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Introduction
Equinox and the Center for Disability Services are working in collaboration on a project named ARISE – Albany Respects Individual Safety through Empowerment.  This document outlines the collaboration’s plan for a thorough Needs Assessment which will produce the information needed to realize the Project’s goal of improving outcomes for people with disabilities who experience domestic violence.  The ARISE Collaboration Team understands that this Needs Assessment provides an invaluable opportunity to engage with every possible stakeholder, beginning with survivors of domestic violence and people with disabilities and on through to include each agency’s direct services staff and leadership responsible for policies and procedures.  The following plan lays out how we will go about this important step in the collaboration’s work.
Equinox is a non-profit human services agency providing domestic violence, mental health, youth services and chemical dependency treatment.  Equinox Domestic Violence Services operates Albany County’s only comprehensive domestic violence services program, providing a 24-hour hotline, a 30-bed shelter, counseling, advocacy, elder abuse services, support groups and transitional living.  In addition, Equinox coordinates the Albany County Coalition Against Domestic Abuse and provides community and professional education on domestic violence-related topics.  Equinox Domestic Violence Services has a statewide reputation for its innovative efforts to increase accessibility for under-served populations.

The Center for Disability Services (CFDS) is a comprehensive services provider for people with disabilities with services in 15 counties in Upstate New York.  CFDS provides services to more than 12,000 infants, children, adolescents, adults and seniors and their families; more than 300 different types of disability diagnoses including cerebral palsy, mental retardation, multiple sclerosis, autism spectrum disorders, Asperger’s syndrome, epilepsy, spina bifida, and traumatic brain injury.  CFDS’ residential programs include supervised and supportive living, residential habilitation, community skills program, respite services and a summer camp program.  Education programs include the CloverPatch Early Childhood, Kevin G. Langan School – primary and secondary classes, summer school and an after school program.  Adult services include sheltered work/pre-vocational services, day habilitation, technology center, seniors program, day trainings, vocational and supported employment.  CFDS also operates a healthcare center which provides specialized primary care and dental services, neurology and other medical specialty services, physical medicine/rehabilitation and outpatient therapy services, and behavioral health services (psychiatry, psychological assessment and counseling).
The ARISE Collaboration Team, comprised of five representatives from Equinox and five representatives from the Center for Disability Services, has the following vision and mission for Project ARISE:

Vision Statement

The vision of Project ARISE is a dynamic and sustainable network of services that are responsive and empowering for individuals with disabilities who are impacted by domestic violence and abuse in the Albany, NY area.

Mission Statement

Project ARISE will create an innovative system of supports and services for individuals with disabilities who are impacted by domestic violence and abuse by:

· Transforming cultures both individually and collectively through education and awareness;

· Strengthening agency response through the integration of knowledge and expertise;

· Bridging gaps and removing barriers to safety and justice; and

· Offering seamless, inclusive and accessible supports and services that exemplify dignity, respect and individual choice.
The Project ARISE Collaboration Team has created this Needs Assessment Plan to help us collect information on our agencies, perceptions about existing services, perceptions of our agencies’ capacities to create meaningful change, recommendations for improvements, and more – all of which will influence strategy for realizing the Project ARISE vision and mission.
Narrowing Our Focus:

The process of creating the ARISE Collaboration Charter resulted in the Collaboration Team fully appreciating the size of our organizations and the broad scope of services provided.  It became clear that we would need to narrow our focus to proceed with the project.  The Team dedicated numerous meetings to discuss how to go about this.

One of the first considerations was the merger Equinox recently undertook with a community-based mental health services provider.   We initially considered this an opportunity to address the issue of survivors of domestic violence with mental health issues within the ARISE Collaboration project.  Management from the merged organization were invited to join the ARISE Collaboration Team and have participated since the beginning of the project.

Both ARISE Collaboration partner agencies fully recognize the co-occurrence of domestic violence and mental health disabilities and the co-occurrence of mental health and other disabilities.   However, it became clear that expanding the project to focus on survivors with mental health disabilities – in addition to the disability types predominate at CFDS – would broaden the project beyond our capacity.  The Collaboration Team, including those members from the mental health program at Equinox, agree that the goal of serving survivors of domestic violence with mental health disabilities will benefit from the knowledge gained during Project ARISE and assist Equinox staff as they work to improve service coordination between Equinox programs.

The second significant consideration in the process of narrowing the focus of Project ARISE is the large size and scope of Center for Disability Services.  The Team realized we would need to choose among the Center’s many departments and programs for the ARISE project to be manageable.

The Team examined a number of different factors including numbers of people served by various departments, types of disability served by each department, relative vulnerability, county of residence, impact of regulations on service provision and more.

The target population of Project ARISE is survivors of domestic violence and abuse who have a disability, are 18+ years old and live in the community (not in a certified residential setting).
The CFDS service areas which have the most interaction with this population are its Service Coordination Department and its Multiple Sclerosis Care Center (within the Center Health Care outpatient clinic). In addition to consumers receiving service coordination services (who meet the above-stated criteria) the team decided to focus on patients of the Center’s Multiple Sclerosis Care Center - given the understanding that this is a disability group that experiences a higher than average incidence of domestic violence. 

Service Coordination:  The Department is actively engaged with individuals with various types of disabilities and their families and serves approximately 1000 individuals per year, 210 of whom are part of the Project ARISE target population (18+ year olds who live at home in Albany County, NY).  The Department is the Capital Region’s pioneer in case management services for people with disabilities, dating back to the program’s inception in 1993.  Services are provided to individuals who meet eligibility criteria for the Office for People with Developmental Disabilities through either Medicaid Service Coordination or children 3 and younger who are receiving Early Intervention through the county. We also provide services through the Department of Health waiver; Care at Home, Nursing Home Transition and Diversion, and Traumatic Brain Injury.

Multiple Sclerosis Care Center:  The MS Care Center works with the National MS Society Upstate NY Chapter to provide comprehensive and specialized healthcare services to individuals throughout the Capital Region with a MS diagnosis including medical care, rehabilitative services and wellness programs.  The MS Care Center is headed up by a neurologist who specializes in the diagnosis and treatment of patients with MS. The care team also includes nurses, a neuropsychologist, and other clinical staff (OT, PT, SLP, SW) with expertise in caring for these individuals.   Patients of the MS Care Center may also access other services offered through Center Health Care such as primary care, women’s health, dental, and/or physical medicine and rehabilitation, if needed. Like the MS Care Center, these services are tailored to meet the needs of individuals with disabilities.  The MS Care Center serves approximately 300 individuals per year, 84 of whom are residents of Albany County, NY.
Goals

The goals of the Project ARISE Needs Assessment are to:
· Learn how rules and regulations impact the experiences that Survivors and People with Disabilities have with service providers.

· Evaluate skills, awareness, and comfort levels of staff at every level of both organizations to respond to and support people with disabilities who have experienced domestic violence or abuse.

· Identify current organizational structures and gaps at both organizations with regard to policy, procedures, protocols and trainings that address how to identify, respond to and support people with disabilities who have experienced domestic violence.

· Identify what works and what can be improved in our organizations to ensure accessibility, safety, response and a welcoming environment through the lens of survivors with disabilities.

· Identify what current relationships exist between Equinox and the Center for Disability Services (both formal and informal), barriers to working together effectively, and opportunities to grow, nurture and sustain the relationship.

Information Sources 

Existing Information 

The ARISE Collaboration Team has not found any existing information that will satisfactorily inform the Project and so will rely on the findings of this Needs Assessment to build a strategy working towards the Project’s vision and mission.

New Information 

This Needs Assessment is predicted to produce new insights about our agencies.  Learning the perceptions of the people we strive to serve well and of the staff doing the frontline work day in and day out will be invaluable if we are to improve outcomes for our target population.

Overview of Methods 

Project ARISE will collect information from our agencies’ leadership (including select members of each agency’s board of directors and executive staff) middle management, supervisors, direct services staff, survivors of domestic violence and people with a physical and/or developmental disability via an extensive schedule of focus groups.  
The ARISE Collaboration Team decided that focus groups are the most suitable method to collect information after a thorough process that contemplated other methods including interviews, written surveys and web-based surveys.  The Team weighed the pros and cons of each method and decided that target audiences would do best in the focus group format.

Individual interviews will be offered as an alternative method to enable participation of those individuals who cannot or do not wish to participate in a focus group.

Focus Groups
Agency



Audience


Number of Participants

Survivors of Domestic Violence and Abuse
EQUINOX

Survivors of Domestic Violence and Abuse #1

5-7
EQUINOX

Survivors of Domestic Violence and Abuse #2

5-7










Approx. total
10-14
Individuals with Physical/Developmental Disabilities

CFDS


      People with Developmental
  
Disabilities living in the Community #1


5-7

CFDS



People with Developmental


  
Disabilities living in the Community #2


5-7
CFDS


      People with Multiple Sclerosis
#1


5-7
CFDS


      People with Multiple Sclerosis #2 


5-7










Approx. total
20-28
Agency Leadership/Supervisors/Middle Management
EQUINOX


Leadership




4-6
EQUINOX


Supervisors/Middle Management


5-8

CFDS



Leadership




4-6

CFDS



Supervisors/Middle Management


5-8










Approx. total
18-28
Direct Services Staff
EQUINOX

Direct Services Staff #1




6-8
EQUINOX

Direct Services Staff #2




6-8
EQUINOX

Direct Services Staff #3




6-8
CFDS


Direct Services Staff #1




6-8
CFDS


Direct Services Staff #2




6-8
CFDS


Direct Services Staff #3




6-8
CFDS


Direct Services Staff #4




6-8











Approx. total
42-56
Boards of Directors
EQUINOX


Operations Committee



  6

CFDS



Subset of Board




  9










Approx. total ___15

Estimated Total Number of Focus Group Participants:  
105-126

Focus Groups

Purpose

Project ARISE plans to conduct Focus Groups because we believe the facilitated, conversational format will produce the sort of valuable, qualitative information the Project needs to acquire.  Questions and prompts are written for each audience and consider how their unique perspective will inform ARISE Needs Assessment Goals.
Audiences
Project ARISE plans to conduct Focus Groups of Survivors of Domestic Violence and Abuse, People with a Physical and/or Developmental Disability, members of each agency’s Direct Services staff, Executive Staff, Middle Management, Supervisors and members of each Board of Directors.  Potential focus group participants will be informed that an optional individual interview can be arranged if they cannot or do not wish to participate in a focus group. 
Numbers
Project ARISE anticipates conducting approximately 19 Focus Groups during this Needs Assessment with varying numbers of participants in each, depending on the intended audience. (See chart above.)  Focus groups for survivors of domestic violence and abuse aim to have 5-7 participants in each as do focus groups for people with a physical and/or developmental disability.  Focus groups for agency board members, executive staff, middle management, supervisors and direct services staff will vary in size but are expected to have between 4 and 12 participants in any given group.   
The Project ARISE Collaboration Team is confident the extensive schedule of focus groups and the variety of audiences will result in the sort of qualitative information needed to reach the ARISE Needs Assessment goals.
Focus Group Schedule:  The ARISE Collaboration Team will schedule dates and times for focus groups at convenient locations for each target audience.  Focus groups for agency staff will be held during normal working hours and during department/staff meetings as practicable.  Survivors of domestic violence and people with a physical and/or developmental disability will be able to choose from a schedule of focus groups to suit preferences and availability.
Facilitation

The focus groups will be offered at accessible Equinox and CFDS facilities with additional accessible public space arranged as necessary.  Each agency will be the site of focus groups for its own Board and staff.  Focus groups will be approximately an hour and a half in duration.  A team of people will conduct each focus group. The facilitation team will include a group facilitator, a recorder and a support person (advocate or counselor).
Facilitator

Focus groups for people with a physical and/or developmental disability will be facilitated by a CFDS staff person with capacity to facilitate discussions with this audience. Focus groups for survivors of domestic violence and abuse will be facilitated by an Equinox staff person with capacity to facilitate discussions with this audience.  Focus groups for leadership, supervisors and direct services staff will be facilitated by an ARISE Collaboration Team member and arranged so that an Equinox Team member facilitates focus groups at CFDS and a CFDS Team member facilitates focus groups at Equinox.  Focus groups of Board Members will be facilitated by a ARISE Collaboration Team member from the respective agency.
Facilitators will:
· verify that the location is accessible and that requests for accommodations have been met;

· create a safe and comfortable atmosphere for the participants;

· establish the parameters for participation, including passive consent;
· ask questions that are relevant to this needs assessment;

· prompt the group when necessary in order to gain more in-depth information;

· ensure that the group does not stray off the topic;

· gather the recorded information after each group session and ensure it is delivered to the Project Coordinator;

· distribute a $10 gift card to survivors and people with disabilities in accordance with any identified safety concerns.

