 | 5 |
| Tribal victim services ~|| & 1672008 | 5 |
| Tribal victim services ~|| & /& 2008 | 5 |
| Tribal victim services ~|| & /& 2008 | 5 |
| Tribal victim services ~|| & /s 2008 | 5 |
| | | 1 |
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Prokection Orders {J53)

To enter Tribal Prosecution Protection Orders:

1. In the Open Forms Window, click on Protection Orders to add protection order activity.
2. Click Add new activity to add protection orders.

3. Inthe Activity column, select an item from the drop down box.

4. Enter the date of the activity.

5. Enter the Number of Protection Order(s) requested/granted in the third column.

6. Click Close Form to return to the Open Forms Window.

Figure 35 is an example of the Protection Orders form.

Figure 35

| = YAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROSECUTION - PROTECTION ORDERS] g@g|

File Edit Wiew Insert  Format  Records  Tools  window  Help  Adobe PDF - g
Exit Application el 2l B .
TRIBAL PROSECUTION - =

PROTECTION ORDERS

Add new activity ‘ Close Form

N IS el
Final Protection Order granted j 9 f29/2007 2
‘ Final Protection Order requested j 9 f19/2007 ‘ 2 |
‘ Tempaorary Protection Order granted j 9 f9 /2007 ‘ 2 |
‘ Final Protection Order requested j 9 /8 /2006 ‘ 2 |
! | | L |

Temporary Protection Order requested
Termporary Protection Crder granted
Final Protection Order requested

Final Protection Order granted

To review or edit Tribal Prosecution Protection Orders:

1. Activities will be listed in order of date beginning with the most recent.

2. To edit the Activity, click the drop down menu and select a different activity.

3. To edit the Date, click in the date box and type in a new date.
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4. To edit Number of Protection Order(s) requested/granted, click in the of Protection
Order(s) requested/granted box, delete the number and type in the edited number.

*While editing existing data, the database will automatically save the changes you
make.**

To delete a Tribal Prosecution Protection Orders:

1. Click in the Activity box you want to delete. Make sure the cursor is on the activity you
want to delete.

2. Click Delete Record (Figure 36) on the toolbar. This will delete that activity only.

Figure 36
B YAWA MEASURING F' FECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROSECUTION - PROTECTION ORDERS] E][Elgl
File Edit  Wiew Ert Format  Records  Tools  wWindow  Help  Adobe POF - @
Exit Application | Delete Record | 5] %] B .
TRIBAL PROSECUTION - =

PROTECTION ORDERS

Add new activity | Close Form

MNurnber of Protection Order(s)

ACtivity Date requestedfgranted
Final Protection Order granted j o f2o52007 2
| Final Protection Order requested j o /1972007 | 2 |
| Ternporary Protection Crder granted j 0 o j2007 | 2 |
| Final Protection Order requested j 9 f3 2006 | z |
| E | 1 |
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E3. Tribal Courts ()55, Q56)

Judicial Monitoring {Q57) ¥iolations (Q58)

¥ictim,survivor Referrals to ¥ickim Services {(Q59) Civil Protection orders {Q60) | Criminal Protection Orders (61}

E3. Tribal Courts {Q55, Q56)

To enter Tribal Courts New Case:
1. In the Open Forms Window, click on Tribal Courts to add a case. Figure 37 will appear.

Figure 37

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL COURTS] (=03
A=

File Edit ‘“ew Insert Faormat Records  Tools  Window Help  Adobe PDF

Exit Application = Delete Record

TRIBAL COURTS

-

1 of & - Total records

Mext Case Previous Case Close Form
Lookup Case Number | -] Change Case Details
Case Mumber Type of case |5ta|kjng ;l Case Filed date &JE/2005
Case Disposition date: /972005
Dispasition [ Dismissed Deferred adjudication [ Convicted [ acquitted

2. Click Add case to add a new case.

3. Enter the case number. This should be a unique number and can be alpha-numeric.

4. Select Type of case from the drop down box.

5. Enter the Case Filed date of the activity.

6. Enter the Case Disposition date.

7. Click one of the check boxes to select a Disposition.

8. Click Save Record to save the record and return to the Tribal Courts window. OR Click
Go Back Without Saving this Record to return to the Tribal Courts window without

saving the record.

9. Click Close Form to return to the Open Forms Window.
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To review or edit Tribal Courts cases:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup Case
Number field to open the pull-down menu listing all previously entered cases. Choose
the case you want to review or edit. This will fill in the existing data for that case.

2. To edit the information, click in the appropriate boxes and change the information.

3. To change case details, click Change Case Details, a window will pop up (Figure 38)
that will allow you to change the Case Number, Type of Case and Case Filed date.
Then, click Save Record and Close to return to the Tribal Courts window.

Figure 38

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL COURTS] M=1E3
File Edit Wew Insett Format  Records  Tools  wWindow  Help  Adobe PDF - g

Exit Application | Delete Record

TRIBAL COURTS

1 of & - Total records

Mext Case Previous Case Close Form
Lookup Case Number | - Change Case Details
Case Mumber Type of case |5ta|kjng ;I Case Filed date 6/6[Z005
Case Disposition date: Qf9j 2005
Disposition [ Dismissed Deferred adjudication [ Convicted [ Acquitted

*While editing existing data, the database will automatically save the changes you
make.**

To delete a case number for Tribal Courts:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup Case
Number field to open the pull-down menu listing all previously entered cases. Click on
the case number you want to delete. Make sure the cursor is on the case number you
want to delete.

2. Click Delete Record (Figure 39) on the toolbar. This will delete that case only.
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Figure 39

B VAWA MEASURING EF cCTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL COURTS]

A=1E

File Edit  Wiew ft  Format Records Tools  Window Help  Adobe PDF * @

Exit Application = Delete Record -
1of 6 - Total d

TRIBAL CO U RTS L Nl T Mext Case Previous Case Close Form
Lookup Case Number | ;I Change Case Details
Case Mumber Type of case |Sta|king ;I Case Filed date 662005
Case Disposition date: 99/2005
Disposition [ Dismissed Deferred adjudication [ Convicked O Acquitted
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Judicial Monitoring {Q57)

To Enter A New Offender’s Information (Figure 40):

Figure 40

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [OFFENDER'S DATA - TRIBAL COURT]

File Edit Wiew Insert Format  Records  Tools  Window Help  Adobe PDF

Exit Application %Jr EJr ®.

{JUDICIAL MONITORING

Save
G0 Back Without Saving

il OFFENDER's INFORMATION

First Mame: |

T I—

| Last Mame:

Click Add Record to enter new offender information. Enter First Name, Last Name,
and Date of Birth.

Click Save to save the record and return to the Judicial Monitoring window. OR Click
Go Back Without Saving this Record to return to the Judicial Monitoring window

without saving the record.
3. Add new review hearing date.

