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Needs Assessment Plan
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Collaboration History and Introduction
Project SAFE (Safety and Accessibility for Everyone) is a multi-disciplinary network working to build the capacity of professionals throughout Kentucky to provide safe, accessible and comprehensive person-centered services to individuals with disabilities who have been subjected to sexual assault and/or domestic violence. Project SAFE was established in 2005 when a small number of sexual assault advocates realized that victim service providers are frequently not prepared to serve individuals with disabilities, that disability-related service providers are often not trained to address issues of sexual assault and/or domestic violence, and that criminal justice personnel are frequently not provided information on how to respond to individuals with disabilities who have been subjected to sexual assault and/or domestic violence. In order to promote safe, accessible and comprehensive, person-centered services for individuals with disabilities who have been subjected to sexual assault and/or domestic violence, state-level technical assistance providers started working together as Project SAFE to raise awareness, improve accessibility, and train service providers and criminal justice professionals about sexual assault and domestic violence against individuals with disabilities. 
In October 2008, Project SAFE received funding under The Education, Training, and Enhanced Services to End Violence Against and Abuse of Women with Disabilities Grant Program. As part of the grant’s planning and development phase, Project SAFE worked to lay the foundation for our work to promote the safety and respect of individuals with disabilities who have been subjected to sexual assault and/or domestic violence. We did this by affirming our shared values and assumptions; establishing a shared vocabulary (please see Appendix A for a copy of the Project SAFE Glossary); documenting our work processes; selecting and recruiting partner agencies; and exploring methods for identifying what we need to know to build capacity for the systemic changes needed to effectively support individuals with disabilities who have been subjected to sexual assault and/or domestic violence. 
This document describes the remaining portion of the grant’s planning and development phase, our plan for identifying the existing strengths for and barriers to serving individuals with disabilities in Kentucky who have been subjected to sexual assault and/or domestic violence. Working in conjunction with our Pilot Site Partner Agencies, Project SAFE will examine the experiences of individuals with disabilities; individuals who have been subjected to sexual assault and/or domestic violence; individuals who have had sought assistance from the criminal justice system; and the professionals who serve these individuals. It is Project SAFE’s expectation that the result of this needs assessment will be used to develop a strategic plan that will guide our collaboration in addressing the identified needs throughout implementation and in the years to come. 
Project SAFE Collaboration Member Agencies
Each agency brings to the collaboration a unique set of strengths and resources that frame our approach to ensuring that individuals with disabilities who have been subjected to sexual assault or domestic violence have access to safe, accessible and comprehensive person-centered services. 

Kentucky Association of Sexual Assault Programs, Inc. (KASAP) 

The Kentucky Association of Sexual Assault Programs, Inc. (KASAP) is the statewide coalition of the 13 Rape Crisis Centers in the Commonwealth. KASAP’s mission is to speak with a unified voice against sexual victimization.  KASAP provides technical assistance, facilitates collaboration, promotes public awareness and develops, promotes, and monitors public policy. 

Kentucky Domestic Violence Association (KDVA) 

The Kentucky Domestic Violence Association (KDVA) is the statewide coalition of the 15 Regional Domestic Violence Programs. Its mission is to ensure that the right to live free of any form of domestic abuse is valued, protected, and defended in the Commonwealth of Kentucky. It provides statewide technical assistance and training, and monitors member programs for compliance with relevant laws and regulations. 

Kentucky Department for Behavioral Health, Developmental and Intellectual Disabilities 

The Kentucky Department for Behavioral Health, Developmental and Intellectual Disabilities, provides leadership, in partnership with others, to prevent disability, build resilience in individuals and their communities, and facilitate recovery for people whose lives have been affected by mental illness, developmental and/or intellectual disabilities, substance abuse or an acquired brain injury. The mission encompasses the principles of self-determination and self-advocacy.
Kentucky Protection and Advocacy (P&A)

Kentucky Protection and Advocacy (P&A) is the federally-mandated protection and advocacy system for the Commonwealth of Kentucky. Created as an independent state agency in 1976, its mission is to protect and promote the rights of Kentuckians with disabilities through legally-based individual and systemic advocacy, and education. P&A’s staff includes non-attorney disability rights advocates and attorneys who work with individuals who have disabilities, regardless of nature or severity of diagnosis. All client-directed services are free of charge. 
Kentucky Office of the Americans with Disabilities Act (ADA) Coordinator 
The Kentucky Office of the Americans with Disabilities Act (ADA) Coordinator oversees the state of Kentucky’s compliance with, and implementation of, the applicable state and federal law(s). The Kentucky Office of the ADA Coordinator functions to ensure nondiscrimination in state employment on the basis of disability, public access to state services, programs, and facilities and to foster public awareness of disability issues, such as accessibility information for contractors and architects.

Kentucky Office of the Attorney General (OAG) 

The Kentucky Office of the Attorney General (OAG) is the chief prosecutor and chief law enforcement officer for the Commonwealth of Kentucky, as well as the head of the Unified Prosecutorial System.  Through its various divisions, the OAG provides prosecutorial and crime victim advocacy and assistance services at both the trial and appellate levels, and specialized law enforcement services through the Department of Criminal Investigations. The OAG’s Office of Victims Advocacy (OVA) works to ensure justice and healing for the Commonwealth’s crime victims and to implement strategies to reduce the number of crime victims in the future. The OVA also provides training and technical assistance for prosecutors, crime victim advocates and other criminal justice and victim assistance professionals on a variety of subjects including violence against women and, more recently, disability-related topics. 

The Arc of Kentucky 

The Arc of Kentucky, Inc. is the largest volunteer, community based organization of and for individuals with intellectual and developmental disabilities and their families in Kentucky. Its mission is to advocate for the rights and full participation of all children and adults with intellectual and developmental disabilities. Together with its network of members and affiliated chapters, it improves systems of supports and services, connects families, inspires communities, and influences public policy. The Arc of Kentucky also provides an array of services and support for individuals and families through advocacy, resources, partnerships, education outreach, referrals and help in getting needed services.
Mission 

The Project SAFE Steering Team’s mission is to facilitate the provision of safe, accessible, comprehensive and responsive person-centered services for individuals with disabilities in Kentucky who have been subjected to sexual assault and/or domestic violence. This will be accomplished by: 

· Ensuring full accessibility in the delivery of services for individuals with disabilities who have been subjected to sexual assault and/or domestic violence, which will require the removal of attitudinal, programmatic and cultural barriers that discriminate on the basis of identity. 

· Developing a seamless, person-centered service delivery system for individuals with disabilities who have been subjected to sexual assault and/or domestic violence through cross-training and technical assistance to regional service providers and criminal justice officials. 

· Creating a sustainable infrastructure supporting comprehensive services to individuals with disabilities who have been subjected to sexual assault and/or domestic violence through close collaboration between regional victim service organizations, governmental agencies, the criminal justice system, and organizations serving individuals with disabilities.  

· Promoting systems change in the provision of services for individuals with disabilities who have been subjected to sexual assault and/or domestic violence beyond the scope of the cooperative agreement by modifying existing policies, protocols and procedures. 

· Ensuring that individuals with disabilities who have been subjected to sexual assault and/or domestic violence receive timely, appropriate and supportive response by service providers when disclosing sexual or domestic victimization by modeling accountability and responsibility in service provision. 