Recorder 

Collaboration Team Members will serve as recorders for focus groups.  When possible, team members from Equinox will record notes during focus groups held at CFDS and team members from CFDS will record notes during focus groups held at Equinox. 
She/he will:

· write down all responses to the focus group questions and prompts;

· ask for clarification immediately if a response has not been fully understood for recording purposes;

· maintain an accurate record of the discussion at each group;

· maintain the confidentiality of all written notes;
· contribute to the provision of a safe and comfortable group atmosphere;

· deliver the written record of each focus group to the facilitator immediately after each group.
Support person

Survivors of Domestic Violence Focus Groups:  Equinox Domestic Violence Services staff (counselor/advocate) will be arranged to be on stand-by during these focus groups.  

People with a Physical and/or Developmental Disability Focus Groups:  Center for Disability Services staff will be arranged to serve as alternate Personal Care Aides during these focus groups and as requested on the Registration Forms.
Focus Group Recruitment Strategies
Survivors of Domestic Violence & Abuse

1. Project ARISE Collaboration Team members will coordinate the recruitment of survivors of domestic violence at their agency by working with direct services staff who have access to them.

2. Direct services staff who recruit focus group participants will receive training by a Project ARISE Collaboration Team member which will include an overview of the Project and the Needs Assessment process.
3. Safety will be considered by recruiters to help ensure that those potential participants whose safety could be jeopardized will not be asked to participate. An individual interview can be offered as an alternative to participating in a focus group.
4.  All survivors will be recruited in person during individual or group counseling sessions, individual advocacy sessions or service appointments.

5. A Project ARISE Fact Sheet, including goals of the Needs Assessment, will be available for reference during recruitment conversations with survivors of domestic violence and abuse.
6. A schedule of focus group dates and times will be reviewed and the potential participant will be able to select the one she/he will attend.  If the potential participant needs to postpone choosing a focus group date, the recruiter will follow-up with them.
7.  All potential participants will complete and submit a Registration form. 
If recruitment takes place in a one-on-one conversation, the registration form will be filled out if the person indicates an interest in participating in a focus group or optional individual interview.  
If the recruitment takes place in a group setting (during a support or other group settings) the registration form will be handed out to everyone in the group to maintain confidentiality of those who do and don’t want to participate.  Those who do will check “yes;” those who don’t will check “no.” 
If anyone requires assistance in filling out the form, the recruiter will provide or arrange it.  The Registration Form includes accommodations requests and a space to indicate which focus group they will be attending to ensure those requests are met at that group.
8.  Focus group participants will be given a reminder card with the date, time and location of the focus group they selected to attend.  The card will be generic, referencing only that it is a focus group for Project ARISE with date, time and location information and instructions for whom to contact (Project Coordinator) if they have to cancel and/or reschedule to another date.
9. All potential participants will be informed that a $10 gift card to will be given as a token of our appreciation for their time and participation on the day of their scheduled focus group or interview. 

10. All potential participants will be informed that refreshments and light snacks will be offered on the day of their focus group or interview. Food allergies can be indicated on the registration form.
11.  Individual interviews will be offered to enable participation of those individuals who cannot or do not wish to participate in a focus group. Recruiters will have a list of available dates and times for individual interviews.
People with a Physical and/or Developmental Disabilities
1. Project ARISE Collaboration Team members will coordinate the recruitment of people with a physical and/or developmental disability at their agency by working with direct services staff who have access to them.  Specifically, CFDS Service Coordinators will assist in the recruitment of consumers who receive service coordination and staff in the CFDS MS Care Center will assist in the recruitment of consumers who receive MS Care Center services.
2. Direct services staff who recruit focus group participants will receive training by a Project ARISE Collaboration Team member which will include an overview of the Project and the Needs Assessment process.

3. Safety will be considered by recruiters to help ensure that those potential participants whose safety could be jeopardized will not be asked to participate. An individual interview can be offered as an alternative to participating in a focus group.
4.  All people with a physical and/or developmental disability will be recruited in person during individual or group counseling sessions, individual advocacy sessions or service appointments.

5. A Project ARISE Fact Sheet, including goals of the Needs Assessment, will be available for reference during recruitment conversations with a physical and/or developmental disability.

6. Anyone with a personal care aide (PCA) will be informed that their PCA will not be able to attend the focus group or individual interview to maintain the confidentiality of other participants.

7. A schedule of focus group dates and times will be reviewed and the potential participant will be able to select the one she/he will attend.  If the potential participant needs to postpone choosing a focus group date, the recruiter will follow-up with them.

8.  All potential participants will complete and submit a Registration form. 
If recruitment takes place in a one-on-one conversation, the registration form will be filled out if the person indicates an interest in participating in a focus group or optional individual interview.  

If the recruitment takes place in a group setting (during a support or other group settings) the registration form will be handed out to everyone in the group to maintain confidentiality of those who do and don’t want to participate.  Those who do will check “yes;” those who don’t will check “no.” 

If anyone requires assistance in filling out the form, the recruiter will provide or arrange it.  The Registration Form includes accommodations requests and a space to indicate which focus group they will be attending to ensure those requests are met at that group.

9.  Focus group participants will be given a reminder card with the date, time and location of the focus group they selected to attend.  The card will be generic, referencing only that it is a focus group for Project ARISE with date, time and location information and instructions for whom to contact (Project Coordinator) if they have to cancel and/or reschedule to another date.

10. All potential participants will be informed that a $10 gift card to will be given as a token of our appreciation for their time and participation on the day of their scheduled focus group or interview. 

11. All potential participants will be informed that refreshments and light snacks will be offered on the day of their focus group or interview. Food allergies can be indicated on the registration form.

12.  Individual interviews will be offered as to enable participation of those individuals who cannot or do not wish to participate in a focus group. Recruiters will have a list of available dates and times for individual interviews.
Executive Staff, Middle Management, Supervisors and Direct Service Staff: 

1. Agency Executive Staff, Middle Management, Supervisors and Direct Service Staff in relevant departments at Equinox and CFDS will be recruited to participate in a focus group.
2. Project ARISE Collaboration Team members will recruit participants for these focus groups at their respective agency.

3. Potential participants will be assured that their participation is supported by the agency and there will be no reprisals for participation.

4. Focus groups will be structured to ensure that no participant’s direct supervisor is also a participant in that group.
5. A Project ARISE Fact Sheet will be available for reference during recruitment efforts.  

6. Focus groups will be scheduled during regular work hours with some held during scheduled staff/departmental meetings as practicable.
7. Participants will be provided a Registration form which will collect requests for accommodations.  Participants will be instructed to note the date and time of the focus group they will attend so that organizers can ensure those accommodations are available at that group.

8. Focus group participants will be given a reminder card with the date, time and location of the focus group they will attend and instructions for whom to contact (Project Coordinator) if they have to cancel and/or reschedule to another date.

9. Participants will be notified that refreshments will be provided as a token of appreciation for their time and efforts. Food allergies can be indicated on the registration form.  Grant funds will not be used to purchase refreshments for any Board of Directors or agency staff focus groups.
10. Individual interviews will be offered to enable participation of those individuals who cannot or do not wish to participate in a focus group.  Recruiters will have a list of available dates and times for individual interviews.
Boards of Directors
1.  Project ARISE Collaboration Team members will be designated to work with their respective agency leadership to arrange Board member participation in a focus group.

2. Focus groups will be scheduled based on the Board Member’s availability.
3. A Project ARISE Fact Sheet will be available for reference during recruitment efforts.

4. Individual interviews will be offered to enable participation of those individuals who cannot or do not wish to participate in a focus group.  Interviews will be scheduled based on the Board Member’s availability and at a site of their choosing. 

Optional Interviews (in lieu of focus groups)
If during the recruitment process a board member, leader, supervisor, direct services staff person, survivor of domestic violence or person with a physical and/or developmental disability requests an individual interview over participating in a focus group, a Project ARISE Team member will conduct the interview utilizing the same set of questions developed for the focus groups.
Interviews (requested in lieu of focus group)
EQUINOX

Survivors of Domestic Violence



Unknown

CFDS


Individuals with Physical and/or








    
Developmental Disabilities




Unknown
EQUINOX

Leadership/Supervisor




Unknown

CFDS


Leadership/Supervisor




Unknown

EQUINOX

Direct Services Staff




Unknown
CFDS


Direct Services Staff




Unknown

EQUINOX

Board Members





Unknown

CFDS


Board Members





Unknown

Consents 

It is extremely important to Project ARISE that we receive consent from all potential participants prior to their participation in the needs assessment process. Consent refers to one’s willingness to participate in our needs assessment activities, as well as granting Project ARISE the permission to utilize any and all information gained from them during this process. It also includes the understanding of their confidentiality rights as it pertains to the information being sought during the needs assessment process. All participants will be made aware of how the information they share with Project ARISE will be utilized and who will have access to this information. The information that is shared will be used in our needs assessment report and will help us to develop initiatives for our strategic plan. The needs assessment report and strategic plan will be reviewed by staff at Equinox and CFDS, the Vera Institute of Justice (our technical assistance provider), the US DOJ Office on Violence Against Women (our funder) and other possible stakeholders. 

Project ARISE has decided to utilize passive consent with all participants. Passive consent does not entail the participant signing a written consent form; rather, it involves the verbal and/or non-verbal permission given face-to-face on the day of their involvement in any and all activities. The purpose of our focus groups with survivors and people with a physical and/or developmental disability is to gather input and information about their experiences with services based on experience and opinion, and does not require the same legal permissions as does counseling. In addition, we would like to diminish the possibility of generating a mandated report by minimizing the chance of a disclosure of domestic violence or abuse (see Mandatory Reporting section of this plan). 

During recruitment and on the day of the needs assessment activities, all participants will be apprised of the nature and purpose of the needs assessment process.  Participants will be filling out a registration form which inquires about essential information regarding their need for personal accommodations, but no identifying details will be asked and/or required. The completed registration form gives us a written indication of how many people are willing to participate in this voluntary process, but it does not give us names as to who will be present.  Passive verbal consent will be given at the beginning of each needs assessment activity. Participants may freely choose to withdraw from any activity without pressure or consequences.

Confidentiality 

Project ARISE believes that confidentiality is of the utmost importance in providing a safe and comfortable environment during the needs assessment, for survivors and individuals with disabilities as well as for our respective agencies staff, leadership and Boards of Directors. We strongly feel that a sense of safety and ease needs to be established in order to provide a secure needs assessment process. We will inform all participants of their confidentiality rights prior to participating in any activities relating to Project ARISE. Their confidentiality rights will be verbally explained to them during recruitment and at the beginning of each needs assessment activity.

Most information provided to Project will be held confidential except for the disclosure of child abuse, homicidal/suicidal intent, and reports of domestic violence or abuse of an adult individual who has a developmental disability and receives services at CFDS.
Potential participants will be made aware that although their personal identifying information will be kept confidential, the opinions and perspectives they share with Project ARISE will be utilized in a needs assessment report that will be reviewed by Equinox and CFDS staff, Vera Institute of Justice (our technical assistance provider), and Office on Violence Against Women (our funder), and other possible stakeholders. No names or personal identity will be used which will prevent any information shared from being linked back to any one particular person involved in our needs assessment. 

It will be highly encouraged that all participants respect each other’s confidentiality, but Project ARISE is not responsible for the actions of others, either inside or outside of the focus group process. Based on Project ARISE not being able to fully guarantee confidentiality, we encourage all participants not to reveal personal information they wish not to have shared with others. Services to survivors and services to individuals with disabilities will not be affected as a result of their involvement in this needs assessment. Likewise, employee positions and Board of Director membership will also not be affected. 

To further safeguard confidentiality, no names and/or personal identifying information will be exchanged in the recruitment process, either by way of the registration form or in any verbal face-to-face discussions. This holds true for participation in any focus group or interview...
Although all opinions and perspectives shared by participants in focus groups and interviews may be utilized in the needs assessment report and the strategic plan, no personal identifying information will be revealed and no information will be specifically linked back to them. 