To Edit Offender’s Information:

1. Select offender in the Lookup Offender drop down menu (Figure 41).
Figure 41

Bl VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [OFFENDER'S DATA - TRIBAL COURT] (=3
file Edit Wiew Insert Format Records Took  Window #dobe POF -

Exit Application | Delete Record

JUDICIAL MONITORING

Lookup Offender [ add Record
Bilty Bab DOB: 1j1/1960
Bugs Bunny DOB:12§31/1980 Sof 5- Total records.
Jack Jones DOEB: 121979
Jessie James DOB:S/E/1975 tRecord | Previous Record
test testlast DOB:Q/9/2006
Thange Offender’s Details | Close Form |

OFFENDER's INFORMATION

First Name:  [test

| Last Name:  [restlast

Date of Birth: 919/2006

Review hearings conducted for the offender

Add new review hearing date |

L 1

2. Edit review hearing date by typing over the existing date.
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3. You can change the offender’s details by clicking Change Offender’s Details.
4. Navigate through records by clicking Next Record and Previous Record.

5. Click Close Form to return to the Open Forms Window.

To delete a Judicial Monitoring Offender:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup
Offender field to open the pull-down menu listing all previously entered offenders
(Figure 41). Click on the offender you want to delete. Make sure the cursor is on
the name of the offender’s information you want to delete (Figure 43).

2. Click Delete Record (Figure 42) on the toolbar. This will delete that service and not
the entire victim/survivor record.

3. To delete a Review hearings conducted for the offender date, click on the date you
wish to delete (Figure 44) and click Delete Record (Figure 42).

Figure 42

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [OF FENDER'S DATA - TRIBAL COURT]

Eile Edit ¥ew Insert Format Records Tools  Window Help  Adobe PDF - &

Exit Application = Delete Record E

JUDICIAL MONITORING

Lookup Offender | j Add Record |

1 of 5 - Total records

Mext Record Previous Recard |

Change Offender's Details
OFFENDER's INFORMATION

First Mame: Lask Name: ‘Jones
Date of Birth: 1j2/1979

Review hearings conducted for the offender

Close Form ‘

s

Add new review hearing date |

Tribal Government Database Manual 03/25/09 55 OF 87



Figure 43

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [OFFENDER'S DATA - TRIBAL COLRT]

EEX

File Edit Wiew Insert Format Records Tools  Window Help  Adobe PDF - 7
Exit application  Delete Record @ .

JUDICIAL MONITORING

Lookup Offender | ;I Add Recard ‘

Change Offender's Details

1 of 5 - Total vecords

Mext Record ‘ Previous Record ‘

Close Form |

OFFENDER's INFORMATIOMN

P ——
First Marne: (|Jack Last Mame: |J0nes
Date of Brth: [ ———T751079

Review hearings conducted for the offender

Add new review hearing date |

2 /6 2006

|

Figure 44

B YAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [OFFENDER'S DATA - TRIBAL COURT]
File  Edit iew

Insert  Format  Records  Tools

(i=

Exit Application = Delste Record

swindow  Help

Adobe PDF - &

JUDICIAL MONITORING

Lookup Offender | |

Change Offender's Details

Add Record ‘

1 of 5 - Total records

Mext Record | Previous Record |

Close Form |

OFFENDER's INFORMATION

First Mame: |Jack | Last Mame: |Jones

Date of Birth: 1zi1979

Review hearings conducted for the offender

Add new review hearing date |

e ——
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Yiolations {Q58)

To Enter Violations:
1. Click Add new violation (Figure 45).

Figure 45
&l VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [f couryiolation] (=13
Fle Edit Wew Insert Format  Records  Tools  Window Help  Adobe RDF -
Exit Application | Delete Record %l %l B .
TRIBAL COURTS - VIOLATIONS Add new violation Close Form =
Wiolation Disposition Mo | Verbalf |Fine | Conditions Partial Probation
date action | writken added  |revocation of | revoked)
taken | warning probation incarceraked
Failure o attend mandated offender j 919 12008 O O O O O
treatment {does not include BIP)
Failure to attend mandated offender | 99 {2008 O O O O O
treatment {does not include BIP)
Failure to attend mandated offender - & (6 {2008 O O O O O
treatment {does nat include BIF)
Failure to attend mandated offender j a6 jzonr | OO O O [} O
treatment {does not include BIF}
Mews criminal behavior j afojzone | OO ‘ O ‘ O ‘ O ‘ [} ‘ ‘
Failure to attend mandated offender j 66 jzone | OO O O [} O
treatment {does not include BIF)
Failure to attend mandated battersrs j gpafzons | O O O O
inkervention program (EIF)
Failure bo attend mandated batterers j gpafzons | O O O O O
inkervention program (BIP)
Failure o attend mandated offender j & 16 12005 O O O O O
treatment {does not include BIP)
Failure to attend mandated batterers j 121572004 O O O O O
inkervention program (BIP)
Prakection arder || ez [} ‘ [} ‘ O ‘ [} ‘ O ‘
Failure to attend mandated offender - afejioon| O O O O O
treatment {does not include BIF)

2. Select a violation from the drop down menu.

3. Enter the Disposition date.

4. Check the disposition(s) that apply.

5. Click Close Form to return to the Open Forms Window.

To edit Tribal Courts Violations:

1. Violations will be listed in order of date beginning with the most recent.

2. To edit the Violation, click the drop down menu and select a different activity.
3. To edit the Date, click in the date box and type in a new date.

4. To edit Dispositions, click the check boxes to select the desired disposition.

Tribal Government Database Manual 03/25/09 57 OF 87



**While editing existing data, the database will automatically save the changes you
make.**

To delete a Tribal Courts Violation:

1. Click in the Violation box you want to delete. Make sure the cursor is on the
violation you want to delete.

2. Click Delete Record (Figure 46) on the toolbar. This will delete that violation only.

Figure 46
B VAWA M. SI'RING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [frmcourviolation]
File  Edit Insert  Format Records  Tools  Window Help  Adobe PDF -8
Exit Application | Delete Record | 2] %) B .
TRIBAL COURTS - VIOLATIONS addnew violation |  Close Form =
“Wiolation Disposition Mo |Werbalf | Fine | Conditions Partial Probation
date action | writken added  [revocation of | revoked)
taken | warning probation [ incarcerated

Failure to attend mandated offender j afojzons | OO O O [} O
treatment {does not include BIF)
Failure to attend mandated offender j 9 j9 jz008 O O O [} O
treatment {does not include BIF)
Failure bo attend mandated offender j 6 /6 2008 O O O O O
treatment {does not include BIP)
Failure bo attend mandated offender j efefzonr | O O O O O
treatment {does not include BIP)
Mew criminal behavior j 919 12006 O ‘ O ‘ O ‘ O ‘ O ‘ ‘
Failure ko attend mandated offender j 6 16 12006 O O O O O
treatment {does not include BIP)
Failure to attend mandated batterers | gfajeons | O O O O
intervention pragram (BIFY
Failure ko attend mandated batterers j gfojzons | O O O [} O
intervention program (BIF)
Failure to attend mandated offender j & 6 2005 O O O [} O
treatment {does not include BIF}
Failure to attend mandated battersrs j 1zj15fzo04 | O O O O [}
intervention program (EIF)
Protection ordst j & /6 j2004 ‘ O ‘ O ‘ O ‘ O ‘ O ‘
Failure bo attend mandated offender j gfefieen | O O O O O
treatment {does not include BIP)
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¥ictim,/Survivor Referrals to Yictim Services (59)

To Enter Victim/Survivor Referrals to Victim Services:
1. Click Add new referral(s) (Figure 47).