Vision

Individuals with disabilities who have been subjected to sexual assault and/or domestic violence will have access to safe, accessible, comprehensive, and responsive person-centered services and/or assistance. Such services will be provided with dignity and respect, and will be available to all individuals in need, regardless of whether they initially access services through the criminal justice system, program for individuals with disabilities, and/or a sexual assault or domestic violence program. 
Purpose 
Project SAFE’s charge under this grant program is to build capacity to support safe, accessible, comprehensive and responsive person-centered services in Kentucky for individuals with disabilities who have been subjected to sexual assault and/or domestic violence. Before we begin to build capacity for systems change, Project SAFE will collect information on: (1) the experiences of individuals who have sought services or assistance from each of Project SAFE’s Pilot Site Partner Agencies, referred to herein as “Pilot Site Partner Agencies,” and (2) examine the perspectives of those who provide services at each of our Pilot Site Partner Agencies. 
Project SAFE will also conduct a thorough examination of the perspectives of the Project SAFE statewide Collaboration Member Agencies, referred to herein as “Collaboration Member Agencies.”  Agency personnel and allies will be asked about the policies and practices of statewide agencies serving individuals with disabilities who have been subjected to sexual assault and/or domestic violence. Assessment of Collaboration Members Agencies will: (1) identify policies, practices, and attitudes that create barriers to accessibility and responsiveness for individuals with disabilities who have been subjected to sexual assault and/or domestic violence and enable members to create strategies to eliminate these barriers, (2) help collaboration members better understand the needs of our constituents and how these needs can be addressed through technical assistance, training, and other support, and (3) make changes that will provide a model for systems change at the Pilot Site Partner Agencies and in other local systems in order to better support individuals with disabilities who have been subjected to sexual assault and/or domestic violence.
Project SAFE Pilot Site Partners 

As part of the planning and development phase of the OVW grant program, Project SAFE considered a number of communities across Kentucky for potential pilot sites. Communities were evaluated on the ways in which sexual assault, domestic violence, disability-related services and criminal justice agencies work together; their understanding of the need for such systems change; and their organizational capacities to affect such systems change. Bowling Green was identified as an ideal location to serve as our pilot site because the sexual assault and domestic violence program agencies work well together, have exceptional organizational stability, and are well known for being innovative and open to systems change. Bowling Green was selected as Project SAFE’s pilot site because it is known for its strong leadership in the criminal justice arena. For instance, in 2009, the Commonwealth’s Attorney was recognized as the Outstanding Commonwealth’s Attorney and the Warren County Attorney was recognized as the Outstanding County Attorney. LifeSkills, Bowling Green’s local disability service provider, also has an excellent working relationship with local disability and victim services advocates.
When Project SAFE Collaboration Member Agencies approached local allies, the response was enthusiastic and a local partnership was quickly formed. Below are brief descriptions of the Pilot Site Partner Agencies and services they provide.
The Arc of Warren County: advocates for the rights and full participation of individuals with intellectual and developmental disabilities to participate in and be included in all phases of community life; to make choices about and take control over their own lives to as large extent as possible - including where and with whom they will live and work in the community. The Arc of Warren County is a member of the state and national Arcs.  Assistance provided includes: family support; referrals; individual and self advocacy; community education; and recreational services. 
The Western Kentucky University (WKU) Office of Equal Opportunity, Affirmative Action, University ADA Services: works to promote, sustain, and advance an environment that supports principles of equity, diversity, inclusion and community. Core values include diversity, equity, accessibility, and tolerance. These values are incorporated through a proactive stance in assisting the university with the interpretation, understanding, and application of federal and state laws, and regulations that impose special obligations in the areas of equal opportunity and affirmative action. Our mission is supported by our commitment to continuously develop, implement, evaluate, and revise (as necessary) action-oriented programs aimed at promoting and valuing diversity in the university's faculty, staff, and student body. WKU Student Disability Services, a division of WKU University ADA Services, works to promote an environment that supports principles of equity, diversity and inclusion in the university's student body.
LifeSkills, Inc.: is a private, nonprofit corporation that contracts with the Kentucky Department for Behavioral Health, Developmental and Intellectual Disabilities, to provide a wide array of services for individuals with mental illness, substance abuse and intellectual and/or developmental disabilities, including mental health and substance abuse services, supported employment programs, early intervention services, supported housing, children’s services, peer support and consumer advocacy. 

Barren River Area Safe Space, Inc. (BRASS): provides 24-hour services for safety and support to victims of domestic violence, to protect the rights of individuals to be free from any form of abuse, and to increase public awareness of domestic violence in order to affect systems change. Services provided include, but are not limited to: a secure emergency shelter; crisis line; counseling; case management; homeless and housing advocacy; children’s program; economic literacy; legal advocacy; and community education.  
Hope Harbor, Inc.: is a non-profit crisis counseling center that provides one-of-a-kind services to victims of sexual assault and their families and friends.  Services provided include, but are not limited to: crisis intervention; counseling; medical, legal, and other advocacy; and community education.
Warren County Sheriff Department: is responsible for many aspects of law enforcement including Criminal Investigations, Court Security, and Tax Collection for Warren County, Kentucky. Warren County Sheriff Department is also responsible for serving domestic violence, mental inquest, and other warrants.  
Kentucky State Police Post 3 (KSP): is the law enforcement agency dedicated to preserving law and order for the protection of citizens of the following Kentucky Counties: Allen, Barren, Butler, Edmonson, Hart, Logan, Simpson and Warren.  KSP investigates many major crimes, including sex offenses, homicides, assaults and other forms of domestic violence.  
Commonwealth’s Attorney: is responsible for presenting cases to the grand jury and prosecuting all felony charges in Warren County.  The Commonwealth’s Attorney employs a victim advocate whose responsibilities include performing those duties necessary to insure compliance with the Crime Victim’s Bill of Rights.

Warren County Attorney: is responsible for prosecuting all criminal violations, misdemeanors, traffic offenses and juvenile offenses occurring in Warren County, Kentucky.  These cases are prosecuted at the District Court level.  At the District Court level, the County Attorney is also responsible for establishing guardianships and conservatorship for individuals who are unable to properly care for themselves or their financial affairs.  In addition to the prosecutorial duties, the County Attorney enforces juvenile status offenses and represents the best interest of the child in dependency, abuse and neglect cases in Family Court. The County Attorney also represents the Fiscal Court and all the agencies under their umbrella, including the Warren County Jail, Road Department, Parks Department, Emergency Management, Warren County Sheriff and Warren County Clerk, to name a few.  As part of the civil duties assigned, the County Attorney also collects delinquent taxes.

Needs Assessment Goals 

The following goals were developed to assist our collaboration in developing our needs assessment tools and guide us throughout our needs assessment process.

Goal 1:  Identify the level of awareness, expectations when accessing, and actual experiences of individuals with disabilities and/or their caregivers in regard to sexual assault and domestic violence programs, disability agencies/organizations and with the criminal justice system. 

Goal 2:  Identify the policies, procedures and practices that exist at sexual assault and domestic violence programs, disability agencies/organizations and within the criminal justice system that address the needs of/and those that create barriers to, meeting the needs of individuals with disabilities who have been subjected to sexual assault and/or domestic violence. 

Goal 3:  Identify the values and beliefs of each Project SAFE partner agency/organization and its representatives that support or limit a welcoming, accessible, safe, and supportive environment for individuals with disabilities who have been subjected to sexual assault and/or domestic violence. 

Goal 4: Identify the level of awareness about available services from partner agencies/organizations and determine existing relationships within those agencies/organizations, and how these relationships can be improved to better the experience of individuals with disabilities who have been subjected to sexual assault and/or domestic violence.