Mandatory Reporting 

Mandatory reporting pertains to the legal requirement of a professional and/or an organization in reporting incidents of child abuse, suicidal intent, homicidal intent, and the abuse of an adult with disabilities. The legal requirements vary from state to state. 

Any private citizen has the right to make a report upon witnessing or having knowledge of suicidal or homicidal intent; or upon witnessing or having knowledge of physical abuse, sexual abuse, maltreatment, and/or neglect of a child or an adult individual with a disability. There are only a select few professionals who have the legal mandatory obligation to make a report. 

In New York State, all disclosures of child abuse, suicidal intent, and homicidal intent to a professional and/or organization in the field of mental health, healthcare, social work, law enforcement, psychology, psychiatry, daycare providers, and teachers must be reported to the State.  Agencies, including Equinox and CFDS, which are funded by or provide services to adult individuals through the Office for People with Developmental Disabilities (OPWDD), Office of Mental Health (OMH), or Office on Alcohol and Substance Abuse Services (OASAS) have a reporting mandate when abuse is witnessed or alleged against a sponsored individual. The OPWDD and Adult Protective Services (APS) are the two entities that are responsible for investigating the report of alleged abuse and/or neglect of individuals with a physical and/or developmental disability. As a certified OPWDD service provider, CFDS has an organizational mandate to report all allegations of abuse/neglect of individuals with a developmental disability receiving services at their organization under OPWDD auspices. 

Equinox Domestic Violence Services and its staff are not legally identified as mandatory reporters of domestic violence against adult individuals with a physical and/or developmental disability. However, they will support it, and may even encourage it, based on staff and agency discretion. Equinox follows the concept of self-determination, whereby adults are presumed to be competent unless shown otherwise, and therefore have the right to exercise free choice in making decisions. Services, interventions and assistance can be refused. While Equinox Domestic Violence Services staff is not mandated reporters to OPWDD or APS, they may make an APS report on behalf of an individual with a physical and/or developmental disability if they feel that individual warrants additional assistance. Equinox may also act in consultation with other agencies involved with these individuals. 

CFDS Collaboration Team members are identified as mandatory reporters. If any CFDS Collaboration Team member gains knowledge that an individual with a developmental disability who receives services at CFDS through OPWDD sponsorship has experienced domestic violence or abuse, CFDS would have to make a report to OPWDD and possibly APS. In view of this, Project ARISE has agreed to the following guidelines: 

· During the recruitment process, all potential participants will be informed of Project ARISE’s mandatory reporting requirements in clear and distinct terms.
· During the introduction of each needs assessment activity, all participants will be verbally informed of Project ARISE’s mandatory reporting requirements in clear and distinct terms. 

· Any potential participant who has concerns about the mandatory reporting requirement will be given the option of either not participating in the needs assessment process at all, or opting to have an individual interview with a non-mandatory reporter. 

Data Storage 

Project ARISE will make every effort to secure the safe keeping of all documents and written notes containing participants’ information throughout the duration of this grant period.
All Collaboration Team members will ensure that all registration forms, written notes taken during focus groups and interviews, and all completed surveys will be given to the Project Coordinator. The Project Coordinator will secure all of these documents and written notes in a secure location. The only staff members who will have access to these documents and written notes will be all Collaboration Team members and trained recruitment personnel, all of whom are bound by Project ARISE’s confidentiality guidelines. At the end of the grant period, all of these documents and written notes will be destroyed. 

All other written documents including our collaboration charter, needs assessment plan, needs assessment report, and strategic plan will be shared with individuals and entities outside of Project ARISE. Although some of these documents will include participant’s feedback, they will not contain personal reference to any one particular participant. These documents will be shared with staff members at Equinox and CFDS, Vera Institute of Justice, including on their Accessing Safety Initiative website, OVW (our funder) and other possible stakeholders.
Safety Considerations 

Project ARISE is mindful of the well-being of all participants in this project and is committed to not compromising anyone’s safety. The following are our primary considerations in offering a safe needs assessment process: 

· Equinox and CFDS will be the two primary locations at which the needs assessment will be conducted. The facilities are equipped to create a safe and welcoming environment and will be the primary location of all needs assessment activities engaging agency staff, boards, survivors of domestic violence and people with a physical and/or developmental disability.

· Each participant will be contacted through their respective service organization face-to-face during one of their regularly scheduled counseling, advocacy and/or service appointments. This will eliminate the need to contact the potential participant outside of their counseling or service environment.
· No material will be mailed to residences and no survivors or people with disabilities will be given material which could compromise their safety.
· The confidentiality of all participants is of the utmost importance to Project ARISE.  Names and other identifying personal information will not be utilized during the needs assessment process. We will also request that participants not speak about each other’s involvement in a focus group or speak about the content of the group outside of it. 

· Mandatory reporting of Project ARISE pertains to the legal requirement of reporting incidents of child abuse, suicidal intent, homicidal intent, and the abuse of an adult with a developmental disability who receives services at CFDS. The choice of withdrawing from participation or the option of an individual interview with a non-mandatory reporter will be offered in the event of concerns about one’s confidentiality or about the risks of mandatory reporting. Mandatory reporting and confidentiality concerns will be emphasized on multiple levels to all participants throughout the recruitment process and on the day of the actual needs assessment activity to ensure that they thoroughly understand this process. 

· Outside observers who are not directly involved in the needs assessment process will not be allowed to participate and/or be present during focus groups or interviews. Personal care aides may accompany participants to focus groups and/or interviews, but will be asked to wait in an adjacent room until needed. Personal care assistance, including interpreters, will be made available as requested during the recruitment process.

· Each participant is free to withdraw from any and all activities at any time during the needs assessment process. Any reason is sufficient and will not be questioned. Survivors of domestic violence and abuse and individuals with disabilities will still be entitled to their $10 gift card regardless of whether or not they complete the needs assessment activity. 

· If the survivor or the individual with a disability makes the determination that their safety could be jeopardized by taking home a gift card, Project ARISE will retain the gift card for them until a later date. If this option is not feasible or safe, then other reasonable arrangements with the survivor or individual with a disability will be made. 

Access Considerations 

Project ARISE is mindful of accessibility for all participants in this project. We want to ensure that all facilities, arrangements, materials, communication, and dietary concerns are accommodated and accessible to all participants’ needs. The following are our primary considerations in offering the most accommodating needs assessment process: 

· All sites used to conduct needs assessment activities will be fully accessible, allowing individuals with disabilities to navigate the site with ease and limited assistance.  Project ARISE will ensure that all physical, communication, personal care assistance and dietary accommodation requests will be arranged prior to the needs assessment activity. 
· The room arrangement and physical components of the space used for needs assessment activities will be of particular concern to Project ARISE.  Space will be set up so that anyone can access and maneuver with ease.  At least one accessible restroom will be in close proximity to the space used.
· The registration form utilized for each needs assessment activity will include questions on needs for accommodations, including physical requirements, communication requirements, need for a personal care aide, and dietary requirements.

· All written materials presented will be considerate of the audience they are intended for.
· There may be some participants who utilize and rely on personal care aides for assistance. Personal care aides are always welcome to accompany any participant to the site of the needs assessment activity, but they will not be allowed to participate in or sit in on focus groups or interviews. Project ARISE will arrange personal care aides to be available during needs assessment activities. 

· Project ARISE and all needs assessment participants will be asked to use people first language. All participants will be asked to refrain from using language containing reference to one’s disability in a derogatory way. 

Work Plan 

This Draft Work Plan is an estimated timeline of major project activities based on current understanding of grant requirements.  The Collaboration Work Plan includes the following activities: 

September 2011 – January 2012 

Orient to grant, construct team and attend first All Site Meeting
January 2012 – April 2012 

Getting to Know Each Others Agencies

Develop Vision, Mission, Values and Goals of the Project
Define Structure and Roles

May 2012 – February 2013

Define Conflict Resolution, Confidentiality and Communications Agreements

Complete Collaboration Charter

March 2013 – July 2013


Create Needs Assessment Plan

September 2013 – October 2013

Conduct Needs Assessment

November 2013 – December 2013


Analyze Data and Create Needs Assessment Report

January 2014

Create Strategic Plan

January 2014 – February 2014

Preparation for Implementation of Strategic Plan

March 2014 – September 2014

Implement Strategic Plan and Project Activities Approved by OVW


Build a Sustainability Plan


Conduct final Project Evaluation

We recognize that the above timeline is only a projection, but we intend to follow it to the best of our ability. We also acknowledge that each product must be approved by OVW before we are able to advance to our next initiative and that OVW has a 45 day grace period in reviewing and approving each submission.

Project ARISE Needs Assessment Plan
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Project ARISE
Fact Sheet

What is Project ARISE? (Albany Respects Individual Safety through Empowerment) 

· A collaboration project between Equinox Domestic Violence Services and the Center for Disability Services.
What is the main objective of Project ARISE? 

· To create an innovative and responsive system of supports and services for individuals with disabilities who experience domestic violence and abuse.
Why is this Needs Assessment taking place?
· To gain insight from Equinox and Center for Disability Services leadership, supervisors, and direct service delivery staff on their knowledge and perspective of the current service delivery system at their agency regarding individuals with disabilities who have experienced domestic violence and abuse.

· To gain insight from survivors and people with disabilities into what creates a welcoming, responsive, safe, and accessible service atmosphere based on their experience and perspective. 

How is this information going to be used? 

· To produce a Needs Assessment Report which will assist Project ARISE develop an informed strategic plan to meet the Project’s vision and mission. 
 How will confidentiality be protected? 

· Participation is strictly voluntary and can end at any point.

· No names or other personal identifying information will be used.

· No signed written consent forms - only passive consent needed. 

What is mandatory reporting and how does it apply to this Needs Assessment? 

· Reports or disclosures of child abuse or of suicidal or homicidal intent must be reported to appropriate state agencies.

· Regulatory reporting requirements with regard to disclosures of abuse or neglect of vulnerable persons will be complied with by Project ARISE.
 Who do I contact if I have any additional questions or concerns? 

· Sherri Salvione, Project ARISE Coordinator at (518) 466-5126 or ssalvione@equinoxinc.org
Project ARISE 
Needs Assessment
Briefing/Information for Recruiters
All staff who assist in recruiting survivors of domestic violence and people with physical and/or developmental disabilities will receive a briefing from a Collaboration Team member or the Project Coordinator that will include a synopsis of Project ARISE and an overview of the Needs Assessment process.

Project ARISE synopsis:
· Project ARISE (Albany Respects Individual Safety for Everyone) is a collaboration between Equinox Domestic Violence Services and the Center for Disability Services.  
· The Collaboration received funding from the US Department of Justice, Office on Violence Against Women through its Disability Grant program.

· Project ARISE exists to build bridges and fill the gaps in the service delivery system for survivors of domestic violence with disabilities.
· Project ARISE has a Collaboration Team with 5 representatives from Equinox and 5 representatives from Center for Disability Services.

· The Collaboration Team is actively involved in all aspects of the Needs Assessment process but we need help from staff who have more direct contact with survivors of domestic violence and abuse and with people with disabilities to help us recruit them as participants.

Overview of Needs Assessment Process:

Purpose: Project ARISE is conducting this Needs Assessment in order to:

· gain insight from Equinox and Center for Disability Services leadership, supervisors, and direct service delivery staff, on their knowledge and perspective of the current service delivery system at their agency regarding individuals with disabilities who have experienced domestic violence and abuse and

· gain insight from survivors and people with disabilities into what creates a welcoming, responsive, safe, and accessible service atmosphere from based on their experience and perspective. 

· Each of these audiences has a unique perspective to be offered.

Survivors of Domestic Violence and Abuse and People with Disabilities will not be asked questions about their experience with abuse.  The questions will be about their experiences with the services they receive.

The actual recruitment process is as follows:
· We will recruit all potential participants face-to-face, either on an individual basis or during a group session or meeting. 

· We will recruit survivors and people with disabilities during regularly scheduled individual counseling or advocacy appointments, service appointments or during a regularly scheduled group meeting or activity.

· We will recruit other audiences during their regular work hours. 
· There will not be any negative consequences as a result of participating or choosing not to participate.
Review Recruitment Tools:

· Recruitment Script(s) 
· Project ARISE Fact Sheet

· Registration Form
· Reminder Card
The first tool is this recruitment script.  The script contains all the information you will need to say during the recruitment process and highlights all the steps involved.
The second tool is the fact sheet. This fact sheet will be available for recruiters to reference during all recruitment conversations.
The third tool is the registration form.  This registration form includes a section to indicate willingness to participate, the date, time and location of event participant has selected to attend and accommodations requests.
The fourth tool is the Reminder Card. The generic reminder card will be filled out with the date, time and location of the focus group selected from the schedule.  The card will also have instructions for whom to contact (Project Coordinator) if they have to cancel and/or reschedule to another date.