Figure 47

& VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL COURTS- VICTIM/SURVIVOR REFERRAL... [= |[B](X]

B FEle Edit Yew Insert Format Records Tools  Window Help  Adobe POF - g
: Exit Application | Delete ecord 2] £1 .
ICTIM SERVIC ES
Add new referral(s) ‘ Close Form
Referred to Date Murnber of referrals
‘ Man-tribal wictim services || 9o 2007 ‘ & ‘
‘ MNon-tribal wictim services j 6 f& f2007 ‘ 5] ‘
| Tribal victim services || 66 jen0e | & ‘
| Tribal victim services -] 6 /6 2006 & ‘
| Trioal victim services 1] 66 200 6 ‘
‘ MNon-tribal wictim services j 6 f& f2005 ‘ o] ‘
| = | ! |

2. Select referral from the Referred to dropdown menu.

3. Enter the Date.

4. Enter the Number of referrals.

5. Click Close Form to return to the Open Forms Window.

To edit Tribal Courts Referral Services:

1. Referrals will be listed in order of date beginning with the most recent.

2. To edit the service, click the drop down menu and select a different service.
3. To edit the Date, click in the date box and type in a new date.

4. To edit Number of referrals, click number and type in the desired number of referrals.

*While editing existing data, the database will automatically save the changes you
make.**
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To delete a Tribal Court Referral:

1. Click in the Referred to box of the service you want to delete. Make sure the cursor is
on the referral you want to delete.

2. Click Delete Record (Figure 48) on the toolbar. This will delete that referral only.

Figure 48

B VAWA MEAL 'RING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL COURTS- VICTIM/SURVIVOR REFERRAL... [= |[B)[X]

H Ele Edit Yiew sert  Format Records Tools Window Help  Adobe POF - g
: Exit Application | Delete Record 2] £1 .
TRIBAL COURTS - VICTIM/SURVIVOR REFERRALS =
TO VICTIM SERVICES
Add new referralis) ‘ Close Form
Referred to Date Murnber of referrals
‘ Man-tribal wictim services || 9o 2007 ‘ & ‘
‘ MNon-tribal wictim services j 6 f& f2007 ‘ 5] ‘
| Tribal victim services || 66 jen0e | & ‘
| Tribal victim services -] 6 /6 2006 & ‘
| Trioal victim services 1] 66 200 6 ‘
‘ MNon-tribal wictim services j 6 f& f2005 ‘ o] ‘
| = | ! |
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Civil Protection orders {Q60)

To Enter Civil Protection Orders:
1. Click Add new (Figure 49).

Figure 49

B | YAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL COURTS - CIVIL PROTECTION ORDERS] g@g|
- g

File Edit ‘iew Insert Format  Records Tools  Window Help  Adobe PDF

Exit Application  Celete Record %l El * @B .

TRIBAL COURTS -
CIVIL P

Add new

CTION ORDERS

Close Form

Domestic violence/dating violence

Date

Mumber of Protection Order(s)

requested/granted
Final Protection Crder granted| j 9 f10f2006 4
| Final Protection Order granted j 2 f9 j2006 | 4 ‘
| Final Protection Order requested j 9 f9 j2005 | 4 ‘
| B | 1 |

2. Select protection order from the Domestic violence/dating violence dropdown menu.
3. Enter the Date.

4. Enter the Number of Protection Order(s) requested/granted.

5. Click Close Form to return to the Open Forms Window.

To edit Tribal Courts Civil Protection Orders:

1. Services will be listed in order of date beginning with the most recent.

2. To edit the protection order, click the drop down menu and select a different protection
order.

3. To edit the Date, click in the date box and type in a new date.

4. To edit Number of Protection Order(s) requested/granted, click number and type in the
desired number requested/granted.

*While editing existing data, the database will automatically save the changes you
make.**
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To delete a Tribal Courts Civil Protection Order:

1. Click in the Domestic violence/dating violence box of the protection order you want to
delete. Make sure the cursor is on the protection order you want to delete.

2. Click Delete Record (Figure 50) on the toolbar. This will delete that protection order
only.

Figure 50

B VAWA MEASURING EF cCTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL COURTS - CIVIL PROTECTION ORDERS] EJE|E|

File Edit Wiew Ins Format  Records Tools  Window Help  Adobe PDF -
Exit Application  Delete Record %l El 4 B .
TRIBAL COURTS - =

CIVIL PROTECTION ORDERS

Add new ‘ Close Form

Dormestic violence/dating violence Date Numh?';;:;srg:gﬁgtggtgéder(s)
|| 5102008 4
‘ Final Protection Order granted j o9 f2006 ‘ 4 ‘
‘ Final Protection Order requested j 2 /9 f2005 ‘ 4 ‘
| - | : |
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Criminal Protection Orders {Q61)

To Enter Criminal Protection Orders:
1. Click Add new Activity (Figure 51).

Figure 51

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL COURTS - CRIMINAL PROTECTION ORD... g@gl
File  Edit Wew Insert Format Records Tools  Window Help  Adobe PDF -7

Exit Application | Delete Record | 2] 2] %

-

TRIBAL COURTS - B
CRIMINAL PRgECTION ORDERS

Add new Activity Close Form

S i e

Drotection order requested j 9 J9 f2007 a]
| Protection arder requested j 9 f9 f2007 | 5 |
| Protection order granted j 0 9 f2006 | a] |
| Protection arder requested j 9 /9 f2006 | &) |
| Protection order granted j 6 f& /2006 | &} |
| - | ! |

2. Select protection order from the Activity dropdown menu.

3. Enter the Date.

4. Enter the Number of Protection Order(s) requested/granted.
5. Click Close Form to return to the Open Forms Window.

To edit Tribal Courts Criminal Protection Orders:

1. Activities will be listed in order of date beginning with the most recent.

2. To edit the protection order, click the drop down menu and select a different protection
order.

3. To edit the Date, click in the date box and type in a new date.

4. To edit Number of Protection Order(s) requested/granted, click number and type in the
desired number requested/granted.

*While editing existing data, the database will automatically save the changes you
make.**

Tribal Government Database Manual 03/25/09 63 OF 87



To delete a Tribal Court Criminal Protection Order:

1. Click in the Activity box of the protection order you want to delete. Make sure the cursor
is on the activity you want to delete.

2. Click Delete Record (Figure 52) on the toolbar. This will delete that activity only.

Figure 52

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOYERNMENTS - [TRIBAL COURTS - CRIMINAL PROTECTION ORD... E]El@l

File *Zw Insert Format Records Tools  Window  Help  Adobe PDF L=
Exit Applical elete Record %l El & .
TRIBAL COURTS - =

CRIMINAL PROTECTION ORDERS

Add new Activity | Close Form

e I T A
~|| 9/5 /2007 g
| Protection order requested j 9 J9 f2007 | a] |
| Protection order granted j 9 f9 f2006 | 5 |
| Protection order requested j 0 9 f2006 | a] |
| Protection order granted j 6 fo f2006 | &) |
| - | ! |
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E4. Tribal Probation;/Offender Monitoring {63, Q&4, Q65)

¥ictim/Survivor Data - For Tribal Probation

¥ictim/Survivor Referrals to ¥ictim Services (Q66)

E4. Tribal Probation;O0ffender Monitoring {63, 64, ()65)

To Enter Tribal Probation/Offender Monitoring Information:

1. To enter a new offender, click Add case.

2.
numeric.