Information Sources 

Existing Data

Before developing this needs assessment plan, Project SAFE reviewed existing data on the availability and accessibility of services in Kentucky for individuals with disabilities who have been subjected to sexual assault and/or domestic violence. Unfortunately, little data about the intersection of violence and disability in Kentucky exists.  The following information summarizes currently available information about related topics.
Disability

· In Kentucky, there are 874,156 individuals with disabilities.
 Based on a survey developed by the Centers for Disease Control and Prevention, National Center on Birth Defects and Developmental Disabilities, Disability and Health Team, approximately 16.3 percent of individuals between the ages of 18 and 44 in Kentucky have a disability
 
· In 2009, 12,899 reports of abuse or neglect of vulnerable adults were investigated or assessed by Kentucky’s Adult Protection Services. As used for this report, “vulnerable adult” included adult abuse, caretaker neglect, self neglect, and exploitation.
 
Domestic Violence

· Approximately 285,000 women are victims of domestic abuse on any given day in this Commonwealth. In fiscal year 2010, Kentucky domestic violence programs sheltered over 4,111 victims and their children. An additional 48,810 victims and their children received non-residential services. Over 2500 individuals received language advocacy and 29,738 received legal advocacy from shelter staff. A total of 1,296 individuals with disabilities were given services. In fiscal year 2009, shelter staff fielded almost 32,700 domestic violence related telephone calls, and an additional 66,800 information and referrals calls. Due to the lack of shelter space, 3070 victims requesting shelter could not be served.
 

· In 2008, the Kentucky Administrative Office of the Courts reported that 26,020 petitions were filed by persons seeking Domestic Violence Protective Orders.
 
Sexual Assault 
· In 2009, Regional Rape Crisis Programs throughout Kentucky assisted 4,639 sex crimes victims and 1,710 family members and friends.  Rape Crisis Programs responded to 4,158 crisis calls; provided 4,975 advocacy services; and 14,131 counseling services in 2009.
 
Collecting New Data

Kentucky has little data on the availability, accessibility and quality of services for individuals with disabilities who have been subjected to sexual assault and/or domestic violence. Therefore,  Project SAFE’s first step in our process to create capacity for systems change is to collect information about: (1) the gaps between the many service systems that have contact with individuals who have been subjected to sexual assault and/or domestic violence, (2) the needs of individuals with disabilities who have been subjected to sexual assault and/or domestic violence and the providers who serve them, and (3) the ways in which we may build on existing interagency relationships to promote safe, accessible and comprehensive person-centered care for individuals with disabilities who have been subjected to sexual assault and/or domestic violence. 
Recruitment

Recruiter Selection

The first step in the needs assessment process will be to identify recruiters.  Recruiters are pivotal to the needs assessment process because they provide a link to individuals receiving services and agency personnel.  Recruiters will be chosen by the head of their respective agencies in consultation with the Project SAFE Steering Team.  It is important that management at each agency help choose recruiters to ensure continued buy-in and to reinforce trust in the needs assessment process.

Recruiter Training

Since recruiters will play a vital role in the needs assessment process, Project SAFE will provide training for all recruiters before the needs assessment begins. Recruiter training will last approximately three (3) hours.  The training will provide recruiters with an understanding of the overall needs assessment process and the necessary information to perform his or her roles and responsibilities.  Topics will include, but not be limited to:

· Overview of Project SAFE, Member Agencies, and Grant Requirements

· Pilot Site Selection Process and Participating Agencies

· Mission, Values and Guiding Principles

· Needs Assessment Process 

· Recruitment Process and Roles and Responsibilities of the Recruiter

· Safety, Confidentiality, and Accessibility Considerations

· Mandatory Reporting 

Written training materials will be provided and will be customized to include agency specific information. Topics will include, but not be limited to:

· Guardianship, Power of Attorney and Consent

· Recruitment Plan (will vary by agency)

· Recruitment Materials (script, flyers, RSVP form, brochure, and incentives)

· Other expectations or responsibilities, including helping to make accommodations for focus group or interview participants; serving as a contact for questions about the focus groups or interviews; providing assistance in determining the location, date, time for focus groups and interviews;  and collecting and temporarily storing forms and identifying information.

Recruiter Responsibilities

The recruitment process will begin at the Pilot Site Partner Agencies shortly after recruiters are trained.  For most agencies, the recruitment process should last approximately two (2) weeks.  Recruitment at the state level will begin sufficiently in advance of the conclusion of the Pilot Site focus groups and interviews so that focus groups and interviews at the statewide level can be scheduled and completed without any extended break in the work of the Facilitation Team. However, focus groups and interviews at the Pilot Site may overlap with focus groups and interviews at the statewide level as needed to complete the needs assessment process in the timeliest manner. Although specific, individualized recruitment processes or strategies have been developed for all agencies, the primary role of recruiters will be to recruit participants for focus groups and recommending individuals for interviews to the Project Coordinator as needed.  

During the time in which recruiters are actively recruiting participants, they will also do the following: (1) post notices and verbally provide information about the focus group to potential participants, (2) have formal or informal meetings to brief other agency staff and/or volunteers about the project and encourage their assistance in recruiting individuals for focus groups, and (3) assist in providing information about and setting up interviews. Recruiters may also recommend to the Project SAFE Steering Team that certain individuals take part in an interview instead of a focus group (please see page     22 for additional details). In general, recruitment of individuals who receive services or assistance will be completed within two weeks after the Recruiter Training. Upon completion of recruitment of individuals who have received services or assistance at the Pilot Site Partner Agencies, recruitment of service providers will be conducted within two weeks.

Focus Groups and Interviews

Responsibilities of recruiters include:

1. Recruit a minimum of three (3) individuals to a maximum of eight (8) for each focus group. 

2. If fewer than three individuals are recruited for a focus group, consult with the Project Coordinator about the possibility of an interview.  

3. Consult with the Project Coordinator to select a date, time and location for the focus group and/or interview. Reserve a room at the Pilot Site Partner or Collaboration Member Agency for the focus group or interview.

4. Determine the final number of individuals planning to take part in the focus group after scheduling has occurred, and consult with the Project Coordinator about what accommodations are needed. 

5. Collect the completed RSVP and consent forms, if applicable, and store them in a locked, confidential location at the agency until they can be given to the Project Coordinator.

6. Give the RSVP and consent forms to the Project Coordinator in a sealed envelope at least one day in advance of the focus group or interview.

7. Post reminders of focus group date, time and location in the common areas of the focus group location and remind individual participants of the focus group or interview five (5) business days before the actual date, if such can be done in a safe manner.

8. Continue to assess for safety throughout the recruitment and information gathering process. 

9. When an individual expresses an interest in participating in either a focus group or interview, the recruiter will do the following:

a. Use the script developed by the Project SAFE Steering Team to provide more information about the project and the focus group to the potential participant, and answer any questions;

b. Discuss safety issues and any confidentiality concerns with the potential participant;

c. Explain that in order to protect confidentiality, no outside observers, including family members, guardians, or personal care attendants will be allowed in the room in which the focus group or interview is taking place. If an individual anticipates needing personal care attendant services during the focus group or interview, she or he may request an alternate personal care attendant prior to the focus group for in-room assistance during the focus group or interview.   

d. Ask if informational materials can be taken home without compromising her or his safety. If safety is a concern, the potential participant will be informed that the materials are available from the recruiter;

e. Provide the potential participant with the Needs Assessment Brochure (see Appendix E) and read it to her or him, if needed;

f. Provide the potential participant with an RSVP form (see Appendix F) and discuss as necessary to insure the individual’s informed consent;

g. Assist the potential participant in completing the RSVP form;

h. If the individual has full guardianship or a guardian who must give consent for the individual to take part in the focus group (please see the Glossary of Terms in Appendix A for Kentucky’s statutory definitions of Guardian), assist the potential participant in obtaining consent in a safe manner;

i. Provide each potential participant with her or his contact information and with contact information for the Project Coordinator should the individual have additional questions or need to cancel his or her participation; and 

j. Identify individuals who need to be interviewed rather than participating in a focus group.  If it is determined, after consultation with the Project Coordinator, that an interview will be conducted, explain this decision and process to the individual.