Confidentiality: All participants will be informed of their confidentiality rights prior to their commitment to participate in the needs assessment process. Confidentiality provides safeguards in preserving personal identifying information, to the fullest extent possible, of the individuals who agree to participate in any needs assessment activities. 
Names will not be used on any forms or notes, and all participants will be asked not to divulge any identifying details about themselves or any other participants attending focus groups.  All participants will be informed that the opinions and perspectives they share will be utilized in the Needs Assessment report, but will not be linked back to them. We have agreed to utilize passive consent, which allows Project ARISE to verbally inform each participant of their confidentiality rights and responsibilities, and to gain their permission to voluntarily participate verbally rather than in written form. 

As a part of the confidentiality issue, mandatory reporting is very important to highlight in order to ensure that all potential participants are fully knowledgeable about their rights and responsibilities. 

Mandatory reporting: Mandatory reporting pertains to the legal requirement of reporting the disclosure of abuse and/or neglect for certain individuals. Project ARISE is legally responsible for reporting disclosures of suspected child abuse or suicidal/homicidal intent to the appropriate state agencies. The Recruitment Script recruiters will use includes clear and distinct disclosures on mandatory reporting requirements.  Participants with concerns regarding the mandatory reporting requirements may choose not to participate in the Needs Assessment process, or they can choose to be interviewed individually by a Collaboration Team member who is not a mandatory reporter.
Safety risks/concerns: The safety risks and/or concerns of each potential participant will be determined either before or during the recruitment process. Those participants whose involvement in a focus group would pose a serious risk to their safety can opt to participate in an individual interview instead. Any potential participant whose involvement in a focus group or individual interview would pose a serious risk to their safety will not be able to participate at all. This safety assessment will be made with all potential participants to determine who is safely appropriate to participate in our needs assessment.  Individuals who are their own legal representative and have the cognitive capacity to determine what is safe for them are most appropriate to recruit for this needs assessment, as they pose a lesser safety risk than those who have a legal guardian and limited cognitive capacity. Potential participants who require only financial oversight, but otherwise have the cognitive capacity to make safety decisions for themselves, can be included.
 Introduction Script for Focus Groups
for Board Members

Good morning / Good afternoon.  Thanks for being a part of this focus group.  Your feedback and opinions are very important to our project.

I’m ______________ and I’m here with _____________ from ______________ to facilitate our group today.

I’d like to give you a brief overview of Project ARISE and put this focus group into context.  

Project ARISE is a collaboration between Equinox Domestic Violence Services and the Center for Disability Services.  We aim to build a lasting collaboration to improve services for survivors of domestic violence who have a physical or developmental disability. 

This Needs Assessment will engage survivors of domestic violence, people with a physical and/or developmental disability, members of our boards of directors, agency executive staff, middle management, supervisors and direct services staff by conducting focus groups like this one.

Our Needs Assessment goals are to: 

· Learn how rules and regulations impact Survivors and People with Disabilities experiences with service providers.

· Evaluate skills, awareness, and comfort levels of staff at every level of both organizations to respond to and support people with disabilities who have experienced domestic violence or abuse.

· Identify current organizational structures and gaps at both organizations with regard to policy, procedures, protocols and trainings that address how to respond to and support people with disabilities who have experienced domestic violence.

· Identify what works and what doesn’t work in an organization to ensure accessibility, safety, response and a welcoming environment through the lens of survivors with disabilities.

· Identify what current relationships exist between Equinox and Center for Disability Services (both formal and informal), barriers to working together effectively, and opportunities to grow, nurture and sustain the relationship.

Does anyone have any questions about Project ARISE and our purpose here today? 

[Allow time for questions and answers] 

Before we get started, we have a few important points to make about confidentiality:
· Although your personal identity will be kept confidential, the opinions and perspectives you share may be used in a Needs Assessment Report that will be reviewed by Project staff at Equinox and the Center for Disability Services and other stakeholders.

· It is highly encouraged that you all respect each other’s confidentiality, but Project ARISE is not responsible for the actions of others, either inside or outside of the focus group process. 
· Based on Project ARISE not being able to fully guarantee confidentiality, we encourage you all not to reveal personal information you wish not to have shared with others.

Housekeeping and group guidelines: Before we get started with our discussion, I’d like to review our group guidelines. 

· In keeping in sync with confidentiality, we would like everyone to refrain from using names in this process.  For example, if you relate an experience that involves a colleague, survivor or consumer, please do not say that person’s name when describing it.

· We ask that what is said in this focus group stays in this focus group. Please do not speak about anyone’s involvement in the group as that would break their confidentiality. 

· When one person is talking, I would like for us all to refrain from interrupting or speaking over others. This will allow for an easy flow of conversation and enables everyone the opportunity to share their ideas and thoughts. 

· No one will be pressured to comment on every question but your participation is greatly encouraged and appreciated. We are eager to hear from everyone and full participation is our hope.

· We will be together for about an hour.   If you need to take a break, go ahead and do so.

· We ask that you refrain from using your cell phone during this time so as not to distract yourself or others.  Please take a moment now to set your phone settings appropriately. 

Are there any group guidelines that you would like to add or any questions you might have?

[Allow time for participants to provide input]. 

Let’s start with our questions and discussion.

Questions for Equinox 

Board Members
1. Based on your knowledge of the agency and the topics in general, do you agree that this is a relevant and important issue for the Center/Equinox to be focusing on at this time?

a. Is the project consistent with the agency’s mission?

b. Is the project consistent with the agency’s strategic plan (if there is one)?

c. Other comments on relevancy and importance?

2. What benefits do you see Equinox gaining from the Project ARISE collaboration’s work?

3. What challenges, if any, do you see for the Equinox in supporting the Project ARISE collaboration and its efforts to better serve people with disabilities who have experienced domestic violence and/or abuse?

4. Are you aware of any relationships or connections, formal or informal, which currently exist between the Center and Equinox?
5. Can you think of anything that might facilitate or inhibit our collaboration?

a. Organizational structure
b. Policy/Philosophy conflicts
c. Other?
6. Based on today’s discussion, would you be willing to make a motion for the full Board to adopt the following statement:

The Equinox Board of Directors supports Project ARISE in making systems change* at Equinox to better serve people with disabilities impacted by domestic violence.
*We define systems change as the development and enhancement of Equinox’s capacity to address the needs and barriers facing people with disabilities who experience domestic violence and abuse.  Examples of systems change include, but are not limited to, enhanced accessibility, policies, procedures and protocols, structural changes, training, cultural changes, and the sharing of expertise and resources, as well as working more closely together to ensure a comprehensive and seamless service delivery system.

7. Are there other ways that you feel the Board can support the Project ARISE collaboration?

8. Would you like to provide any additional feedback? 

Questions for Center for Disability Services

Board Members
1. Based on your knowledge of the agency and the topics in general, do you agree that this is a relevant and important issue for the Center to be focusing on at this time?

a. Is the project consistent with the agency’s mission?
b. Is the project consistent with the agency’s strategic plan (if there is one)?
c. Other comments on relevancy and importance?

2. What benefits do you see the Center gaining from the Project ARISE collaboration’s work?

3. What challenges, if any, do you see for the Center in supporting the Project ARISE collaboration and its efforts to better serve people with disabilities who have experienced domestic violence and/or abuse?

4. Are you aware of any relationships or connections, formal or informal, which currently exist between the Center and Equinox?

5. Can you think of anything that might facilitate or inhibit our collaboration?

a. Organizational structure

b. Policy/Philosophy conflicts

c. Other?
6. Based on today’s discussion, would you be willing to make a motion for the full Board to adopt the following statement:

Center for Disability Services Board of Directors supports Project ARISE in making systems change* at the Center to better serve people with disabilities impacted by domestic violence.
*We define systems change as the development and enhancement of the Center’s capacity to address the needs and barriers facing people with disabilities who experience domestic violence and abuse.  Examples of systems change include, but are not limited to, enhanced accessibility, policies, procedures and protocols, structural changes, training, cultural changes, and the sharing of expertise and resources, as well as working more closely together to ensure a comprehensive and seamless service delivery system.

7. Are there other ways that you feel the Board can support the Project ARISE collaboration?

8. Would you like to provide any additional feedback? 

Introduction Script for Focus Groups
for Executive Staff 

Good morning / Good afternoon.  Thanks for being a part of this focus group.  Your feedback and opinions are very important to our project.

I’m ______________ and I’m here with _____________ from ______________ to facilitate our group today.

I’d like to give you a brief overview of Project ARISE and put this focus group into context.  

Project ARISE is a collaboration between Equinox Domestic Violence Services and the Center for Disability Services.  We aim to build a lasting collaboration to improve services for survivors of domestic violence who have a physical or developmental disability. 

This Needs Assessment will engage survivors of domestic violence and people with a physical and/or developmental disability, members of our boards of directors, agency executive staff, middle management, supervisors and direct services staff by conducting focus groups like this one.

Our Needs Assessment goals are to: 

· Learn how rules and regulations impact Survivors and People with Disabilities experiences with service providers.

· Evaluate skills, awareness, and comfort levels of staff at every level of both organizations to respond to and support people with disabilities who have experienced domestic violence or abuse.

· Identify current organizational structures and gaps at both organizations with regard to policy, procedures, protocols and trainings that address how to respond to and support people with disabilities who have experienced domestic violence.

· Identify what works and what doesn’t work in an organization to ensure accessibility, safety, response and a welcoming environment through the lens of survivors with disabilities.

· Identify what current relationships exist between Equinox and Center for Disability Services (both formal and informal), barriers to working together effectively, and opportunities to grow, nurture and sustain the relationship.

Does anyone have any questions about Project ARISE and our purpose here today? 

[Allow time for questions and answers] 

Before we get started, we have a few important points to make about confidentiality:
· Your participation in this focus group will not affect your status as an employee.

· Although your personal identity will be kept confidential, the opinions and perspectives you share may be used in a Needs Assessment Report that will be reviewed by Project staff at Equinox and the Center for Disability Services and other stakeholders.

· It is highly encouraged that you all respect each other’s confidentiality, but Project ARISE is not responsible for the actions of others, either inside or outside of the focus group process. 
· Based on Project ARISE not being able to fully guarantee confidentiality, we encourage you all not to reveal personal information you wish not to have shared with others.

Housekeeping and group guidelines: Before we get started with our discussion, I’d like to review our group guidelines. 

· In keeping in sync with confidentiality, we would like everyone to refrain from using names in this process.  For example, if you relate an experience that involves a colleague, survivor or consumer, please do not say that person’s name when describing it.

· We ask that what is said in this focus group stays in this focus group. Please do not speak about anyone’s involvement in the group as that would break their confidentiality. 

· When one person is talking, I would like for us all to refrain from interrupting or speaking over others. This will allow for an easy flow of conversation and enables everyone the opportunity to share their ideas and thoughts. 

· No one will be pressured to comment on every question but your participation is greatly encouraged and appreciated. We are eager to hear from everyone and full participation is our hope.

· We will be together for about an hour.   If you need to take a break, go ahead and do so.

· We ask that you refrain from using your cell phone during this time so as not to distract yourself or others.  Please take a moment now to set your phone settings appropriately. 

Are there any group guidelines that you would like to add or any questions you might have?

[Allow time for participants to provide input]. 

Let’s start with our questions and discussion.

 Questions for Equinox
Executive Staff
1. What do you think sets Equinox apart from other community human services agencies in the Capital Region in responding to and meeting the needs of its clients?
2. Let’s talk about how the agency responds to the needs of people with disabilities who come to us for services.  For the purposes of today’s discussion, those can be any of the services we offer.
a. What went well?

b. What didn’t go so well?
3. What challenges do you expect Equinox to encounter in responding to the needs of people with disabilities who come to us for services?
a. Are there any rules or regulations that impact Equinox’s ability to serve this population?

b. Are there any challenges to meeting clients’ accommodation requests?
c. Budget? Policies?  Procedures?

4. How would you describe your understanding of domestic violence?
a. How did you learn about the issue?  Would you like to know more?
5. How would you describe your understanding of people with disabilities?

a. How did you learn about the issue?  Would you like to know more?

b. Do you have any thoughts about how accessible our services are?

c. Do you have any thoughts about how we can improve access to services for individuals with disabilities?