Enter Probation Start Date.

Select Type of case.

Enter Case/Offender Number. This should be a unique number and can be alpha-

Click Save to save the record and return to the Tribal Probation/Offender Monitoring

window. OR Click Go Back Without Saving this Record to return to the Tribal
Probation/Offender Monitoring window without saving the record.

To enter probation/offender monitoring information, click on the Offender Information tab

(Figure 53) to enter First Name and Last Name.

Figure 53

i ™

File Edit Wew Insert Format Records Tools  window Help  Adobe POF

Exit Application  Delete Record

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION]

EBX

TRIBAL PROBATION/
OFFENDER MONITORING

Add rase 2 of 2 - Total records

Mext Case Previous Case Close Form ‘

Change Case/Offender Number

Lookup offender |

~1

and Probation Start date

Typeof case [ Sexual Assault Daomestic violence [ Stalking

Offender's Information

Lask Mame: ‘ |

CasejOffendar Number Probation start Date: 6/5/4321| Probation completion Date: l:l

] Monitoring Activity - Offender ] Monitoring Activity - Outreach ko Yickims)'survivors ] ‘inlations 1

W<

Form View

NUM

7. To enter an offender monitoring activity, select Monitoring Activity — Offender tab

(Figure 54).

8. Select Activity from the drop down menu.
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9. Enter the Date of the Activity.

Figure 54
| E vAWA MEASURING EFFECTIVENESS INITIATIVE. TRIBAL GOVERNMENTS - [TRIBAL PROBATION]

File Edit Wiew Insert Format  Records  Tools  Window Help  Adobe PDF

Exit Application | Delete Record

TRIBAL PROBATION/ add Case 2 of 2 - Total records

Mext Case Previous Case Close Form

OFFENDER MONITORING

Change Case/Offender Mumber
;I and Probation Start date

Probation start Date: 6/5/4321| Probation completion Date: l:l

ault Domestic Yiolence [ Stalking

Lookup offender

CasefOffender Mumber,
Typeof case [ Sexua

! Offender's Information { Maritoring Activity - Offender | Monitaring Activity - Outreach to Victims/survivars ] Vinlations ]
|

Monitoring Activity - Offender

Activity | Date of the Activity -

|Te|eph0ne contack with offender ;l | 6,!’5,!’4321|

| = | |

=
4| »

Farm Yiew UM

10. To enter the monitoring activity of outreach to victims/survivors, select Monitoring
Activity — Outreach to Victims/survivors tab (Figure 55).

Select Victim/Survivor Number from the drop down menu. If the victim/survivor is not listed in
the drop-down list then she/he is new to the database and her/his information must be entered
in the database. Double click in the Victim/Survivor field and the Victim/Survivor's Family
Member Information form will open. Enter the information on this form and click the Save and
Close button. When finished, click Save this Record. This method can only be used to add
a new victim/survivor’s information. To edit an existing victim/survivor’s information,
you will have to open Victim/Survivor data — for Tribal Population from the Open Forms
Window and follow instructions from the following pages on how “To review or edit
Victim/survivor information” section.

11. Enter the Date of the Activity.
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Figure 55

B | VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION] g@g|
File Edit Yiew Insert Format Records  Tools  Window Help  Adobe PDF - g
Exit Application | Delete Record 5] £ B .
TRIBAL PROBATION Add Case 20of2- Total records ek Case | Previous Case Close Form |
OFFENDER MONITORING
Change CasefOffender Mumber
Lookup offender |

and Probation Start date

Case/Offender Number Probation start Date: 6/5/4321| Prob pletion Date: |:|

Type of case [ Sexual Assault Domestic Yiolence [ Stalking

Offender's Information ] Monitoring Activity - Offender  Monitaring Activity - Cutreach ta Yickims survivars ] Yinlations ]

Monitoring Activity - Outreach to Victims /survivors

Activity | ¥ictim,/Survivor Number | Date of the Activity -
Qutreach ko victims/survivors ||| B |
Cutreach to vickims/survivors | ;l | |
|
| |
-
4| »
Wickimyfsurvivor number UM

12. To enter violations, select Violations tab (Figure 56).

13. Select Violation from the drop down menu.

14. Enter the Violation Date.

15. Enter the Disposition Date.

16. Select the disposition(s) check boxes.

17. Click Close Form to return to the Open Forms Window.
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Figure 56

'VAWA MEASURING EFFECTIVENESS IMITIATIVE-- TRIBAL GOVERMMENTS - [TRIBAL PROBATION] 'm
Eile Edit ‘iew Insert Format Records  Tools  ‘Window Help  Adobe FDF hel - &
Exit Application | Delste Record | ] %1 B .
2 of 2 - Total o p
RIBAL PROBATION/ Add Case LR R Mexk Case ‘ Previous Case ‘ Close Form J =
OFFENDER MONITORING
Change Case/Offender Mumber
Lookup offender | i | and Probation Start date
Case/Offender Number Probation start Date: 6/5/4321| Probation completion Date: |:|
Typeof case [ Sexual Assault Domestic Yiolence [ Stalking
Offender’s Information ] Monitoring Activiky - Offender ] Maonitoring Activity - Cutreach bo Yickims/survivors  Yiolabions
VIOLATIONS
‘iolation ‘Winlation Date | Disposition Mo |werbal) |Fine | Conditions Partial Frobation | =
Date Action [Written Added Revocation Revoked)
Taken |Warning of Probation | Incarcerated
Mews criminal behavior j | 5."5."4321| | 5 ."4321| O O al al O
Failure to attend mandated batterers -
intervention program (BIF) J | | | | a a a a a a
H| I |
=
« | H
-
4 | B
Yiolation date TUIM

To review or edit Offender’s Information

1.
Case/Offender Number and Probation Start date.

Click on the offender you want to edit.

Figure 57

To modify case/offender number and probation start date,

click Change

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION]

Fle Edt Wiew Insert Format Records Tooks Window Help  Adobe PDF
Exit Application | Delete Record | 2] %] B .

TRIBAL PROBATION/
OFFENDER MONITORING

Lookup offender [

Casejoffender Number Praobation start date: S/20j2008| Probation completion Date: 5izz/2008|

Typeofcase [ Sexual Assault Domesticjdating wiolence [ Stalking

Qffender's Informatian ]Mnnimring Activity - Offender I Monitoring Activity - Outreach ko Yictims/survivors ] Violations ]

Offender's Information

Add Case Arlhsirr s Next Case re: Close Form
_I Change CasefOffender Mumber

and Probation Start date

Tribal Government Database Manual 03/25/09

68 OF 87

Navigate through records by clicking Next Case and Previous Case. OR In the
green area, use the mouse to click on the arrow at the end of the Lookup Offender
field (Figure 57) to open the pull-down menu listing all previously entered offenders.