10. For individuals selected by agency management for interviews, and who therefore will not need to be recruited, the role of the recruiter will be that of a liaison between agency management, the employee selected for the interview and the Project Coordinator.

Recruitment Strategies

Focus Groups


Individuals Receiving Services from Pilot Site Partner Agencies

1. The Arc of Warren County 



The Arc of Warren County recruiter will inform family members and/or guardians about the project, the upcoming focus groups and encourage participation.  The Arc’s recruiter will post information on the walls of the agency and / or communicate focus group opportunities verbally.  The recruiter will also work with volunteers as appropriate to verbally solicit potential participants for the upcoming focus groups. 
2. The Western Kentucky University (WKU) Office of Equal Opportunity, Affirmative Action, University ADA Services & Student Disability Services
Because the WKU Office of Equal Opportunity, Affirmative Action, University ADA Services, provides distinctly different services from than of WKU Student Disability Services, the Steering Team will designate two individuals to recruit participants for two separate focus groups at WKU. 
The Director of the WKU Office of EEO/AA/ADA University Services will provide verbal information to faculty and staff about Project SAFE to recruit individuals for focus groups. Between 6 and 8 faculty and staff recruited from the Office of EEO/AA/ADA Services will make up one focus group. The Coordinator of WKU’s Student Disability Services will give students with whom he provides accommodations-related assistance a copy of the recruitment flyer and encourage participation in the needs assessment. Between 6 and 8 students recruited from WKU Student Disability Services will make up another focus group. If the response by faculty/staff or students is higher than expected, additional faculty/staff focus or student focus groups will be scheduled. 
3. LifeSkills, Inc. 

Given the size and complexity of services provided at LifeSkills, the Project SAFE Steering Team will designate two recruiters; one will recruit individuals for participation in focus groups from developmental and/or intellectual disabilities services provided by LifeSkills, and a second recruiter will recruit individuals who receive mental health and substance abuse services at LifeSkills for participation in focus groups. 

Recruiters from LifeSkills, Inc. will communicate focus group opportunities verbally and will work with advocates, counselors, support group facilitators, staff and volunteers as appropriate to verbally solicit potential participants for the upcoming focus groups.  LifeSkills recruiters will also inform guardians about the project, the upcoming focus groups and encourage participation.  
4. BRASS

To recruit individuals receiving services at BRASS for participation in focus groups, information related to the focus groups may be posted in common areas and verbally given to potential participants. The recruiter will also work with advocates, counselors, support group facilitators, other staff and volunteers as appropriate to verbally solicit potential participants for the upcoming focus groups. The BRASS recruiter will also inform guardians about the project, the upcoming focus groups and encourage participation.  
5. Hope Harbor

To recruit individuals receiving services at Hope Harbor for participation in focus groups, information related to the focus groups may be posted in common areas and verbally given to potential participants. The recruiter may have formal or informal meetings to brief agency staff/volunteers who will assist in recruiting about the purpose of the project and the recruitment process.  The recruiter will also work with advocates, counselors, support group facilitators, other staff and volunteers as appropriate to verbally solicit potential participants for the upcoming focus groups.  The Hope Harbor recruiter will also inform guardians about the project, the upcoming focus groups and encourage participation.  

6. Criminal Justice Agencies

The focus group recruiter for individuals who have sought assistance from the criminal justice system will be the Victim Advocate from the Commonwealth Attorney’s Office.  At final sentencing of any case involving violence against an adult, including but not limited to: domestic violence, sexual assault, stalking, abuse of a vulnerable adult or related homicide; the recruiter or her designee will give victims, family members, guardians or other(s) as appropriate a flyer advertising the upcoming focus groups and requesting that they contact the recruiter for more detailed information. To protect the integrity of individual cases and promote the safety of the victim, Project SAFE will only recruit individuals whose cases are closed. 

All focus groups participants recruited through the criminal justice system will be recruited in this manner for two reasons.  First, in most, if not all, cases that reach prosecution victims have had contact with law enforcement, as well as one or both prosecutors’ offices. Second, despite extensive discussion, Project SAFE was unable to develop a plan for recruiting directly through law enforcement agencies without compromising the safety and/or confidentiality of individuals who had sought assistance.  This method was developed because law enforcement agencies do not provide advocacy services or have ongoing contact with victims of crime.

The criminal justice recruiting process will be conducted within a four-week period instead of a two-week period due to the limited number of case that are closed within a two-week period. If the designated recruiter is not able to identify a sufficient number of focus group participants, she or he will identify appropriate individuals for interviews through previously closed cases. 

Service Providers at Pilot Site Partner Agencies 

Pilot Site Partner Agency service providers will initially be informed of the focus groups and invited/requested to participate by e-mail or letter from the head of his or her respective agency.  After the initial invitation to participate from the agency head, the recruiter will actively recruit until the desired number of participants has been obtained. Recruitment may be done by posting or other distribution of informational flyers, verbal advertisement or as otherwise deemed appropriate by the recruiter. 

Project SAFE’s goal is to facilitate an environment conducive to the sharing of information in an honest and open manner.  Every effort will be made to maintain confidentiality of the information provided by focus group participants.  Individuals who are in a supervisory relationship with another individual will not be included in the same focus group.  The recruiter should inform potential participants of this goal.  

Personnel at State Level Collaboration Member Agencies

The recruiter for state level agency personnel will be the Project SAFE Steering Team member representing the agency in the Project SAFE Collaboration.  State level agency personnel will initially be informed of the focus groups and invited to participate by e-mail or letter from the head of the agency.  After the initial invitation to participate from the agency head, the recruiter will actively recruit until the desired number of participants has been obtained. Recruitment may be done by posting or other distribution of informational flyers, verbal advertisement or as otherwise deemed appropriate by the recruiter. 

Project SAFE’s goal is to facilitate an environment conducive to the sharing of information in an honest and open manner.  Every effort will be made to maintain confidentiality of the information provided by focus group participants.  Individuals who are in a supervisory relationship with another individual will not be included in the same focus group.  The recruiter should inform potential participants of this goal.  

Interviews 


Agency Personnel (Pilot Site Partner & Collaboration Member Agencies) 

Individuals selected for interviews will receive a telephone call or e-mail message from the head of the agency notifying them of an upcoming request to take part in a Project SAFE interview. This request will be followed up with a letter sent by the Project Coordinator on behalf of Project SAFE (please see Appendix B). The purpose of the letter is to provide background information on Project SAFE and formally invite the individual to take part in an interview. 

While the Project SAFE follow-up letter is being sent out to interviewees, the Project Coordinator will consult with the interviewer and note taker to determine the dates and times in which the Interview Team may conduct interviews. The agency head should also decide whether to: (1) assist the Project Coordinator in setting up interviews, providing additional information and answering questions about the needs assessment, or (2) turn these responsibilities over to the recruiter.  

After available dates and times have been determined, the Project Coordinator will provide the list of the potential interview dates and times to the agency head or the recruiter. The Project Coordinator will work with the agency head or the recruiter to determine who will schedule the interview. The Project Coordinator will be responsible for sending a reminder of the interview date and time to the interviewee one week before the interview and for making arrangements for accommodations, as needed.

Audiences
Focus Groups


Local Level/Pilot Site
At the local level, Project SAFE will collect information about the perspectives of individuals who have received services from sexual assault and/or domestic violence programs, individuals who have received services from disability-related agencies, and individuals who have sought assistance from the criminal justice system (hereinafter referred to as “individuals receiving services”).  These audiences were chosen to participate because these individuals have first-hand knowledge about the extent to which services are available, accessible and meaningful.  Project SAFE will also examine the experiences of those providing services to individuals with disabilities; professionals providing services to individuals who have been subjected to domestic violence and/or sexual assault; and professionals providing assistance to victims of sexual assault and/or domestic violence through the criminal justice system, hereinafter referred to as “partner agency personnel.”   