6. Is there anything regarding Equinox’s culture that creates challenges to serving people with disabilities, such as stigma or assumptions?
a. Is this an area you feel Equinox should further invest in?

7. Is there anything you wish you or your team had to better support people with disabilities who are victims of domestic violence?  
a. Training? What types of training?
b. Resources? What types of resources?
c. Community relationships?

8. To what degree do you think the collaboration between Equinox and the Center aligns with Equinox’s:
a. Mission or visions?

b. Strategic goals?

9. How does change happen at Equinox?

a. What is the decision-making process?

b. How are policies and procedures created or changed?

c. How are decisions made regarding hiring personnel?

d. How are decisions about resource allocations made?
10. As you know, this Collaboration is funded with a three-year grant from OVW.  After this Needs Assessment, we’ll develop and implement a plan of action that will involve the commitment of staff over and above those who’ve served on the Collaboration’s main organizing team, including the Project Coordinator.

a. Will you support requiring staff to attend trainings (or other events) that may be developed?
11. What are your thoughts about how the Collaboration can continue beyond the funded period?
a. Will you support the development and dedication of resources to make that happen?

12.  Do you have additional comments or feedback to share for Project ARISE?
Questions for Center for Disability Services

Executive Staff
1. What do you think sets the Center apart from other disabilities services agencies in the Capital Region in responding to and meeting the needs of its clients?
2. How would you describe your understanding of domestic violence?

a. How did you learn about the issue?  Would you like to know more?

b. Do you have any thoughts about how we can improve the Center’s response to consumers who’ve experienced domestic violence?
3. Let’s talk about how the agency responds to the needs of consumers who are victims of domestic violence and abuse.
a. What went well?

b. What didn’t go so well?

4. What challenges do you expect the Center to encounter when addressing domestic violence experienced by people with disabilities?

a. Are there any rules or regulations that impact the Center’s ability to assist this population?

b. Are there any challenges to meeting clients’ requests for assistance?

c. Do NYS reporting requirements challenge your ability to serve consumers who are victims of domestic violence and abuse?

d. How might guardianship present challenges?

5. Is there anything regarding the Center’s culture that creates challenges to assisting consumers who are victims of domestic violence and abuse, such as stigma or assumptions?

a. Is there anything you wish you or your team had to better support people with disabilities are victims of domestic violence?  For example, trainings, resources, community relationships?
b. Is this an area you feel the Center should further invest in?

6. To what degree do you think the collaboration between Equinox and the Center aligns with the Center’s:
a. Mission or visions?

b. Strategic goals?

7. How does change happen at the Center?
a. What is the decision-making process?

b. How are policies and procedures created or changed?

c. How are decisions made regarding hiring personnel?

d. How are decisions about resource allocations made?

8. As you know, this Collaboration is funded with a three-year grant from OVW.  After this Needs Assessment, we’ll develop and implement a plan of action that will involve the commitment of staff over and above those who’ve served on the Collaboration’s main organizing team, including the Project Coordinator.

a. For example, will you support requiring staff to attend trainings (or other events) that may be developed?

9. What are your thoughts about how the Collaboration can continue beyond the funded period?

a. Will you support the development and dedication of resources to make that happen?

10.  Do you have additional comments or feedback to share for Project ARISE?

Introduction Script for Focus Groups
Middle Management & Supervisors
Good morning / Good afternoon.  Thanks for being a part of this focus group.  Your feedback and opinions are very important to our project.

I’m ______________ and I’m here with _____________ from ______________ to facilitate our group today.

I’d like to give you a brief overview of Project ARISE and put this focus group into context.  

Project ARISE is a collaboration between Equinox Domestic Violence Services and the Center for Disability Services.  We aim to build a lasting collaboration to improve services for survivors of domestic violence who have a physical or developmental disability. 

This Needs Assessment will engage survivors of domestic violence and people with a physical and/or developmental disability, members of our boards of directors, agency executive staff, middle management, supervisors and direct services staff by conducting focus groups like this one.

Our Needs Assessment goals are to: 

· Learn how rules and regulations impact Survivors and People with Disabilities experiences with service providers.

· Evaluate skills, awareness, and comfort levels of staff at every level of both organizations to respond to and support people with disabilities who have experienced domestic violence or abuse.

· Identify current organizational structures and gaps at both organizations with regard to policy, procedures, protocols and trainings that address how to respond to and support people with disabilities who have experienced domestic violence.

· Identify what works and what doesn’t work in an organization to ensure accessibility, safety, response and a welcoming environment through the lens of survivors with disabilities.

· Identify what current relationships exist between Equinox and Center for Disability Services (both formal and informal), barriers to working together effectively, and opportunities to grow, nurture and sustain the relationship.

Does anyone have any questions about Project ARISE and our purpose here today? 

[Allow time for questions and answers] 

Before we get started, we have a few important points to make about confidentiality:
· Your participation in this focus group will not affect your status as an employee.

· Although your personal identity will be kept confidential, the opinions and perspectives you share may be used in a Needs Assessment Report that will be reviewed by Project staff at Equinox and the Center for Disability Services and other stakeholders.

· It is highly encouraged that you all respect each other’s confidentiality, but Project ARISE is not responsible for the actions of others, either inside or outside of the focus group process. 
· Based on Project ARISE not being able to fully guarantee confidentiality, we encourage you all not to reveal personal information you wish not to have shared with others.

Housekeeping and group guidelines: Before we get started with our discussion, I’d like to review our group guidelines. 

· In keeping in sync with confidentiality, we would like everyone to refrain from using names in this process.  For example, if you relate an experience that involves a colleague, survivor or consumer, please do not say that person’s name when describing it.

· We ask that what is said in this focus group stays in this focus group. Please do not speak about anyone’s involvement in the group as that would break their confidentiality. 

· When one person is talking, I would like for us all to refrain from interrupting or speaking over others. This will allow for an easy flow of conversation and enables everyone the opportunity to share their ideas and thoughts. 

· No one will be pressured to comment on every question but your participation is greatly encouraged and appreciated. We are eager to hear from everyone and full participation is our hope.

· We will be together for about an hour.   If you need to take a break, go ahead and do so.

· We ask that you refrain from using your cell phone during this time so as not to distract yourself or others.  Please take a moment now to set your phone settings appropriately. 

Are there any group guidelines that you would like to add or any questions you might have?

[Allow time for participants to provide input]. 

Let’s start with our questions and discussion.

Questions for Equinox
Supervisors
1. Let’s talk about your experiences, individually and working with your staff, in responding to the needs of survivors who have a disability.
a. What went well?

b. What didn’t go so well?
2. What do you think are the challenges Equinox has in serving survivors with disabilities?  
a. Staff capacity? 
b. Budget and financial resources?
c. Policies and procedures?
d. Other resources and training?
3. Are there any challenges within the culture of Equinox that may impact survivors with disabilities?  
a. Stigma?
b. Attitudes and assumptions regarding people with disabilities?
4. Is there anything you wish Equinox had to better support survivors with disabilities?  
a. Training?  What types of training?

b. Resources?  What types of resources?
c. Community relationships?
5. What is in place at Equinox to let you know when you or one of your staff is working with someone with a disability?
a. Intake Process?
b. Process for clients to request accommodations?
c. Other policies or procedures?
6. Are there things in place that help you assist staff when they are working with someone with a disability?

7. How comfortable are you with assisting staff when they are working with someone with a disability?

8. The next set of questions is about how a person with a disability can access services from Equinox.  By “access” we mean:  Services that meet each individual’s physical, emotional, cognitive, financial, and cultural needs to acquire appropriate resources, advocacy and safety.
a. What does Equinox currently do that ensures services are accessible to people with disabilities?
b. What processes does Equinox have that create an opportunity for a person with a disability to request an accommodation?
c. Do you feel staff have what they need to meet accommodation requests?

9. How does change happen at Equinox?

a. What is the decision-making process?

b. How are policies and procedures created or changed?

c. How are new or existing policies and procedures implemented?

d. How are decisions made regarding hiring personnel?

e. How are decisions about resource allocations made?

f. How do supervisors directly influence change?
10. How are new or existing policies and procedures implemented?
a. How is staff informed of new policies?

b. Do they receive training on new policies and procedures?

11. Have you ever partnered with Center for Disability Services in the past to support a survivor with a disability?
a. If so, how did it go?
b. What were the strengths of the partnership?
c. What could be improved?
12.  As you know, this Collaboration is funded with a three-year grant from OVW. After this Needs Assessment, we’ll develop and implement a plan of action that will involve the commitment of staff over and above those who’ve served on the Collaboration’s main organizing team, including the Project Coordinator.
a. For example, how will you manage staff schedules to allow for everyone to participate in training or other event?

13. Do you have additional comments or feedback to share for Project ARISE?
Questions for Center for Disability Services
Middle Management and Supervisors
1. Let’s talk about your experiences, individually and working with your staff, in responding to the needs consumers who are victims of domestic violence and abuse.
a. What went well?

b. What didn’t go so well?
2. What do you think are the challenges the Center has in serving consumers who are victims of domestic violence and abuse? 
a. Staff capacity?
b. Budget and financial resources?
c. Policies and procedures?
d. Other resources and training?
3. Are there any challenges within the culture of your organization that may impact survivors with disabilities?
a. Stigma
b. Attitudes and assumptions regarding people with disabilities or victims of domestic violence?

4. Is there anything you wish the Center had to better support consumers who are victims of domestic violence and abuse?  
a. Training?  What types of training?

b. Resources?  What types of resources?

c. Community relationships?
5. What is in place at the Center to let you know when you or one of your staff is working with a consumer who is a victim of domestic violence?

a. Intake Process?

b. Process for consumers to request assistance?  If there is a process, how are consumers informed about it/reminded of it (awareness campaigns?)?
c. Other policies or procedures?
6. Are there things in place that help you assist staff when they are working with a consumer who has experienced domestic violence?

7. How comfortable are you with assisting staff when they are working with a consumer who has experienced domestic violence?

8. What are some factors you believe make it possible for a consumer to freely disclose their experience of domestic violence?

a. What are some factors that you believe might prevent a consumer from disclosing domestic violence?

b. Do you think people make assumptions about people with disabilities?  For example, their believability?

9. How does change happen at the Center?

a. What is the decision-making process?

b. How are policies and procedures created or changed?

c. How are new or existing policies and procedures implemented?

d. How are decisions made regarding hiring personnel?
e. How are decisions about resource allocations made?
f. How do supervisors directly influence change?
10. Have you ever partnered with Equinox in the past to support a consumer who is a victim of domestic violence or abuse?

a. If so, how did it go?

b. What were the strengths of the partnership?

c. What could be improved?

11. As you know, this Collaboration is funded with a three-year grant from OVW. After this Needs Assessment, we’ll develop and implement a plan of action that will involve the commitment of staff over and above those who’ve served on the Collaboration’s main organizing team, including the Project Coordinator.

a. For example, how will you manage staff schedules to allow for everyone to participate in a training or other event?

12. Do you have additional comments or feedback to share for Project ARISE?
Introduction Script for Focus Groups
Direct Services Staff

Good morning / Good afternoon.  Thanks for being a part of this focus group.  Your feedback and opinions are very important to our project.

I’m ______________ and I’m here with _____________ from ______________ to facilitate our group today.

I’d like to give you a brief overview of Project ARISE and put this focus group into context.  

Project ARISE is a collaboration between Equinox Domestic Violence Services and the Center for Disability Services.  We aim to build a lasting collaboration to improve services for survivors of domestic violence who have a physical or developmental disability. 

This Needs Assessment will engage survivors of domestic violence and people with a physical and/or developmental disability, members of our boards of directors, agency executive staff, middle management, supervisors and direct services staff by conducting focus groups like this one.

Our Needs Assessment goals are to: 

· Learn how rules and regulations impact Survivors and People with Disabilities experiences with service providers.

· Evaluate skills, awareness, and comfort levels of staff at every level of both organizations to respond to and support people with disabilities who have experienced domestic violence or abuse.

· Identify current organizational structures and gaps at both organizations with regard to policy, procedures, protocols and trainings that address how to respond to and support people with disabilities who have experienced domestic violence.

· Identify what works and what doesn’t work in an organization to ensure accessibility, safety, response and a welcoming environment through the lens of survivors with disabilities.