3. Click on the Offender’s Information tab.

4. To edit information, click in the box and type in the desired edited information.

To delete case/Offender’s Information

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup
Offender field to open the pull-down menu listing all previously entered offenders.
Click on the case/offender number you want to delete. Make sure the cursor is on
the case/offender’s number you want to delete.

2.  Click Delete Record (Figure 58) on the toolbar. This will delete all the information on
the case/offender.

Figure 58
VAWA MEASURING  ZTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION] (=13
File Edit  Wiew Insd Format  Records  Tools  Wwindow Help  Adobe PDF L -
Exit Application | Delete Record £ £ B .
TRIBAL PROBATION Add Case 3of6- Total records Mext Case | Previous Case Close Form |
OFFENDER MONITORING
Change Case/Offender Mumber
Lookup offender [ [=] and Probation Start date
CasefOffender Number Probation start date: Probation completion Date:

Typeof case [ Sexual Assault Domestic/dating violence [ Stalking
Offender's Information IMonitoring Ackivity - OFfender } Monitaring Activity - Gutreach ko Yictims/survivors ] Vialations }
Offender's Information

Last name: |tast ‘

To review or edit Monitoring Activity — Offender

1. Navigate through records by clicking Next Record and Previous Record. OR In the
green area, use the mouse to click on the arrow at the end of the Lookup Offender
field to open the pull-down menu listing all previously entered offenders. Click on
the offender you want to edit.

2. To edit activity, click the drop down menu and select a different activity.

3. To edit the Date, click in the date box and type in a new date.

*While editing existing data, the database will automatically save the changes you
make.**
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To delete a Monitoring Activity:

1. Click in the Activity box of the monitoring activity you want to delete. Make sure the
cursor is on the activity you want to delete.

2. Click Delete Record (Figure 59) on the toolbar. This will delete that activity only.
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Figure 59

VAWA MEASURING  ECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION] =17
File Edit  ‘Wiew Format Records  Tools  Window Help  Adobe PDF -8
Exit Application = Delete Record %J, il .
TRIBAL PROBATION Add Case 30f6- Total records Mext Case | Previous Case | Close Form |
OFFENDER MONITORING
Change Case/Offender Mumber
Lookup offender | ;I and Prabation Start date

CasefOffender Number D Probation start date: afa/z004| Probation completion Date: l:l

Typeof case [ Sexual Assault Domestic/dating violence [ Stalking

Offender's Information  Monitoring Activicy - Offendsr ]Mnnitoring Activity - Outreach to Yictims survivors ] Violations }

Monitoring Activity - Offender

Activity Date of the Activity i‘
\Face-to-Face meeting with offender ;I ‘ 9,!’9,!’2004|
\Telephone conkack with offender ;l ‘ 9,!’25,f2004|
‘Unscheduled surveillance of offender ;I ‘ 10,!’25,!’2004|
\Face-to-face meeting with offender ;l ‘ 11,f20,|’2004|
‘Unscheduled surveillance of offender ;I ‘ 12,!’2,!’2004|
\Telephone conkack with offender ;I ‘ 12,!’25,!’2EIU4| j

To review or edit Monitoring Activity — Outreach to Victims/survivors

1. Navigate through records by clicking Next Record and Previous Record. OR In the
green area, use the mouse to click on the arrow at the end of the Lookup Offender
field to open the pull-down menu listing all previously entered offenders. Click on
the offender you want to edit.

2. To edit the Date, click in the date box and type in a new date.

To delete Monitoring Activity — Outreach to Victims/survivors

1. Click in the Date Activity box of the monitoring activity you want to delete. Make
sure the cursor is on the activity date you want to delete.

2. Click Delete Record (Figure 60) on the toolbar. This will delete that activity only.
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Figure 60

VAWA MEASURIN( ECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION] E@@
File Edit  ‘Wiew Format Records  Tools  Window Help  Adobe PDF -8

Exit Application | Delete Record | 8 5] | % ® .

TRIBAL PROBATION/ nadcame | Lo~ Total records

OFFENDER MONITORING

Lookup offender | ;I

Mext Case | Previous Case | Close Form |

Change Case/Offender Mumber
and Probation Start date

CasefOffender Number Probation start date: afa/z003| Probation completion Date: 10/10/2004

Typeof case [ Sexual Assault Domestic/dating violence [ Stalking

OFfender's Information ] Monitoring Activity - Offender  Monitoring Activity - Outreach ba Yictims/survivors 1 Violations }

Monitoring Activity - Outreach to Victims /survivors

Activity | ¥ictim,/Survivor Number ‘ Date of the Activity -
Cutreach to victims/survivors @ ;l | 1;’20,!’2004‘
Outreach o vickims/survivors ‘21 ;l | 10;’11,!’2004\
CQutreach to victims/survivors ‘12 ;l | ‘
Outreach o vickims/survivors ‘ ;l | ‘

=

‘ [ [

To review or edit Violations

1. Navigate through records by clicking Next Record and Previous Record. OR In the
green area, use the mouse to click on the arrow at the end of the Lookup Offender
field to open the pull-down menu listing all previously entered offenders. Click on
the offender you want to edit.

2. Violations will be listed in order of date beginning with the most recent.

3. To edit a violation, click the drop down menu and select a different violation.
4. To edit the Date, click in the date box and type in a new date.

5. Use the mouse to select the check boxes for the desired disposition(s).

To delete Violations

1. Click in the Violation box of the monitoring activity you want to delete. Make sure
the cursor is on the violation you want to delete.

2. Click Delete Record (Figure 61) on the toolbar. This will delete that violation only.
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Figure 61

B VAWA MEASURING EFFECTIVF® S INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION]

File Edit Wiew Insert F Records  Tools  Window Help  Adobe PDF

Exit Application = Delete Record l El * @ .

TRIBAL PROBATION / add Case 1 of 6 - Total records

-8

Mext Case | Previous Case | Close Form |
OFFENDER MONITORING
Change Case/Offender Number
Lookup offender | i | and Probation Start date
Case/Offender Nurber Probation start date: 9/9/2003| Probation completion Date: 10/10/2004

Type of case [ Sexual Assaulk Domestic/dating violence [ Stalking

Offender's Information ] IMonitoring Activity - Offender ] Marnitaring Activity - Outreach ko Victims/survivors  Yiolations l

VIOLATIONS
Wiolation ‘iolation Date | Disposition Mo |Yerball |Fine | Conditions Partial Probation -
Date Ackion |Writken Added Revocation Revoked)
Taken |Warning of Probation | Incarcerated

v criminal behavior j | e .l’200?| | | O O O O O O

Rl I |
=
“ | DN

Tribal Government Database Manual 03/25/09 73 OF 87



Yictim,/Survivor Data - For Tribal Probation

To enter a New Victim/survivor:

1. Click the Add Record button (Figure 62).

Figure 62

B | VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM/SURVIVOR'S DATA -TRIBAL PROBATION] g@g|