Individuals Receiving Services

Individuals who are receiving services are the experts on what kinds of services are working for them, which are not, and what practices, policies and procedures may be needed to improve these services.  For this reason, Project SAFE will conduct focus groups with individuals receiving services from participating partner agencies.  Table I provides the target number of individuals for each focus group according to Pilot Site Partner Agency.

Table I. Individuals Receiving Services 

	Agency
	Audience
	Number of Groups & Individuals 

	The Arc of Warren County
	Individuals with disabilities
Family members 
	1 group of 4-6

1 group of 4-6

	WKU Office of the EEO, ADA University Services & Student Disability Services 
	Faculty and staff who have sought assistance from the WKU ADA University Services
Students who have sought assistance from the WKU Student Disability Services
	1 group of 6-8
1 group of 6-8

	LifeSkills, Inc.
	Individuals with ID/DD (both residential & non-residential) 
Individuals receiving MH/SA services 

Family members of individuals receiving LifeSkills services 
	3 groups of 4-6

1 group of 6-8

1 group of 6-8

	BRASS
	Residential clients 

Non-residential clients 
	1 group of 6-8

1 group of 6-8

	Hope Harbor
	Individuals receiving services 
	2 groups of 6-8

	Warren County Sheriff’s Office
	See Commonwealth Attorney’s Office
	

	Kentucky State Police, Post 3
	See Commonwealth Attorney’s Office
	

	Warren County Attorney’s Office
	See Commonwealth’s Attorney’s Office
	

	Commonwealth Attorney’s Office
	Individuals who have had contact with prosecutors’ offices 

Individuals who have had contact with law enforcement 
	2 groups of 4-6

2 groups of 4-6

	Total
	17 Groups

of 62-86


Partner Agency Personnel

Project SAFE will hold a number of focus groups consisting of Pilot Site Partner Agency personnel in order to better understand policies, practices, and attitudes of agency staff responsible for service delivery to individuals with disabilities who have been victims of domestic violence and/or sexual assault. The collaboration hopes to gather specific examples of successes and challenges in responding to the needs of this population. Table II identifies the specific audiences and number of focus groups Project SAFE plans to recruit from each Pilot Site Partner Agency. 
Table II.  Pilot Site Partner Agency Personnel 

	Agency
	Audience
	Number of Groups & Individuals

	The Arc of Warren County
	Board members + regional representatives 
	1 group of 4-6

	WKU Office of the EEO/AA/ADA Coordinator
	EEO/ADA office staff

ADA Policy Advisory Committee 
	1 group of 6

1 group of 7

	LifeSkills, Inc.
	Supervisors (both ID/DD and MH/SA) 

ID/DD and MH/SA frontline staff (secretaries) 

Board members 

SCL Direct Support Personnel 
Transportation Contractors 

Case managers (both ID/DD and MH/SA) 

CMHC Crisis Staff 
	1 group of 6-8

1 group of 5

1 group of 6-8

1 group of 6-8

1 group of 4-6

1 group of 6-8

1 group of 6-8

	BRASS
	Administrators & coordinators 

Advocates (shelter, crisis, bilingual, legal, media, VISTA volunteers, clinical interns) 

Board members 
	1 group of 4-6

1 group of 6-8

1 group of 4-6

	Hope Harbor
	Staff

Board Members 

Volunteers 
	1 group of 4-6

1 group of 4-6

1 group of 4-6

	Warren County Sheriff’s Office
	Deputy sheriffs 
	1 group of 4-6

	Kentucky State Police, Post 3
	Detectives and patrol officers 
	1 group of 4-6



	Warren County Attorney’s Office
	Assistant County Attorneys 

Non-Attorney staff
	1 group of 4-6

1 group of 3

	Commonwealth Attorney’s Office
	Assistant Commonwealth Attorneys 

Non-Attorney staff 
	1 group of 4

1 group of 3

	Total
	22 Groups of 104-136



Statewide – Collaboration Member Personnel

To help Project SAFE identify Collaboration Member Agencies’ policies and practices in serving individuals with disabilities, including identifying those which are helpful and effective in serving or assisting individuals with disabilities and those which are not, our collaboration will hold a number of focus groups consisting of Collaboration Member Agency personnel. Project SAFE hopes to gather specific examples of successes and challenges in providing services. Accessibility and safety issues will also be addressed. Table III identifies the specific audiences and number of focus groups Project SAFE plans to recruit from each Collaboration Member Agency.

Table III.  Collaboration Member Agency Personnel 

	Agency
	Audience
	Number of Groups & Individuals

	The Arc of Kentucky
	Contractors (4) + administrative assistant 

Board 
	1 group of  4-5

1 group of 4-6

	KY Office of the ADA Coordinator
	State EEO & Agency Coordinators
	1 group of 4-6

	DBHDID
	DD/ID Staff

MH/SA (behavioral health) Staff

Staff of Council on DD 
	1 group of 6-8

1 group of 6-8

1 group of 5

	P & A
	Management team 

Support staff 

Attorneys and advocates 
	1 group of 4-5

1 group of 3-4

1 group of 6-8

	KDVA
	Board 

Member program representatives 

Program staff 
	1 group of 6-8

1 group of 6-8

1 group of 6-8

	KASAP
	Board 

Member programs reps/committee members 

Staff + contractors
	1 group of 6-8

1 group of 6-8

1 group of 4-6

	Office of the Attorney General
	Attorneys [Consumer Protection (CP); SPU; Medicaid; Criminal, inc.] 

Administration (finance, ADA) 

Front desk staff
	1 group of 6-8

1 group of 4-6

1 group of 2-3

	Total
	18 groups

of 88-118



Table IV.  Summary Total: Focus Groups

	Local Level

	Individuals Who Are Receiving Services 
	17 groups of 62-86

	Partner Agency Personnel
	22 groups of 104-136

	Subtotal
	39 groups of 166-222

	

	Statewide Level

	Statewide Agency Personnel
	18 of 88-118

	Subtotal
	18 groups of 88-118

	

	Total Number of Focus Groups
	57 groups of 254-340


Interviews

Project SAFE will gather information about agency policies and practices in serving individuals with disabilities, individuals who have been subjected to sexual assault and/or domestic violence, and individuals who have sought assistance from the criminal justice system. Due to the unique nature of some positions within agencies, such as those who develop and/or insure compliance with agency policy and practice, Project SAFE has chosen certain individuals to participate in structured interviews rather than focus groups.  Project SAFE believes that interviews of individuals in these “one-of-a-kind” positions are best because they will give the interviewer a chance to probe deeper into issues that may arise and allow the interviewee to communicate their thoughts at their own pace and in their own style in a confidential setting.  
Project SAFE will conduct interviews with each of the 8 collaboration members. Interviews will give members of Project SAFE the opportunity to reflect on her or his perspectives of the needs assessment process; discuss her or his reactions to the data collected from his or her agency; express concerns about  the needs assessment process and/or the data collected; and prioritize the “next steps” for her or her agency. Project SAFE will conduct 17 interviews at the local level and 23 interviews at the statewide level, for a total of 40 interviews.
Project SAFE will also offer interviews to (1) individuals receiving services or assistance from pilot site partner agencies who express an interest in participating in a focus group but for whom the recruiter and Project Coordinator determine an interview would be more effective and appropriate, and (2) individuals identified for participation in a focus group but where less than three (3) individuals actually choose to participate.  We cannot determine at this time the number of these interviews that will be conducted.