· Identify what current relationships exist between Equinox and Center for Disability Services (both formal and informal), barriers to working together effectively, and opportunities to grow, nurture and sustain the relationship.

Does anyone have any questions about Project ARISE and our purpose here today? 

[Allow time for questions and answers] 

Before we get started, we have a few important points to make about confidentiality:
· Your participation in this focus group will not affect your status as an employee.

· Although your personal identity will be kept confidential, the opinions and perspectives you share may be used in a Needs Assessment Report that will be reviewed by Project staff at Equinox and the Center for Disability Services and other stakeholders.

· It is highly encouraged that you all respect each other’s confidentiality, but Project ARISE is not responsible for the actions of others, either inside or outside of the focus group process. 
· Based on Project ARISE not being able to fully guarantee confidentiality, we encourage you all not to reveal personal information you wish not to have shared with others.

Housekeeping and group guidelines: Before we get started with our discussion, I’d like to review our group guidelines. 

· In keeping in sync with confidentiality, we would like everyone to refrain from using names in this process.  For example, if you relate an experience that involves a colleague, survivor or consumer, please do not say that person’s name when describing it.

· We ask that what is said in this focus group stays in this focus group. Please do not speak about anyone’s involvement in the group as that would break their confidentiality. 

· When one person is talking, I would like for us all to refrain from interrupting or speaking over others. This will allow for an easy flow of conversation and enables everyone the opportunity to share their ideas and thoughts. 

· No one will be pressured to comment on every question but your participation is greatly encouraged and appreciated. We are eager to hear from everyone and full participation is our hope.

· We will be together for about an hour.   If you need to take a break, go ahead and do so.

· We ask that you refrain from using your cell phone during this time so as not to distract yourself or others.  Please take a moment now to set your phone settings appropriately. 

Are there any group guidelines that you would like to add or any questions you might have?

[Allow time for participants to provide input]. 

Let’s start with our questions and discussion.
Questions for Equinox
Direct Services Staff
When we say “working with or providing a service to” please think about your own job and role with Equinox.  Speak to any experience where you may have worked with someone you thought had a disability.  If you haven’t yet, think about any hypothetical situations where you may work with someone with a disability or you may be the first point of contact for that person at Equinox.

We want to be clear about what we mean by disability. The ARISE Collaboration Project is focusing on people who are 18+ years old, have a physical and/or developmental disability and live in the community (not in a certified residential setting).  We are not focusing on clients who may have mental health disabilities but we expect that we learn from you and others during this Project will help the agency improve service delivery between agency programs.
1. How do you know you’re working with someone who has a disability?

a. Unprompted Disclosure?
b. Intake Process?

c. Process for clients to request accommodations?

d. Other policies or procedures?

2. How comfortable are you when working with someone with a disability?

a. What would make you more comfortable?

3. Let’s talk about your experiences in responding to the needs of survivors who have a disability.
a. What went well?
b. What didn’t go so well?
4. What do you think are the challenges Equinox has in serving survivors with disabilities?  Some examples are:
a. Staff capacity
b. Policies and procedures
c. Other resources and training
5. Are there any challenges within the agency’s culture that may impact survivors with disabilities?
a. Stigma?
b. Attitudes and assumptions regarding people with disabilities experiences?
6. Is there anything you wish Equinox had to better support survivors with disabilities?  
a. Training?  What types of training?

b. Resources?  What types of resources?

c. Community relationships?
7. The next set of questions is about how a person with a disability can access services from Equinox.  By “access” we mean:  Services that meet each individual’s physical, emotional, cognitive, financial, and cultural needs to acquire appropriate resources, advocacy and safety.

a. What does Equinox currently do that ensures services are accessible to people with disabilities?

b. What processes does Equinox have that create an opportunity for a person with a disability to request an accommodation?

c. Do you feel you have what you need to meet accommodation requests?
8. When change happens at Equinox how do you find out about it?

a. How are the changes implemented?

b. What is helpful about that process?

c. What could be improved?

d. What is the decision-making process?

e. How does staff influence change?

9. Have you ever partnered with Center for Disability Services in the past to support a survivor with a disability?

a. If so, how did it go?

b. What were the strengths of the partnership?

c. What could be improved?
10. What do you want disability service providers to know about how to best serve survivors of domestic violence and abuse?  Some examples are:

a. impact of trauma has on behavior,

b. understanding triggers,

c. understanding the complexity of disclosing abuse by a loved one (fear of ramifications on self, on the abuser.)
11. Do you have any other feedback for us?
Questions for Center for Disability Services
Direct Services Staff

When we say “working with or providing a service to” please think about your own job and role with the Center.  Speak to any experience where you may have worked with someone you thought was a survivor of domestic violence or abuse.  If you haven’t yet, think about any hypothetical situations where you may work with a survivor of domestic violence or you may be the first point of contact for that person at the Center.
We want to be clear about what we mean by domestic violence.  The ARISE Collaboration Project defines domestic violence as:  The use of power and control by one person over another person to get what he or she wants; it can take the form of physical, sexual, economic, emotional and psychological abuse and it can be perpetrated by an intimate partner, family member, or caregiver.
1. How do you know you’re working with someone who has experienced domestic violence or abuse?

a. Unprompted Disclosure?

a. Intake Process?

b. Process for clients to request accommodations?

c. Other policies or procedures?
2. How comfortable are you when working with a consumer who has experienced domestic violence or abuse?
a. What would make you more comfortable?
3. Let’s talk about your experiences in responding to the needs of consumers who are victims of domestic violence and abuse.
a. What went well?

b. What didn’t go so well?
4. What do you think are the challenges the Center has in assisting consumers who are victims of domestic violence and abuse?  Some examples are: 
a. Staff capacity

b. Policies and procedures, 
c. Other resources and training

5. Are there any challenges within the agency’s culture that may impact consumers who are victims of domestic violence and abuse?  
a. Stigma
b. Attitudes and assumptions regarding people with disabilities experiences?

6. Is there anything you wish the Center had to better support consumers who are victims of domestic violence and abuse?  
a. Training?  What types of training?

b. Resources?  What types of resources?

c. Community relationships?
7. What are some factors you believe make it possible for a consumer to freely disclose their experience of domestic violence?

a. What are some factors that you believe might prevent a consumer from disclosing domestic violence?
b. Do you think people make assumptions about people with disabilities?  For example, their believability?

8. When change happens at the Center how do you find out about it?

a. How are the changes implemented?

b. What is helpful about that process?

c. What could be improved?

d. What is the decision-making process?

e. How does staff influence change?

9. Have you ever partnered with Equinox in the past to support a consumer who is a victim of domestic violence or abuse?

a. If so, how did it go?

b. What were the strengths of the partnership?

c. What could be improved?
10. What do you want domestic violence service providers to know about how to best serve people with disabilities?
a. Communication considerations

b. Behavior considerations

c. Techniques for working with someone with a disability

11. Do you have any other feedback for us?

RECRUITMENT Script for Focus Groups

for People with Developmental Disabilities
I’d like to talk with you about a project I’m working on.

We’re going to have some group discussions about what people think about the services they receive, what makes them good or what makes them bad.

We want to learn about this from you because you know best what works and what can be better.  We plan to use what we learn from you to make things better here.
You don’t have to do this.  It is your choice.
We will keep everything you say confidential except if you say anything about a child being abused or neglected which we have to report to child protective services who may want to investigate what you said.  And if you say anything about abuse or neglect you may have experienced, we may have to report that too.  If you have any concerns about your confidentiality or risks of mandatory reporting, you can choose not to participate in our discussi9on group.  If you decide you do want to join one of our discussion groups, we’ll remind everyone at the beginning of the discussion that they should be careful about what they say.
If you have a personal care aide, they can bring you to the group but they will have to wait outside the room.  If you need a personal care aide during the group discussion, we can make sure someone is there for you. 

We want to make sure everyone feels safe and comfortable during the group discussions.  No one will do or say anything to make you feel unsafe or uncomfortable.  

You should only agree to do this if you feel like it’s a good thing for you to do.

If you decide to join a group discussion, you will receive a $10 gift card when you get there.  There will also be some snacks and drinks for everyone.

What do you think?  Are you willing to volunteer for one of our group discussions? 

Registration:   

[If recruiting in a group setting] Hand out registration forms and review the focus group schedule with the consumers, asking each which they want to join.

[If recruiting one on one] Review the registration form with the consumer, reviewing the focus group schedule and asking which they want to join.
Recruiter: indicate date and time of focus group selected on the completed Registration Form.

Fill out Reminder Card and give to participant.

Introduction Script for Focus Groups

for People with Developmental Disabilities
Hello.  My name is ___________________ and I work here at the Center.

We want to learn what you think about a few things so we’re going to ask you some questions. 
You don’t have to say anything if you don’t want to, but we really hope you’ll feel comfortable to tell us what you think.
This is ___________ and she (or he) is here to write down what you say so we can remember it for later.  

We will be writing down some of what you say, but not your names.  We plan to use what we learn from you to make things better here.
We want to remind everyone that we may have to report anything you say about hurting yourself or a child and anything you say about abuse or neglect you may have experienced yourself.  If anyone says something about these types of things, we will have to consult with Center staff and they may want to speak with you about what you said.
Do you have any questions?

[Allow time for participants to provide input]. 

Before we get started with the questions, here is the $10 gift card we promised.

[Give out gift cards at this time]
Now we’re ready for the questions. 
Questions for

People with Developmental Disabilities 
1. What is a place you feel good at?  Why do you feel good there?

a. Is it the people who work there?  What do they do to make you feel good?

b. Is the place easy to get around?

c. Do you feel like you are taken care of there?

2. What is a place you don’t feel good at?  Why do you feel bad there?

a. Is it the people who work there?  What do they do to make you feel bad?

b. Is the place hard to get around?

c. Do you feel like you don’t get what you want there?

3. The last time you needed to ask someone for help, how did you feel about it?
a. Do some people make it easy for you to ask?  How do they make it easy?

4. Sometimes people might think you need help when you didn’t ask for it.  Or they might tell you what you should do.  How does that make you feel?
5. Have you ever done something you were told not to do?  What happened?

6. Think of a time when you made an important decision about your life.  Maybe it was when you agreed to your goals.

a. What did the staff do to help you make the decision?

b. Did you feel comfortable asking questions?

c. Have you ever felt pressured to agree to something or to sign something?
7. Do you have someone to support you if you want to make a change in your life?

8. What would be the most important thing you would teach people who want to help you?
9. Let’s say you want start a new activity.  How would you find out about it?
a. Examples: ask someone, the internet, at the library, at your day program, at home, someplace else?

b. Who, if anyone, helps you find this information (staff, friend, family, co-worker, counselor, case manager, someone else)?
10. Have you ever heard of Equinox?  Do you know what they do there?

RECRUITMENT Script for Focus Groups
for People with MS

Hello.  I wanted to take a few moments today to talk to you about Project ARISE. 
Project ARISE stands for Albany Respects Individual Safety through Empowerment.  

The project is a collaboration between Equinox and the Center for Disability Services.

The main objective of Project ARISE is to create an innovative and responsive system of supports and services for individuals with disabilities who are impacted by domestic violence and abuse.
This Needs Assessment will help the Project learn about the experiences of people with MS with the services they receive so we can make things better.
Your input is extremely valuable to Project ARISE in exploring the needs of survivors of domestic violence.  You hold a unique perceptive on what is helpful and not helpful when accessing services and we are eager to hear about your experiences in using the different services in your community.

Now that you know what Project ARISE is and why we are conducting this needs assessment, we would like to invite you to voluntarily participate in a focus group.  We have a schedule of different dates and times to choose from.  The focus group will be approximately an hour and a half long.  Your participation is very much encouraged and supported and there will be absolutely no disruption to your services or any negative consequences to you as a result of your participation.

There are some important things to think about as you’re making your decision.  Let’s go over a few now:

Confidentiality: Participation is strictly voluntary. Although your personal information will be kept confidential, the opinions and perspectives you share with Project ARISE will be used in a Needs Assessment report that will help us with the rest of the project. No names or other identifying information will be used. You will not be required to sign any consent forms, as all consent will be given verbally. You may withdraw from participation at any time during this process. 
A note taker will be present during the focus group. The notes will be used in needs Assessment Report.  Your name will not be linked to any specific information. The written notes will only be seen by Project ARISE members and they follow strict confidentiality guidelines. All written notes will be secured in a locked file cabinet and will be destroyed at the end of this grant period. 