Fil=  Edit Wew Insert Formak Records Tools  window Help  Adobe PDF - g

Exit Application | Delete Record

VICTIM/SURVIVOR INFORMATIO (

Loakup Yictim/Survivor | [

1 of 7 - Total records

Mext Record Previous Record

Close Form ‘

Wictim/Survivar Mumber (required); Change Yictim{Survivor Number

Firsk Mame: |Mary | Lask Mame: |Hughes |

Dake of Birth: 1/171934

2. Enter the Victim/Survivor Number. This should be unique number and can be alpha-
numeric.

3. Enter the victim/survivor’'s First Name, Last Name, and Date of Birth. These fields are
optional.

4. Click the Save button to Save or click Go Back Without Saving if you do not wish to
save this record.

5. When finished, continuing adding victims/survivors, or click on Close Form to return to
the Open Forms Window.

To review or edit Victim/survivor information:

1. To modify victim/survivor number, click the Change Victim/Survivor Number button to
edit victim/survivor information.

2. Navigate through records by clicking Next Record and Previous Record. OR In the
green area, use the mouse to click on the arrow at the end of the Lookup
Victim/Survivor field (Figure 63) to open the pull-down menu listing all previously
entered victims/survivors. Click on the victim/survivor you want to edit.
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Figure 63

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM/SURVIVOR'S DATA -TRIBAL PROBATION] (2 ][B][X]

File  Edit Wiew Insert  Format  Records  Tools  Window  Help  Adobe PDF - &
Exit Application  Delete Recaord .

VICTIM/SURVIVOR INFO ION

Lookup ¥ickim/Survivar | ﬂ |

1 of 7 - Total records

Mexk Record ‘ Previous Record ‘

Close Form |

Victim/Survtvar Humber (required): [ ] Chanige VictimSurvivor Number

First Mame: |Mary |Last Marne: |Hughes |

Date aof Birth: 11111954

3. To edit information, click in the box and type in the desired edited information.

To delete Victim/Survivor’s Information

1. Navigate through records by clicking Next Record and Previous Record. OR In the
green area, use the mouse to click on the arrow at the end of the Lookup
Victim/Survivor field (Figure 64) to open the pull-down menu listing all previously
entered victims/survivors. Click on the victim/survivor you want to delete.

2. Click Delete Record (Figure 64) on the toolbar.

Figure 64

B VAWA MEASURIN™ FFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM/SURVIVOR'S DATA -TRIBAL PROBATION] (2 |[B][X]

File Edit View @PInsert Formak Records  Tools  window Help  Adobe POF - g

Exit Application = Celete Record

VICTIM/SURVIVOR INFORMATION

Lookup Vickim/Surwivar | ] il |
1 of 7 - Total records
Mext Record | Previous Record |
Close Form ‘
WictimjSurvivor Mumber (required): Change Wictim/Survivor Number
Firsk Name: |Mary | Lask Name: |Hughes |

Drake of Birth: 11171934
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¥Yictim,/Survivor Referrals to ¥ictim Services {(J66)

To Enter Victim/Survivor Referrals to Victim Services:
1. Click Add new referral(s) (Figure 65).

Figure 65

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION/OFFENDER MONITORING -... E’@E|
File Edit View Insert Format Records Tools  wWindow Help  Adobe PDF - g

Exit Application | Delete Record | 2] 21 % & .

TRIBAL PROBATION/OFFENDER MONITORING - =
VICTIM/SU RWFERRALS TO VICTIM SERVICES
Add new referral(s) ‘ Close Form
Referred to Date Murnber of referrals

| ihial wiChin services || 922007 | 7 |

| Trinal victim services ~|| 9492007 | 7 |

| Mon-tribal victim services d 9 /9 f2007 | 7 |

| Tribal victim services || 922007 | 7 |

| Trinal victim services ~|| 9/ 2007 | 7 |

[ Tribal victim services HEEEE 7 |

| | | 1 |

2. Select referral from the Referred to dropdown menu.

3. Enter the Date.

4. Enter the Number of referrals.

5. Click Close Form to return to the Open Forms Window.

To edit Tribal Probation Referrals:

1. Referrals will be listed in order of date beginning with the most recent.

2. To edit the referral, click the drop down menu and select a different referral.
3. To edit the Date, click in the date box and type in a new date.

4. To edit Number of referrals, click number and type in the desired number of referrals.

*While editing existing data, the database will automatically save the changes you
make.**

To delete a Tribal Probation Referrals:

1. Click in the Referred to box of the service you want to delete. Make sure the cursor is
on the service you want to delete.
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2. Click Delete Record (Figure 66) on the toolbar. This will delete that referral only.

Figure 66

B | VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [TRIBAL PROBATION/OFFENDER MONITORING -... EJE|E|
File Edit View Insert Format Records Tools  wWindow Help  Adobe PDF - g

Exit Application | Delete Record | 2] 21 % & .

TRIBAL PROBATION/OFFENDER MONITORING - =

VICTIM/SURVIVOR REFERRALS TO VICTIM SERVICES

Add new referral(s) ‘ Close Form

Referred to Date Murnber of referrals
| ihial wiChin services || 922007 | 7 |
| Trinal victim services ~|| 9492007 | 7 |
| Mon-tribal victim services d 9 /9 f2007 | 7 |
| Tribal victim services || 922007 | 7 |
| Trinal victim services ~|| 9/ 2007 | 7 |
[ Tribal victim services HEEEE 7 |
| | | 1 |
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E5. Batterer Intervention Program {BIP) {Q&8, Q69)

To enter Batterer Information Program (BIP) Information:

1. Click the Add Record button (Figure 67).

Figure 67

VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [Batterer Intervention Program; (BIP)] =3
File Edit Yiew Insert Format Records Tools  Window Help  Adobe PDF - &
Ezit Application | Delete Record | 2] 51 .

Batterer Intervention Program (BIP) add Record

Lookup Offender | j 3 of 2 - Total records

ek Record | Previous Record |

Change Offender's Details | Close Form |

OFFENDER's INFORMATION

First Mame: Dl Lask Name:  [<Wiayi |

Date of Birth: 11/21)2121

BIF start Date | BIP end Date OUTCOME

Completed Terminated Returned to program Other
prograrm From program after bermination

I B

2. Enter the offender’s First Name, Last Name, and Date of Birth

3. To return to the Batterer Information Program (BIP) Information page, click the Save
button to Save OR click Go Back Without Saving if you do not wish to save this record.

4. Enter BIP start Date
5. Enter BIP end Date (if ended).
6. If ended, select an outcome by clicking the appropriate checkbox.

7. Click Close Form to return to the Open Forms Window.

To edit Batterer Intervention Program (BIP) Offender’s Information:

1. Navigate through records by clicking Next Record and Previous Record. OR In the
green area, use the mouse to click on the arrow at the end of the Lookup Offender field

to open the pull-down menu listing all previously entered offenders. Click on the
offender you want to review.

2. To edit offender details, click the Change Offender Details button (Figure 68).
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3. To edit the Date, click in the date box and type in a new date.
4. To edit Outcome, click the desired edited checkbox.