Local Level / Pilot Site Partner - Agency Staff
Project SAFE will conduct interviews with agency personnel who are in one-of-a-kind positions within the agency.  Table V identifies the number of interviews, by agency, for individuals in unique positions.

Table V.  Pilot Site Partner Agency Personnel Interviews
	
	Audience
	Number of

Interviews

	The Arc of Warren County
	Director

Assistant Director
	2

	WKU Office of EEO/AA/ADA Coordinator
	Director, WKU Equal Opportunity/Affirmative Action/University ADA Services

Associate VP for Academic Affairs /Chief Diversity Officer

Interim Associate Vice President for Extended Learning and Outreach
	3

	LifeSkills
	Chief Executive Officer

Vice President of Developmental Services 

Program Director/Records/Tel Division Manager
	3

	BRASS
	Director

Assistant Director
	2

	Hope Harbor
	Executive Director
	1

	Warren County Sheriff’s Office
	Records/Telecommunications Division Manager 
	1

	Kentucky State Police, Post 3
	Commander

Dispatcher Supervisor
	2

	Warren County Attorney
	Warren County Attorney

Detective
	2

	Commonwealth’s Attorney
	Commonwealth’s Attorney


	1

	Total
	17 



Statewide – Agency Staff

Project SAFE will conduct interviews with the Collaboration Member Agency personnel in one-of-a kind positions.  Table VI illustrates the number of interviews that will be conducted for each audience by agency.

Table VI.  Statewide Agency Personnel Interviews
	Agency
	Audience
	Number of Interviews

	The Arc of Kentucky
	Executive Director
	1

	KY Office of the ADA Coordinator
	ADA Coordinator

Assistant ADA Coordinator

Secretary
	3

	P & A
	Executive Director

Legal Director

PAIMI
 Chair

PADD
 Chair
	4



	DBHDID
	Executive director

SGF
 Director

SCL
 Director
	3

	KDVA
	Executive Director
	1

	KASAP
	Executive Director
	1

	OAG
	Attorney General or designee

Victim Advocate
	2

	Project SAFE
	Collaboration Members
	8

	Total
	23


Table VII.  Summary Total: Interviews

	Local Level Agency Personnel
	17

	Statewide Agency Personnel
	23

	Total Number of Interviews
	40


Surveys  

Project SAFE will survey the Kentucky Department for Behavioral Health, Developmental and Intellectual Disabilities (DBHDID) Supports for Community Living (SCL) Area Administrators (AAs), herein referred to as “AAs,” in order to collect information about the practices used in serving individuals with developmental and/or intellectual disabilities, and their perspectives in carrying out these practices. SCL is Kentucky’s Medicaid Waiver that provides community-based services, including residential, to individuals who have developmental and/or intellectual disabilities. The primary duty of the AA is to ensure individuals are receiving the highest level of care from agencies receiving SCL funds.  AAs were identified as a survey audience because they are located in other parts of the state and cannot travel to Frankfort to take part in a focus group. 

The survey will be developed by the Project SAFE Steering Team. To administer the survey to the AAs, the head of DBHDID will contact each AA before the survey is sent. The Project Coordinator will administer the survey. The survey will be administered online through Survey Monkey. Survey Monkey is an Internet-based service that allows users to create and publish online surveys. Participants will have two weeks to complete the survey. Information collected via Survey Monkey will be stored in a locked cabinet at KASAP until six months after the termination of the grant. After six months, the data will be shredded by the Project Coordinator.
Methods
Project SAFE will examine the experiences of individuals receiving services from disability service providers, or sexual assault or domestic violence programs or individuals who have sought assistance from the criminal justice system.  Project SAFE will collect this information through the following methods:
1. Focus Groups

2. Interviews

3. Surveys

The collection methods have been designed to gather information from various audiences in the most comprehensive, efficient and safest ways.  

Focus Groups
Project SAFE selected focus groups as the primary method of data collection for the needs assessment because they yield a rich array of data from a wide variety of audiences. Focus groups are also an efficient method of data collection because the perspectives of a number of individuals may be collected simultaneously. Project SAFE will ask that participants keep all comments and information shared completely confidential. 

To obtain a representative sample of individuals with disabilities who have been subjected to sexual assault and/or domestic violence and agency personnel serving these individuals, Project SAFE will conduct 17 focus groups of individuals receiving services and 22 focus groups of agency personnel at the Pilot Site Partner Agencies. An additional 18 focus groups of agency personnel will be conducted at the statewide level (Collaboration Member Agencies). 

Each focus group will include a minimum of three (3) individuals and a maximum of eight (8) individuals. If fewer than three individuals are recruited or are present on the day of a focus group, those individuals will be interviewed instead. 

Procedures
Project SAFE has designed the needs assessment process to provide the safest possible environment for focus group participants and minimize disclosures that might compromise privacy and safety. Therefore, the principle of “Do No Harm” is paramount, which means that any participant who chooses to participate will be aware of the subject matter, all questions will be general so as to limit triggering post-traumatic incidents and on-site support persons will be available.  Every effort will be made to guarantee confidentiality with the goal of facilitating an environment conducive to the sharing of information in an honest and open manner. For focus groups of agency personnel, supervisors and their subordinates will be separated. This will facilitate an environment in which the employees may speak more freely.

To provide the greatest amount of comfort for participants, each focus group will take place where participants receive services or where agency personnel are employed. When possible, focus groups will take place at the time that would be the least disruptive to participant schedules. For consistency, each focus group will be staffed by a Facilitation Team consisting of one of each of the following: (1) facilitator, (2) floater, (3) note taker, and (4) support person. Each focus group will last between one and 2½ hours. 

The Facilitation Team will provide food and beverages 30 minutes prior to each focus group, unless the recruiter or Project Coordinator determines that such is inappropriate. Individuals with personal care attendants may choose to request the assistance of their usual personal care attendant during the time that refreshments are served. If an individual anticipates requiring assistance during the focus group, an alternate personal care attendant will be hired by Project SAFE and introduced to the individual needing personal care attendant services while refreshments are being served.  This will be done to provide the individual needing personal care attendant services to get to know the alternate personal care attendant who will be providing services during the focus group.
The facilitator will explain the purpose of the focus group and the specific measures that will be taken to protect the safety and confidentiality of participants. She or he will explain Kentucky’s mandatory reporting laws and that reports will be made as required.  The facilitator will note that several measures will be taken in order to promote the highest level of safety. These include:

(1) Keeping confidential the names of the participants and the information collected during the focus group, except where mandatory reporting is required; 

(2) Providing an alternate personal care attendant if needed;

(3) Giving participants the option not to answer questions; 

(4) Giving participants the option to leave the focus group at any time; and

(5) Ensuring that a support person is available during the course of the focus group to provide any needed services. 

The facilitator will ask questions as dictated by the script prepared by the Project SAFE Steering Team and will be responsible for providing overall direction to the focus group dialogue.  She or he will introduce her/himself and the Facilitation Team and welcome focus group participants.  While the facilitator is guiding the discussion, the note taker will objectively record statements and general themes of discussion during the focus groups. She or he will also keep track of participation through the use of a diagram and letters assigned to individuals. The note taker will not participate in the discussion unless she or he needs a statement repeated for note taking purposes. 

The support person will remain in the focus group room to monitor the emotional status of the focus group participants. Doing so will help: (1) the support person understand what the individual’s emotional needs might be, and (2) focus group participants feel more comfortable with the support person, should she or he need support services during the focus group. If an individual appears to be in distress or requests assistance, the support person will provide support services in a separate room. 