Mandatory reporting requirements: Most information provided to Project ARISE will be held confidential except for the disclosure of child abuse or intent to harm oneself or someone else.  If anyone should disclose child abuse, a report will be made to CPS which may result in an investigation by them.  If someone discloses intent to harm themselves or others, a report will be made to the police who may investigate. If you have concerns about your confidentiality or risks of mandatory reporting, please feel free in choosing not to participate in our focus group.

The next important issue to discuss is safety risks and concerns. 

Safety Risks & Concerns: Project ARISE views safety as a top priority. We want to ensure that everyone not only feels safe but is safe throughout this process. We advise you not to participate if you feel your involvement could jeopardize your safety. If you feel that the group atmosphere will be an unsafe environment for you, an individual interview may be arranged.  Project ARISE will also be working in conjunction with your service provider during this recruitment period to ensure that you are not put at any additional risk by participating. Please note that you may withdraw from the group process or optional interview at any point if you start to experience uncomfortable feelings or you feel unsafe. Even though the nature of our conversation is not meant to cause uncomfortable feelings, we realize that it may happen unintentionally.

Now I would like to discuss how you can register for this focus group.

Recruiter:  Review Focus Group Schedule and help select date.  If the potential participant cannot immediately select a focus group date, make arrangements to follow-up with them for their answer.
Registration:   

[If recruiting in a group setting] I will ask that everyone take a registration form and fill it out as it applies to you. We ask that everyone fill out this form regardless of your interest in participating.  If you need assistance in filling it out or have any questions you might like to ask privately, please let me know. 

[If recruiting one on one] I have a registration form to give you if you are interested in participating. If you need assistance in filling it out or have any questions you might like to ask, please let me know. 

Recruiter: indicate date and time of focus group selected on the completed Registration Form, fill out Reminder Card and give to participant.

As a token of our appreciation for your time and effort, a $10 gift card will be given to you on the date of your scheduled focus group or interview. If you feel that your safety could be jeopardized by taking the gift card home, we can arrange to keep it for you until a later date. If this option is not feasible or safe, then other reasonable arrangements will be made for you. 
Light refreshments will be offered during all focus groups. 

Introduction Script for Focus Groups

People with MS
Hello.  My name is ___________________ and I’m from Project ARISE. 
We thank you for being here today to take part in this focus group. Your feedback and opinions are very important to our project. 

This is_________________ and she/he will be with us to take notes on what we talk about today.
To start off, here is the $10 gift card we promised when we asked you to be here.  If you have any issues about taking the card with you today, please let us know and we’ll make another arrangement.  [Give out gift cards at this time]
We are working hard to make sure we hear from a lot of people to learn their opinions on what makes services safe, welcoming, and responsive and what you think needs improvement. 

Does anyone have any questions why we’re here today?
[Allow time for questions and answers.] 

Before we get started, we have a few important points to make about confidentiality:
· Participation is strictly voluntary and your services will not be affected.

· Although your personal identity will be kept confidential, the opinions you share may be used in a Needs Assessment Report that will be reviewed by Project staff at Equinox and the Center for Disability Services and other stakeholders.

· It is highly encouraged that you all respect each other’s confidentiality, but Project ARISE is not responsible for the actions of others, either inside or outside of the focus group process. 
· Based on Project ARISE not being able to fully guarantee confidentiality, we encourage you all not to reveal personal information you wish not to have shared with others.

Mandatory Reporting: There are exceptions to the confidentiality policy here today. 
· Any information given to us about the abuse of a child must be reported to CPS which may begin an investigation about what you said.
· If you disclose plans to harm yourself or others it will be reported to the police.
· If you have any reservations about participating in this focus group you are completely free to leave now or at any time during the discussion.

Housekeeping and group guidelines: 

Before we get started with our discussion, let’s review our group guidelines. 

· Remember not to use any names, your own name or names of others in the group.

· Please keep silent about what you hear in this group.  

· Please don’t interrupt when someone is talking and please let them finish before you speak.

· You don’t have to say anything if you don’t want but we hope you will feel comfortable to share your opinion.

· You can take a break at any time.

· Please don’t use your cell phone during the group.

Do you have any questions about these guidelines or something else to add?

[Allow time for participants to provide input]. 

Ok, one last reminder to you all that by being here today you are agreeing to voluntarily participate in this focus group. 
No signed consent forms are needed for this process and you are free to leave at any time.

Your willingness to be here today gives us permission to write down and share your feedback anonymously.

Your identity will not be revealed and no information will be linked back to you specifically. 
Is this clear to everyone? 

Great!  Now we’re ready for the questions.

Questions for

People with MS
1. How do you find out about services available to you in your community? For example, how did you find your dentist?
2. Let’s say you want to take a new class or start a new activity of some kind.   Where would you look for this information?  (Prompts:  ask someone, on the internet, in the mail, at the library, someplace else?
3. Who, if anyone, helps you find this information (staff, friend, family, co-worker, counselor, or someone else)?

4. Think about a place in your community that you go that makes you feel comfortable.  What place comes to mind?

a. Think about the people who work there.  What do they do to make you feel comfortable?

i. Do they know what they are doing?  If so, how do you know?

b. Now think about the building.  What about the building do you like?

i. Is it easy to get around?  If yes, what makes it easy to get around?

ii. Is it easy to find what you are looking for?  If yes, what makes it easy?

c. Is there anything else that makes you feel comfortable about that place?

5. Now, think about a place in your community that makes you feel uncomfortable.  What place comes to mind?

a. Think about the people who work there.  Do the people that work there do something that makes you uncomfortable?

i. What do they do to make you feel uncomfortable?

b. Now think about the building.  Is there something about the building or place that you don’t like?

i. Is it hard to get around?  If yes, what makes it hard to get around?

ii. Is it hard to find what you are looking for?  If yes, what makes it hard?

c. Is there anything else that makes you feel uncomfortable about that place?

6. We all need help sometimes but it can be hard to ask for help from others.  Think of the last time you needed help from someone.  Some examples of things to ask for help with are:  help with calling someone; help reading papers, help getting somewhere.  What made it easy for you to ask for the help you needed?

a. Did that person ask if you needed help?

b. Do you like it when people ask if you need help?

c. Is there anything else that these people do to make it easy to ask for help if you want it?

7. Think of a time when you made an important decision about your life.  One example might be when you decide what medication(s) or course of treatment to follow for your MS.  How did you get the information you needed to make that decision?
a. Did staff give you enough information?

b. Did you feel comfortable asking questions?

c. When you are asked to sign a paper to give your permission for something, like your care/treatment plan, do you feel like you have enough information so you understand what you are signing?

i. What did the staff do to make sure you understand what you are signing?

ii. What can staff do better to make sure you understand what you are signing?

iii. If you don’t understand what you’re agreeing to, does someone help you?  What do they do to help you understand what you’re signing?

d. Have you ever felt pressured to agree to something or sign something?

i. What about the situation made you feel pressured?

ii. What would make it easier?

8. What would you like people in the community to know about how best to support someone with multiple sclerosis?
a. What would be the most important thing you would teach them?

9. Have you ever heard of Equinox?  Do you know what they do there?

10. Do you have any other feedback for us?

RECRUITMENT Script for Focus Groups
for Survivors of Domestic Violence and Abuse

Hello.  My name is ___________. I wanted to take a few moments today to talk to you about Project ARISE. 
Project ARISE stands for Albany Respects Individual Safety through Empowerment.  

The project is a collaboration between Equinox and the Center for Disability Services.

The main objective of Project ARISE is to create an innovative and responsive system of supports and services for individuals with disabilities who are impacted by domestic violence and abuse.
The main objectives of the Needs Assessment are to learn the experiences of survivors of domestic violence with the services they receive so we can make things better.

Your input is extremely valuable to Project ARISE in exploring the needs of survivors of domestic violence.  You hold a unique perceptive on what is helpful and not helpful when accessing services and we are eager to hear about your experiences in using the different services in your community.

Now that you know what Project ARISE is and why we are conducting this needs assessment, we would like to invite you to voluntarily participate in a focus group.  We have a schedule of different dates and times to choose from.  The focus group will be approximately an hour and a half long.  Your participation is very much encouraged and supported and there will be absolutely no disruption to your services or any negative consequences to you as a result of your participation.

There are some important things to think about as you’re making your decision.  Let’s go over a few now:

Confidentiality: Participation is strictly voluntary. Although your personal information will be kept confidential, the opinions and perspectives you share with Project ARISE will be used in a Needs Assessment report that will help us with the rest of the project. No names or other identifying information will be used. You will not be required to sign any consent forms, as all consent will be given verbally. You may withdraw from participation at any time during this process. 
A note taker will be present during the focus group. The notes will be used in needs Assessment Report.  Your name will not be linked to any specific information. The written notes will only be seen by Project ARISE members and they follow strict confidentiality guidelines. All written notes will be secured in a locked file cabinet and will be destroyed at the end of this grant period. 

Mandatory reporting requirements: Most information provided to Project ARISE will be held confidential except for the disclosure of child abuse or intent to harm oneself or someone else.  If anyone should disclose child abuse, a report will be made to CPS which may result in an investigation by them.  If someone discloses intent to harm themselves or others, a report will be made to the police who may investigate. If you have concerns about your confidentiality or risks of mandatory reporting, please feel free in choosing not to participate in our focus group.

The next important issue to discuss is safety risks and concerns. 

Safety Risks & Concerns: Project ARISE views safety as a top priority. We want to ensure that everyone not only feels safe but is safe throughout this process. We advise you not to participate if you feel your involvement could jeopardize your safety. If you feel that the group atmosphere will be an unsafe environment for you, an individual interview may be arranged.  Project ARISE will also be working in conjunction with your service provider during this recruitment period to ensure that you are not put at any additional risk by participating. Please note that you may withdraw from the group process or optional interview at any point if you start to experience uncomfortable feelings or you feel unsafe. Even though the nature of our conversation is not meant to cause uncomfortable feelings, we realize that it may happen unintentionally.

Now I would like to discuss how you can register for this focus group.

Recruiter:  Review Focus Group Schedule and help select date.  If the potential participant cannot immediately select a focus group date, make arrangements to follow-up with them for their answer.
Registration:   

[If recruiting in a group setting] I will ask that everyone take a registration form and fill it out as it applies to you. We ask that everyone fill out this form regardless of your interest in participating.  If you need assistance in filling it out or have any questions you might like to ask privately, please let me know. 

[If recruiting one on one] I have a registration form to give you if you are interested in participating. If you need assistance in filling it out or have any questions you might like to ask, please let me know. 

Recruiter: indicate date and time of focus group selected on the completed Registration Form, fill out Reminder Card and give to participant.

As a token of our appreciation for your time and effort, a $10 gift card will be given to you on the date of your scheduled focus group or interview. If you feel that your safety could be jeopardized by taking the gift card home, we can arrange to keep it for you until a later date. If this option is not feasible or safe, then other reasonable arrangements will be made for you. 
Light refreshments will be offered during all focus groups. 

Introduction Script for Focus Groups

for Survivors of Domestic Violence and Abuse 

Hello.  My name is ___________________ and I work here at Equinox. 
We thank you for being here today to take part in this focus group. Your feedback and opinions are very important to our project. 

This is_________________ and she/he will be with us to take notes on what we talk about today.
To start off, here is the $10 gift card we promised when we asked you to be here.  If you have any issues about taking the card with you today, please let us know and we’ll make another arrangement.  [Give out gift cards at this time]
We are working hard to make sure we hear from a lot of people to learn their opinions on what makes services safe and welcoming and what you think needs improvement. 

Does anyone have any questions why we’re here today?
[Allow time for questions and answers.] 

Before we get started, we have a few important points to make about confidentiality:
· Participation is strictly voluntary and your services will not be affected.

· Although your personal identity will be kept confidential, the opinions you share may be used in a Needs Assessment Report that will be reviewed by Project staff at Equinox and the Center for Disability Services and other stakeholders.

· It is highly encouraged that you all respect each other’s confidentiality, but Project ARISE is not responsible for the actions of others, either inside or outside of the focus group process. 
· Based on Project ARISE not being able to fully guarantee confidentiality, we encourage you all not to reveal personal information you wish not to have shared with others.

Mandatory Reporting: There are exceptions to the confidentiality policy here today. 
· Any information given to us about the abuse of a child must be reported to CPS which may begin an investigation of what you said.
· If you disclose plans to harm yourself or others it will be reported to the police.
· If you have any reservations about participating in this focus group you are completely free to leave now or at any time during the discussion.