*While editing existing data, the database will automatically save the changes you
make.**

Figure 68
B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [Batterer Intervention Program (BIP)] =3
File Edit Yiew Insert Format Records Tools  Window Help  Adobe PDF - &
Exit Application = Delete Record %l il

Batterer Intervention Program (BIP)

Lookup Offender |

Add Recard ‘

3 of 2 - Total records

ek Record Previous Record |

Change Offender's Details | Close Form |

OFFENDER's INFORMATION

First Name: Dl Last Marme:  [XWRYX |
Date of Birth: 1142142121

BIF start Date | BIP end Date

OUTCOME

Completed Terminated Returned to program Other
prograrm From program after bermination

| = | = ST

To delete Batterer Intervention Program (BIP) Offender’s Information:

1. Navigate through records by clicking Next Record and Previous Record. OR In the green
area, use the mouse to click on the arrow at the end of the Lookup Offender field to open

the pull-down menu listing all previously entered offenders. Click on the offender you want
to delete.

To delete an offender, click place your curser on the offender you want to delete and click

Delete Record (Figure 69). This will delete the offender and all the information related to
the offender.
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Figure 69

B VAWA MEASURING EFFECTIVENESS IN'TI?  /E-- TRIBAL GOVERNMENTS - [Batterer Intervention Program (BIP)] E|@|E|
File Edit Wiew Insert Format Rd Tools  wWindow Help  Adobe PDF -8
Exit Application | Delete Record %i ii EE) .
Batterer Intervention Program (BIP) i Record |
Lockup OFfender | | 3 of 3 - Total records
Mext Record Prewvious Record
Change Offender's Details | Close Form |

OFFENDER's INFORMATION

First Mame: Dl Last Nare:  [#WiWE |
Diate of Birth: 11j21)2121

BIF start Date | BIP end Date OUTCOME
Completed Terminated Returned ko program Other
program From program after bermination
[ — @)

To Delete an Qutcome:

1. Find the offender by using “Lookup offender” drop-down-box and then find the BIP outcome
you want to delete.

2. Click in the BIP start Date box of the service you want to delete.

3. Click Delete Record (Figure 69) on the toolbar. This will delete that outcome only.
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GETTING REPORTS

This portion of the manual provides instructions for generating output reports on the data
entered.

1. From the Main Window click on the Click this Button to open Reports button on the Main
Window (Figure 80).

Figure 70

AWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [MAIN WINDOW]

File Edit ‘iew Insert Format Records Tools Window Help  Adobe PDF

Exit Application .

Institute for Child and Family Policy, Edmund S, Muskie School of Public Service, University of Southern Maine, PO BOX 15010, 400 Congress Street,
WWA Pontland, ME 04112-5010 Tel:1-500-922-WAWA (8292) Fani207-740-5517 Website: h d i
MEASURING

EFFECTIVENESS INITIATIVE

DATABASE DESIGNED FOR
OFFICE ON VIOLENCE AGAINST WOMEN
SEMI-ANNUAL PROGRESS REPORT FOR
GRANTS TO INDIAN TRIBAL GOVERNMENTS PROGRAM

-

Click on this Button to open Forms for adding new records or editing existing records.

l Click on this Button to open Reparts.
Exit Application .

This database application was supported by Grant No. 2004-WT-MU-K001 awarded by the Office on Yiolence Against Women, U5, Department of
Justice. Peints of view in this database application are those of the authors and do not necessarily represent the official position or policies of the
isory groups, or funders of the Edmund $. Muskie School of Public

LS. Department of Justice or of other staff bers, officers,
Service.
UNIVERSITY OF SOUTHERN MAINE
Muskie School of Public Service
: | of”
Ecrmn \iew Bl IR

The following page will open (Figure 71):

Figure 71

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOYERNMENTS - [OPEN REPORTS]
File Edit ‘Wew Insert Format Records  Tools  indow Help  Adobe FDF

Exit Application

SEMI-ANNUAL PROGRESS REPORT FOR
GRANTS TO INDIAN TRIBAL GOVERNMENTS PROGRAM
OPEN REPORTS

Exit Application

Open Main Window

Training {Q10, 011,012}

Community Education (Q14, Q15) | Dutreach Activities (Q16) ‘

Products and Codes{()15) | Products and Codes Distributed (15) ‘

D1. ¥ictim Services/Legal Services/ Transitional Housing Services ()25, 026, 027, ()28, 029, Q304, 308, 30C, 031, (32, 034, 035,
0354, 036, Q37)

D2. Supervised Yisitation (Q38, 039, Q39A, Q40, Q41, 042, 043) | El. Tribal Law Enforcement (Q45, Q46, Q47)

E2. Tribal Prosecution (Q49, Q494, 050, 052, 053) |

E3. Tribal Courts (055, 056, 057, 058, 059, Q60) |

E4. Tribal Probation/Offender Monitoring {063, 064, Q65, D66) | E5. Batterer Intervention Program (BIP) (068, Q69)

MU

Form Yiey
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2. Click on the button next to the Start Date field to choose the date from which the report
should start or type the start date in the text-box.

3. Click on the button next to the End Date field to choose the date from which the report
should end or type the end date in the text-box.

4. Select the desired report from the list by clicking on the appropriate button.

5. The selected report will appear automatically. You can either print the report, close the
report to return to the screen shown in Figure 71, or click Exit to close this application.
Choosing Exit will close the entire database application.

Victim Services report

This is a little different from other reports. Before displaying the report, it shows you the
victims/survivors that will be considered “served,” “partially served” and “not served”. These
three intermediate forms are ticklers and have been added so that data can be checked and
modified before printing the final report. On these forms, data can be modified and the
reasons victims/survivors seeking services were “not served” or were “partially served” can be
reviewed or entered. Depending on the data, these forms may or may not appear before
showing the final report (i.e. if there are no “served” or “partially served” victims/survivors, but
there are “not served” victims/survivors during the reporting period selected then only the form
showing “not served” victims/survivors will appear on the screen and vice-versa).

**|f your data does not include “partially served” victims/survivors or “not served”
victims/survivors, neither of these forms will appear and the complete Victim Services report
will be shown.

When you click the button Victim Services on the Open Reports form, if there are
victims/survivors who classify as “served,” a new form will open listing victims/survivors who
were served during the reporting period selected. To check if the information on
demographics, relationship to offender, and victim services is up-to-date and accurate, and, if
necessary, update the information, press the button “UPDATE’ (Figure 72) next to each
victim/survivor name.
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Figure 72

B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES SERVED] E|@|E|
File Edit ‘View Insert Format Records Tools Window Help  Adobe FDF - &

Exit Application %l El

-

VICTIMS SERVED -

THE FOLLOWING 2 YICTIM/SURYIVOR{S) WILL BE CONSIDERED SERYED FOR THE REPORTING PERIOD -
1/2/2003 TO 1/2/2005 .

To check if the information on demographics, relationship to offender, and victim services is
up-to-date and accurate, and, if necessary, update the information, press the button
'UPDATE' next to each victim/survivor information.

Press the button "NEXT> ' to view the partially served victims/survivors. NEXT>>
Wickimy survivor's Mumnber M Mame:  [Lydia Flower | UPDATE
victim/survivor's Mumber [Dfvawameil | Name: | | UPDATE

Intake Mumber. Shoold be | lninne Bl Ir

When you click on the ‘UPDATE’ button, a form displaying information for the selected victim
will open. When you complete reviewing and/or updating information for the victim press ‘Close
Form’ button (Figure 74) to get back to the list of all victims who were served.