The floater will also help monitor the emotional status of the focus group participants. If an individual appears to be in distress or requests the assistance of a support person, the floater will assist the person in accessing those services. 
At the end of each focus group or interview with individuals who have received services or individuals who have received assistance from the criminal justice system, the floater will ask participants if it is safe for them to bring home gift cards. If so, the floater will distribute $10 gift cards from Wal-Mart or Kroger to those participants. 

Immediately following each focus group, the Facilitation Team will meet to debrief and discuss impressions.  All notes taken by the note taker will be stored by the Project Coordinator at KASAP in a locked cabinet until 6 months after the completion of the grant; at which time they will be shredded by the Project Coordinator.  The notes will only be viewed by Project SAFE Steering Team members and contractors for grant-related purposes.  

Facilitation Team Roles and Responsibilities

To expedite the needs assessment process, more than one focus group may be held at the same time. To do this, Project SAFE, through KASAP, may contract with more than one facilitator and one note taker. The section below describes the protocol that Project SAFE will use to conduct focus groups. 

Project Coordinator

The Project Coordinator, in cooperation with the recruiter, will make all the preparations for each of the focus groups.  Prior to each focus group, the Project Coordinator will be responsible for: 

· making arrangements for accommodations and transportation for focus group participants if requested; 
· purchasing gift cards for needs assessment participants who have received assistance from one of the Pilot Site agencies;
· bringing water, snacks and tissues;
· ensuring that each focus group is staffed by a facilitator, floater, note taker and support person; 

· preparing the room; and
· providing direction to the facilitator, floater and support person.

Facilitator

Facilitators will be hired by Project SAFE on a contractual basis. Contracts will be offered to individuals who have expertise in facilitating group dialogues and needs assessments processes and familiarity with individuals with disabilities. 

The facilitator is responsible for providing overall direction to the focus group. She or he will engage participants in the dialogue so that focus group participants are able to communicate their perspectives effectively. Specific duties include:

· welcoming participants; 
· discussing the purpose of the focus group; 
· reviewing safety concerns (please see the Maximizing Safety section on page 34);

· informing participants about the roles and responsibilities of the note taker; 
· identify the floater and support person as “helping out with the focus group;”

· explaining Kentucky’s mandatory reporting requirements;
· explaining that crisis services are available;  
· informing participants that they have the option not to answer questions; 

· informing participants that they have the option to leave at any time;

· explaining that the Facilitation Team and project staff will do its best to ensure confidentiality and safety of those taking part in the focus group; 

· leading the discussion; 
· providing direction for the conversation; 
· encouraging respect by allowing everyone an opportunity to voice an opinion;  
· summarizing information on a flip-chart or  designating the floater to do so; and

· thanking individuals for their participation in the focus group.  
 Note Taker

Project SAFE will contract with note takers to provide note taking services during the needs assessment. Contracts will be offered to individuals who have experience with professional note taking and are familiar with needs assessment processes.  

Each note taker will:

· objectively record statements;
· record all comments and identify themes;
· use a diagram of the room and assign a letter to each participant rather than identifying his or her by name; and
· remain silent unless she or he needs a comment to be repeated for clarity.
Floater

Members of the Project SAFE Steering Team will take turns serving as a floater for focus groups. The floater will be responsible for the following:

· assisting the Project Coordinator with accommodations, room set up, and refreshments;
· assisting participants in accessing the  support person if needed; 
· providing other assistance to participants, as needed;
· summarizing information on a flip chart to assist to the facilitator and note taker, if needed; and 
· assisting the facilitator as needed. 
Support Person

An individual trained in crisis intervention from a Pilot Site Partner Agency will serve as a support person for each focus group at the local level. KASAP or KDVA member program staff trained in crisis intervention will serve as support people for focus groups for the statewide needs assessment. Each support person will be responsible for providing support to focus group participants, should the need arise. Support services will be provided in a quiet, comfortable room outside the focus group location. 

Interviews

Procedures

Interviews will be conducted by members of the Interview Team, which includes: (1) the interviewer, and (2) the note taker. One of the facilitators under contract with KASAP will serve as the interviewer. Interviewers must have received training in crisis intervention because they will be responsible for providing support services to the interviewee during the interview as needed. Each interview will last approximately one hour.

At the beginning of each interview, the interviewer will introduce herself or himself and the note taker and welcome the interviewee. The interviewer will explain the purpose of the interview and note that while the Interview Team is constrained by Kentucky’s mandatory reporting requirements, several measures will be taken in order to promote the highest level of safety. These include:

(1) Keeping confidential personally identifying information;  

(2) Providing an alternate personal care attendant, if needed;

(3) Giving the interviewee the option not to answer questions; 

(4) Giving the interviewee the option to leave the interview at any time; and

(5) Ensuring that support services are available during the course of the interview, if needed.

The interviewer will ask questions as dictated by the script prepared by the Project SAFE Steering Team.

Interview Team Roles and Responsibilities

Interviewer

Interviews will be conducted by one of the contracted facilitators. At the beginning of the interview, the interviewer will:

· Welcome the interviewee; 
· Discuss the purpose of the interview; 
· Review safety concerns;

· Explain Kentucky’s mandatory reporting requirements;
· Explain that she or he can provide support services if needed;  
· Inform the interviewee that she or he has the option not to answer questions;

· Inform the interviewee that she or he has the option to leave the interview at any time;

· Explain that the Interview Team will do its best to ensure confidentiality and safety of the interviewee; and 
· Thank the interviewee for his or her participation.  
Note Taker

One of the contracted note takers will serve as the note takers for interviews. The note taker will:

· objectively record statements made during the interview;
· keep track of themes and significant comments; and
· remain silent unless she or he needs a comment to be repeated for clarity.
Surveys
Procedures
The Kentucky Department for Behavioral Health, Developmental and Intellectual Disabilities (DBHDID) Supports for Community Living (SCL) AAs are responsible for collecting information about the practices used in serving individuals with developmental and/or intellectual disabilities, and evaluating the extent to which individuals with developmental and/or intellectual disabilities receive the highest level of care. For this reason, the Project SAFE Steering Team considers the perspectives of AAs vital to this project. However, because the AAs are located in various regions of the state and are unavailable for focus groups or interviews, they were identified as a survey audience. 

The survey will be developed by the Project SAFE Steering Team through Survey Monkey. Survey Monkey is an Internet-based service that allows users to create and publish online surveys. Participants will have two weeks to complete the survey. Information collected via Survey Monkey will be stored in a locked cabinet at KASAP until six months after the termination of the grant. After six months, the data will be shredded by the Project Coordinator.

Roles and Responsibilities  
To administer the survey to the AAs, the head of DBHDID will contact the AAs before the survey is sent. The Project Coordinator will administer the survey online and follow-up telephone calls will be made by the DBHDID recruiter. The Project Coordinator will be responsible for storing the information collected through the survey for six months after the termination of the grant and for shredding the information after this time. 

Considerations and Benefits of Participation
Considerations

Confidentiality Considerations
Informed Consent

Before an individual takes part in a focus group or interview, the recruiter will provide a brochure (please see Appendix E) to each potential participant and explain as needed. The brochure includes the following information:  

· the purpose of the project;
· the incentives and benefits of participating in the focus group or interview;
· explanation that a participant’s decision to take part in the needs assessment will not impact services that she or he receives from any Project SAFE partner agency;
· description of the procedures involved in the focus group; and
· explanation that to the greatest extent possible, all information discussed during the focus group or interview will remain confidential.
The facilitator will review the brochure described above, provide opportunity for discussion, state that anyone who is willing to participate should remain and will be deemed to have consented. Individuals who do not want to participate may leave without any explanation.