Housekeeping and group guidelines: 

Before we get started with our discussion, let’s review our group guidelines. 

· Remember not to use any names, your own name or names of others in the group.

· Please keep silent about what you hear in this group.  

· Please don’t interrupt when someone is talking and please let them finish before you speak.

· You don’t have to say anything if you don’t want but we hope you will feel comfortable to share your opinion.

· You can take a break at any time.

· Please don’t use your cell phone during the group.

Do you have any questions about these guidelines or something else to add?

[Allow time for participants to provide input]. 

Ok, one last reminder to you all that by being here today you are agreeing to voluntarily participate in this needs assessment process. 
No signed consent forms are needed for this process and you are free to leave at any time.

Your willingness to be here today gives us permission to write down and share your feedback anonymously.

Your identity will not be revealed and no information will be linked back to you specifically. 
Is this clear to everyone? 

Great!  Now we’re ready for the questions. 
Questions for

Survivors of Domestic Violence & Abuse
1. How did you find out about Equinox Domestic Violence Services?
2. Do you have any ideas for good places to display information about our services?

3. Think about a time when you were trying to find services.  Was there anything that helped make it a good experience?  

a. Staff behavior, competency and knowledge

b. Confidentiality

c. Privacy

d. Overall atmosphere, comfort level
e. Materials/resources they offered

4. If you had a bad experience trying to find services, what made it bad?
a. Staff behavior, competency, and knowledge

b. Confidentiality

c. Privacy

d. Overall atmosphere, comfort level
e. Materials/resources they offered

5. An important consideration for many survivors of domestic violence is safety.

a. As a survivor, what does safety mean to you?

b. What did Equinox staff do to make you feel safe?
c. Did Equinox staff do anything or suggest anything that made you feel unsafe?

6. Does being a victim of domestic violence make you think differently about your safety when you’re out and about in the community?

a. Is there anything Equinox staff can do to help you with this?  For example, making a safety plan that includes new routines instead of old ones?

7. When you came to Equinox, what made it comfortable for you to talk about your experience of violence and abuse?
8. When would it be ok to share your information and the details of your domestic violence with other organizations?
a. After signing a one-time release of allowing us to release your information to anyone we deem necessary.
b. Or do you prefer to be asked prior to each time your information is going to be released, providing you with a choice as to whom you want the information released to?
9. What would you like community service providers (such as doctors, therapists, community agencies) to know about how to best support survivors of domestic violence?

10. Do you have any other feedback for us?

Project ARISE

Registration Form
for Survivors of Domestic Violence and Abuse

Thank you for considering participation in a focus group for Project ARISE.

The focus groups will be held at 95 Central Avenue.  The group will be about one and one-half hours (1.5 hours).  All focus groups will start promptly at the scheduled time and will include a break.  All participants of these focus groups will be survivors of domestic violence and abuse receiving services at Equinox. Light refreshments will be served and a $10 gift card will be given as a token of our appreciation for your time and participation in our needs assessment. Every effort will be made to provide a safe and accommodating group environment. Your participation is strictly voluntary and there will be no negative consequences to you or your services as a result of your involvement. No personal identifying information will be requested from you. 

Please fill out the appropriate sections below as they pertain to you. 


___ Yes, I wish to participate in a focus group for Project ARISE.


___ Yes, I wish to participate BUT ONLY in an optional individual interview.



Please speak with recruiter about arranging this.
 
___ No, I do not wish to participate.

Please continue to fill out entire form if you answered “yes” to participating in a focus group.

Please indicate the date, time and location of the focus group you’ve chosen to attend: 

_______________________________________________________ 

Accommodation Requests (Please check all that apply) 

____ Large Print Materials 

____ Wheelchair accessible 

____ Enhanced Listening Devices 
____ Open Captioning 

____ Transportation Coordination 

____Food Allergies (Please list):  ____________________________________________

____Personal Care Assistance (A personal care aide can be arranged since your own aide will not be allowed to be present in the focus group/interview) 

Other requests: __________________________________________________________ 

Project ARISE
Registration Form

For People with Physical and/or Developmental Disabilities

Thank you for considering participation in a focus group for Project ARISE.

The focus groups will be held at 314 South Manning Blvd or 700 South Pearl Street. The group will be about one and one-half hours (1.5 hours). All focus groups will start promptly at the scheduled time and will include a break.  All participants in these focus groups will be people with a disability who receive services at CFDS. Light refreshments will be served and a $10 gift card will be given as a token of our appreciation for your time and participation in our needs assessment. Every effort will be made to provide a safe and accommodating group environment. Your participation is strictly voluntary and there will be no negative consequences to you or your services as a result of your involvement. No personal identifying information will be requested from you. 

Please fill out the appropriate sections below as they pertain to you. 


___ Yes, I wish to participate in a focus group for Project ARISE.


___ Yes, I wish to participate BUT ONLY in an optional individual interview. 


Please speak with recruiter about arranging this.
 
___ No, I do not wish to participate.

Please continue to fill out entire form if you answered “yes” to participating in a focus group.

Please indicate the date, time and location of the focus group you’ve chosen to attend: 

_______________________________________________________ 

Accommodation Requests (Please check all that apply) 

____ Large Print Materials 

____ Wheelchair accessible 

____ Enhanced Listening Devices 
____ Open Captioning 

____ Transportation Coordination 

____ Alternative communication method (Please specify):  _______________________ 

_______________________________________________________________________ 

____Personal Care Assistance (A personal care aide can be arranged since your own aide will not be allowed to be present in the focus group/interview) 

____Food Allergies (Please list):  ____________________________________________ 

_______________________________________________________________________ 

Other requests: __________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Thank you and we look forward to meeting with you.
Project ARISE

Registration Form for Agency Staff 

The focus group will be held at [EQUINOX 95 Central Avenue, Albany or CFDS 314 South Manning Blvd., Albany] and last for approximately an hour and a half.  Every effort will be made to provide a safe and accommodating group environment. Your participation is supported by agency administration and there will be no negative consequences to you as a result. No personal identifying information will be requested from you.
Please fill out the appropriate sections below as they pertain to you. 

 
___ I wish to participate in a focus group for Project ARISE.


___ I wish to participate BUT ONLY in an optional individual interview. 



 Please speak with recruiter about arranging this.
Please continue to fill out entire form if you will be participating in a focus group. 

Please indicate the date, time and location of the focus group you will attend: 

_______________________________________________________ 

Accommodation Requests (Please check all that apply) 

____Large Print Materials 

____Wheelchair accessible 

____Enhanced Listening Devices 
____Open Captioning 

____Transportation Coordination 

____ Alternative communication method (Please specify):  ______________________ 

____Personal Care Assistance (CFDS will provide personal care assistance since your PCA will not be allowed to be present in the focus group/interview) 

____Food Allergies (Please list):  __________________________________________________ 

Other requests:  _______________________________________________________________ 

Project ARISE

Appointment Reminder Card

Date:
  _____________________________________

Time:  _____________________________________

Location:
__________________________________

If you are unable to keep this appointment, please contact:

Sherri Salvione

(518) 466-5126

Project ARISE

Appointment Reminder Card

Date:
  _____________________________________

Time:  _____________________________________

Location:
__________________________________

If you are unable to keep this appointment, please contact:

Sherri Salvione

(518) 466-5126

	Focus Group Debriefing Form



	Facilitator and Recorder
Please complete this form together immediately following the focus group and deliver it to the Project Coordinator.

	Group:________________________________________________

Date: __________________________Time: __________________
Location: ______________________________________________
Number of participants: ___________________________________
Facilitator:______________________________________________

Recorder:_______________________________________________



	Anything noteworthy about the process? What’s working? What needs changed? What can make the groups more successful?



	Memorable Quotes or comments:
	

	

	

	

	

	

	

	

	

	What did you observe?

	

	

	

	

	

	

	

	

	

	What were the two or three most valuable messages you’ve heard in this focus group?

	

	

	

	

	

	

	

	

	

	

	

	

	Anything else to add? Gaps in services? Insightful comments?

	

	

	

	

	


Project ARISE

Commonly Used Terms
Abuse: Any incident of maltreatment or neglect of an individual that causes physical, psychological, emotional, sexual, and/or financial harm to that individual.  See also “Domestic Violence” below.
Accessibility: The ease of use and navigation in one’s environment, including the programmatic, communication, physical and attitudinal. 

Accommodations: Any adaptations or changes to the programmatic, communication, physical or attitudinal environment that enables better access for people with disabilities. Some examples are widened doorways; curb cuts; specialized voice activated software; automatic doors; sensitivity training about disability and domestic and sexual violence; awareness of survivors’ safety needs, including preferred mode of communication and use of alternative locations for services. 

Barriers: Any obstructions, hurdles, or difficulties that impair one’s access to the necessary and/or desired activities of daily life or to desired service delivery systems. Some examples are stairs; printed materials; lack of services in native language; doors with pull or push handles; standard telephones; negative attitudes of others, such as prejudging, stereotyping, discriminating, and disregarding safety. 

Capacity: The ability to make informed choices about one’s life and the ability to understand the consequences of one’s actions and decisions. Capacity also means the ability of service providers to meet the specific needs of survivors.

Collaboration: A partnership between our two organizations to accomplish mutual goals and objectives that one organization alone could not achieve. Our Collaboration Team, composed of 5 representatives from each agency, is committed to working closely together as a team to bring about systems change within both organizations. 

Community Stakeholders: Other entities outside of our collaboration that will, at various points in our project, hold a key interest in our activities and outcomes. 

Disability: According to the Americans with Disabilities Act (ADA), a physical or mental challenge that significantly limits one’s ability to accomplish one or more major life activities, has a record of such physical or mental challenge, or is regarded as having such physical or mental challenge. 

Developmental Disability: According to the NYS Mental Hygiene Law, one that originates before the age of 22; can be expected to continue indefinitely; constitutes a substantial limitation to the individual’s ability to accomplish routine activities of daily living; is attributable to mental retardation, cerebral palsy, epilepsy, neurological impairment, autism, dyslexia, or any other condition resulting in a similar limitation of general intellectual functioning or adaptive behavior. 

Discrimination: The act of treating a person or group differently based on race, gender, ethnicity, disability, sexual orientation, religion, age, and domestic and sexual violence; results from lack of knowledge and/or prejudice; involves inequality and lack of appreciation of diversity. 

Diversity: The variety of differing abilities, ages, cultures, races, ethnicities, religious practices, political viewpoints, and sexual orientations within our society; the acceptance and appreciation of these differences. 

Domestic Violence: The use of power and control by one person over another person to get what s/he wants; can take the form of physical, sexual, economic, emotional and psychological abuse; can be perpetrated by an intimate partner, family member, caregiver, other program participant, or other group home/shelter resident. 

Economic Justice: Being granted financial equality, which includes access to one’s own money, and the control over one’s own financial matters; the absence of discrimination in housing and employment choices. 

Negotiation: The process of working through a conflict utilizing discussion and compromise. 

Physical Disability: According to the Americans with Disabilities Act (ADA), having a physical limitation acquired after the age of 22 that substantially restricts one or more major life activities; having a record of such limitations; being regarded as having such limitations. Some examples are multiple sclerosis, spinal cord injuries, stroke, 

paraplegia, etc. 

Safety: The state of living free from fear, danger, harm, abuse, control and violence; the presence of environments that are nurturing and healthy. 

Service Delivery System: A mechanism designed to offer and accommodate the specific needs and desires of survivors with disabilities. 

Sexual Violence: The coercion of any sexual contact without consent. Non-consensual and unwanted sexual acts including but not limited to vaginal penetration, anal penetration, vaginal oral sex, penile oral sex, fondling of sexual organs and anatomy, exposing sexual anatomy to others, and masturbating in the presence of others. 

Survivor: A person who has experienced or is currently experiencing a domestic or sexually violent event or situation; one who employs the strengths to persevere through the effects of the trauma whether or not s/he has acknowledged the abuse, is in the 

process of healing, or has recovered from the traumatic experience. 

Systems Change: The process of modifying existing organizational cultures through policies and procedures within our organizations in order to bring about a more responsive and effective service delivery system for survivors with disabilities. 

Target Population: Survivors of domestic violence with physical, developmental and/or mental health disabilities who live in the community (not in certified residential sites) are the focus of the ARISE Collaboration. 
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