Figure 74
B YAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES]
File Edit ‘ew Insert Format Records Tools  Window Help  Adobe PDF - &
Exit Application  Delete Record | 2] %] .
VICTIM SERVICES Loz Close o
Edit Wickimysurvivor
riumber
Vickim/survivar's Nurmber |03vawa | Dake | [ ,l’20,|’2004| Primary Yickimization (Check only one) [ Sexual Assauk [ Domestic/Dating Violence ] Stalking
victim{Survivor Information | Demographics ] Relationship to Offender ] Children's Services ] Services ] Pratection Order ]
Shelter Services Housing Assistance Legal Services
SHEL TER SERVICES
Add New Service 1 of 1 - Total Service/s For this Yictim/survivor Mext Service Previous Service | = i
Type of Service Requested Service Service Started Service Mumber of
Requested Date Date Completed Date nights i
I |\[_&t/e00q |8/ 2004 |[e/5z00s | [ 24 | p
il
Family member served (Family number, Mame, Date of Birth) | Service Started Service Murnber of i
Date Completed D ate nightz
=l
List of Services requested or needed, FLTR MM
Lid = 1} T

Tribal Government Database Manual 03/25/09 83 OF 87



When you have completed this process for all victims/survivors who classify as “served” for the
reporting period selected, click on the button 'NEXT>>" (Figure 75) to view the list of partially
served victims/survivors.

Figure 75

| B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [VICTIM SERVICES SERVED] [= |[B][X]

File  Edit Wiew Insert Format  Records Tools  Window Help  Adobe PDF - @
Exit Application a2l 2] .
VICTIMS SERVED -

THE FOLLOWING 2 ¥ICTIM/SURYIVOR({S) WILL BE CONSIDERED SERYED FOR THE REPORTING PERIOD -
1,/2/2003 TO 1/2,/2005 .

To check if the information on demographics, relationship to offender, and victim seruiy

up-to-date and accurate, and, if necessary, update the information, press the button

'UPDATE" next to each victim/survivor information.

Press the button 'NEXT>>' to view the partially served victims,/ survivors. NEXT>> |
WictimSsurvivor's Mumber M—| MName: |L\,.fdia Flower | UPDATE
Wickimfsurvivor's Mumber |D|5vawamei1 | Marne: | | UPDATE
=
Intake Mumber, Shoold be | inione Tl 11

When you click on the Next Step button, if there are victims/survivors who are listed as
“partially served,” a new form will open listing victims/survivors who were partially served
during the reporting period selected. To check if the information on demographics, relationship
to offender, and victim services is up-to-date and accurate, and, if necessary, update the
information, press the button 'UPDATE' next to each victim/survivor information. When you
click on the “UPDATE” button, a form displaying information for the selected victim will open. If
you enter the date the service was provided, do not uncheck the reason(s) the service
was initially not provided. For an explanation, refer to instructions in “To review or edit
an Existing Victim/survivor,” under the Victims Services section. When you complete
reviewing and/or updating information for the victim press "Close Form” button to get back to
the list of all victims who were partially served. When you have completed this process for all
victims/survivors who classify as “partially served” for the reporting period selected, click on the
button 'NEXT>>'to view the list of not served victims/survivors.

When you click on the Next Step button, if there are victims/survivors who are listed as “not
served,” a new form will open. The form will list the number of victims/survivors “not served”
during the reporting period selected. To check if the information on demographics, relationship
to offender, and victim services is up-to-date and accurate, and, if necessary, update the
information, press the button 'UPDATE' next to each victim/survivor information. When you
click on the “UPDATE” button, a form displaying information for the selected victim will open. If
you enter the date the service was provided, do not uncheck the reason(s) the service
was initially not provided. For an explanation, refer to instructions in “To review or edit
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an Existing Victim/survivor,” under the Victims Services section. When you complete
reviewing and/or updating information for the victim press "Close Form” button to get back to
the list of all victims who were partially served. When you have completed this process for all
victims/survivors who classify as “not served” for the reporting period selected, click on the
button 'NEXT>>' to view the Report.

Supervised Visitation Report

This is a little different from other reports. Before displaying the report, it shows you the
victims/survivors that will be considered “served,” “partially served” and “not served”. These
three intermediate forms are ticklers and have been added so that data can be checked and
modified before printing the final report. On these forms, data can be modified and the
reasons families seeking supervised visitation were “not served” or were “partially served” can
be reviewed or entered. Depending on the data, these forms may or may not appear before
showing the final report (i.e. if there are no “served” or “partially served” families, but there are
“not served” families during the reporting period selected then only the form showing “not
served” families will appear on the screen and vice-versa).

**|f your data does not include “partially served” families or “not served” families, neither of
these forms will appear and the complete Supervised Visitation report will be shown.

When you click the button Supervised Visitation on the Open Reports form, if there are families
who classify as “served,” a new form will open listing families who were served during the
reporting period selected. To check if the information on demographics, referral source and
primary victimization, and services is up-to-date and accurate, and, if necessary, update the
information, press the button “UPDATE’ (Figure 76) next to each family name.

Figure 76
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When you click on the ‘UPDATE’ button, a form displaying information for the selected family
will open. When you complete reviewing and/or updating information for the family press
‘Close Form’ button (Figure 77) to get back to the list of all families who were served.

Figure 77
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When you have completed this process for all families who classify as “served” for the

reporting period selected, click on the button 'NEXT>>" (Figure 78) to view the list of partially
served families.

Figure 78
B VAWA MEASURING EFFECTIVENESS INITIATIVE-- TRIBAL GOVERNMENTS - [FAMILIES SERVED] E|@|El
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next to each victim/survivor information.
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When you click on the Next Step button, if there are families who are listed as “partially
served,” a new form will open listing victims/survivors who were patrtially served during the
reporting period selected. To check if the information on demographics, referral source and
primary victimization, and services is up-to-date and accurate, and, if necessary, update the
information, press the button 'UPDATE' next to each family name. When you click on the
“UPDATE” button, a form displaying information for the selected victim will open. If you enter
the date the service was provided, do not uncheck the reason(s) the service was initially
not provided. For an explanation, refer to instructions in “To review or edit an Existing
Family,” under the Supervised Visitation section. When you complete reviewing and/or
updating information for the family press "Close Form” button to get back to the list of all
families who were partially served. When you have completed this process for all families who
classify as “partially served” for the reporting period selected, click on the button 'NEXT>>' to
view the list of not served families.

When you click on the Next Step button, if there are families who are listed as “not served,” a
new form will open. The form will list the number of families “not served” during the reporting
period selected. To check if the information on demographics, referral source and primary
victimization, and services is up-to-date and accurate, and, if necessary, update the
information, press the button 'UPDATE' next to each family name. When you click on the
“UPDATE” button, a form displaying information for the selected family will open. If you enter
the date the service was provided, do not uncheck the reason(s) the service was initially
not provided. For an explanation, refer to instructions in “To review or edit an Existing
Family,” under the Supervised Visitation section. When you complete reviewing and/or
updating information for the family press "Close Form” button to get back to the list of all
families who were partially served. When you have completed this process for all families who
classify as “not served” for the reporting period selected, click on the button 'NEXT>>' to view
the Report.
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