Additionally, for focus group participants who have a guardian who require consent for focus group participation (please see the Glossary of Terms in Appendix A for Kentucky’s statutory definition of Guardian), consent will be obtained from the guardian before the individual will be permitted to participate. 
Identity Protection

All information collected through focus groups, interviews and surveys will be kept confidential. Although focus group RSVP forms will ask for the names of focus group participants, these forms will be collected by the designated recruiter and stored in a locked file at the respective agency. When the target number of participants has completed RSVP forms, the recruiter will place the RSVP forms in a sealed envelope and give it to the Project Coordinator so that the Project Coordinator or other members of the Project SAFE Steering Team will not have access to the identities of the focus group participants. The Project Coordinator will store the sealed envelope in a locked cabinet at KASAP until six months after the termination of the grant; at which time they will be shredded.
On the day of the focus group, each focus group participant will be asked not to refer to each other by name. Information collected from focus groups, interviews or surveys will not be linked in any way back to the participant.  Individuals who participate in focus groups will also be asked to keep confidential the identities of other focus group participants and information learned through the focus group process. 
All notes taken during focus groups and interviews and completed surveys will be stored in a locked cabinet at KASAP until six months after the termination of the grant. After termination of the grant, focus group RSVP forms, notes from focus groups and interviews, and completed surveys will be shredded by the Project Coordinator. 
Mandatory Reporting Requirements 

Although Project SAFE will work to ensure the highest level of confidentiality throughout the needs assessment process, the collaboration’s commitment to confidentiality is constrained by Kentucky’s mandatory reporting laws. Each participant will be informed that Kentucky law requires that abuse, neglect, and exploitation be reported when the victim is a child (under 18), the spouse of the abuser, or a vulnerable adult (individual who is unable to care for him or herself, and may need protective services). [See KRS 620.030, 209A.030, 209.030].  Those taking part in focus groups and interviews will be informed of these requirements. 

The purpose of Kentucky's mandatory reporting laws is to ensure that protection is provided to especially vulnerable populations (as described above).  Thus, "all" persons in Kentucky are required to report, but only when an individual "is" a member of one of the vulnerable populations.  During the Needs Assessment, reports will be made following any disclosure where it appears that an individual "is" a member of one of the vulnerable populations and may be in need of protective services.  For example, a report will be made if an individual with intellectual disability discloses that she was sexually abused by a staff member.  However, no report will be made if an individual discloses that she was sexually abused as a child, unless it appears that she or another person may currently be in need of protective services.  

All reports shall be made to the Two Rivers Regional Intake Center (270-651-0287) or Statewide Abuse Reporting Hotline (1-800-752-6200).  The report shall be made by the Floater and in the presence of any other Project SAFE personnel (such as the Facilitator and/or Support Person) present at the time of the disclosure, unless all personnel agree to an alternative plan.  The report shall be documented in a record maintained by the Project SAFE Coordinator.

Access Considerations

In order to ensure full accessibility for individuals taking part in focus groups and interviews, each participant will be asked to complete (or have someone complete on his or her behalf) an RSVP form in which individuals may request accommodations. This form contains a checklist of accommodations, including American Sign Language (ASL) interpretation, or the need for a personal care attendant, restricted diet, alternative format for print materials, transportation or other accommodations. Project SAFE will provide transportation or accommodations upon request. All materials will be written in plain language and provided in accessible formats.  Physically accessibility of locations will be considered prior to scheduling any focus group or interview.

Maximizing Safety

The purpose of this needs assessment is to gather information to improve agency response rather than gather information about incidence of victimization.  Therefore, measures will be taken to create a comfortable and supportive environment and one in which discussions about violence and abuse and disclosures will be kept to a minimum. To do this, Project SAFE will:

· Design questions in a way that minimizes disclosure;

· Hold focus groups and interviews in locations where participants are comfortable and with which they are familiar;

· Provide access to a support person during each focus group; 

· Provide information to participants about confidentiality, mandatory reporting and the availability of support services in the opening remarks of the focus group or interview;
· Give participants the option to speak (or not speak) during the focus group or interview;

· Give participants the option to withdraw from a focus group or interview if she or he is uncomfortable;

· Require that guardians and/or family members or other(s) as appropriate remain outside the room where the focus group is being held;
· Require that those individuals who use personal care attendants separate from their personal care attendant while the individual is engaged in a focus group or interview. An alternate personal care attendant will be provided to individuals who need personal care assistance during the focus group or interview; and 
· Provide participants a wallet-sized card listing statewide and community resources upon leaving the focus group or interview (please see Appendix L). 
Conflicts of Interest

In order to prevent conflicts of interest, Project SAFE Steering Team members will not attend focus groups or interviews with providers or consumers at their agencies or their affiliate agencies and will otherwise decide when to act as the floater as schedules permit.  For instance, staff from the Kentucky Association of Sexual Assault Programs (KASAP) will not staff focus groups with those individuals who are receiving sexual assault services.  Likewise, since the Project Coordinator is a KASAP employee, she will not serve as the note taker for focus groups or interviews involving fellow KASAP employees.
Because of regulatory authority, the ADA Coordinator and the Protection and Advocacy Steering Team member will not attend any focus group of providers or groups of individuals with disabilities recruited from LifeSkills or The Arc of Warren County.

Benefits

Benefits for Program Participants
Incentives 

Project SAFE will give individuals receiving services from one of the Pilot Site Partner Agencies a $10 Wal-Mart or Kroger gift card for participating. These gift cards will be given as a way for Project SAFE to show its gratitude to participants sharing their time and not as rewards for participants for saying “what we want them to hear.” Before a gift card is given, participants will be asked whether or not it is safe to bring it home. If it is safe to bring home, the individual may select which card they would like. Transportation vouchers will be provided to focus group participants receiving services from one of Project SAFE’s Pilot Site Partner Agencies upon request. 

Additional Benefits 

Individuals who take part in focus groups or interviews or complete surveys will be an important part of a movement to build capacity for safe, accessible, comprehensive, responsive person-centered services and supports for individuals with disabilities in Kentucky who have been subjected to sexual assault and/or domestic violence. They will assist Project SAFE in raising awareness and provide key information about how to improve accessibility.
Work plan
 

	Activity
	Date Submitted to OVW

	Finalize Needs Assessment Plan
	2/18/11

	Finalize Survey Instruments
	3/15/11

	Approval of Needs Assessment Plan by OVW
	4/15/11

	Conduct Focus Groups and Interviews
	4/30/11 - 8/30/11

	Analyze Data
	8/30/11 - 11/30/11

	Develop the Strategic Plan
	11/30/11 - 2/1/12

	Submit the Strategic Plan to OVW
	5/15/12

	Approval of Strategic Plan by OVW
	6/30/12


� Protection and Advocacy for Individuals with Mental Illness Council


� Protection and Advocacy for Individuals with Developmental Disabilities Board


� State General Fund


� Supports for Community Living





� U.S. Census Bureau, Profile of General Demographic Characteristics (Washington, D.C., 2000).


� Centers for Disease Control and Prevention, National Center on Birth Defects and Developmental Disabilities, Disability and Health State Chartbook – 2006 Profiles of Health for Adults with Disabilities, (Atlanta, 2009).


� Cabinet for Health and Family Services, Statewide APS FACT Sheet: APS Referrals from 01/01/2009 to 12/31/20009 (Frankfort, 2010)


� Kentucky Domestic Violence Association, unpublished data (Frankfort, 2010)


� Kentucky State Police, Crime in Kentucky (Frankfort, 2008), page 45.


� Kentucky Association of Sexual Assault Programs, unpublished data (Frankfort, 2010).


� Please note that Project SAFE will soon request an extension of our 3-year grant timeline.
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