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District Attorney Case Management System


Appendix A-9 – Victim-Witness Requirements
Part 2 VW Info Tracking
	Item
	Priority

(High,

Med,

Low)
	Title
	Description

	9-0
	
	General Database Requirements

	9-0.1

	 High


	Interfaces, conversion, and database audit trails
	Ability to interface, import, share data elements/instances with the DA CMS.

All victim-witness data will be converted and migrated from the existing system to the new system.

A database log file will be kept such that all database changes are logged, e.g., adds, deletes, changes with the respect to the time, date, and username of the individual making the changes.

Screens and data fields flagged as sensitive or restricted within the system, e.g. juvenile information, will not be visible within the database log file except by suitably privileged personnel.

	Vendor Response:

Vendor Description:


	9-1
	
	Intakes

	9-1.1

	 High
	Ability to track and record multiple person attributes and indicators for individuals requesting the services of the Victim Witness Assistance Program.  (currently referred to as an Intake)
	Ability to create, query, update and delete victim, witness and family member attributes and descriptors.  

See attachment 70.11A for a current Intake screen sample. 

	Vendor Response:

Vendor Description:


	9-1.2
	 High
	Ability to track multiple defendants associated with Intake DA Cases
	Ability to track/view multiple defendant attributes and descriptors. Track defendants associated with the crimes experienced by the individuals needing assistance from Victim Witness.   
Ability to associate all defendants of a DA Case with a particular intake.
See attachment 70.12A for a current defendant screen sample. 

	Vendor Response:

Vendor Description:


	9-1.3

	 High
	Ability to track  multiple court dates associated with Intake defendants
	Ability to track/view multiple court dates associated with each defendant.  
See attachment 70.13A for a current court date screen sample. 
NOTE: Court dates must NOT be entered by the DA staff, instead these should be part of the Court interface (data exchanges).  This goal is for the Court dates to automatically populate the DA CMS database.  

	Vendor Response:

Vendor Description:


	9-1.4

	 High
	Ability to track and record multiple addresses associated with Intake victim/witness/family members and secondary contacts
	Ability to create, update and delete address attributes and descriptors.  
See attachment 70.14A for a current court date screen sample. 

	Vendor Response:

Vendor Description:


	9-1.5
	 High
	Data Elements
	See attachment 70.15A for an Intake data element list. 
See attachment 70.15B for an Intake defendant data element list. 
See attachment 70.15C for an Intake court date data element list. 
See attachment 70.15D for an Intake address data element list. 

	Vendor Response:

Vendor Description:


	9-1.6
	High
	Edits
	· If a Victim entry is created, File Under person name will automatically populate from the Intake person name fields

· Intake required fields must be satisfied in order to be valid. See attachment 70.16A for a list of Intake required fields.

· Defendant, Court Case and Address required fields must be satisfied in order to be valid. See attachment 70.16A for a list of required fields.

· Address phone numbers require an area code. 

· Automatically default to area code 805 if only seven numbers are entered



	Vendor Response:

Vendor Description:


	9-1.7
	Low
	Defaults
	Auto fill the following fields 

Intakes

· Entry advocate

· Intake date - current date

· Grant assignment

Addresses

· Address date entry

· Address entry advocate Person entering address)



	Vendor Response:

Vendor Description:


	9-1.8
	High
	Ability to track and record  crime types experienced by individuals
	Record, read (inquire), update and delete crime type experienced by individuals.
Provide a pre constructed list of crime types tracked by the state and internally.  List of crime types must be flexible enough to add/remove items on an annual basis based on new reporting standards and state mandates.

	Vendor Response:

Vendor Description:


	9-1.9
	 High
	Exclude Victims/Witnesses from San Luis Obispo County CJIS system (master name index)
	The victims, witnesses and family members added by the DA will not be assigned an MNID nor will victims, witnesses or family member names be shared with the CJIS system.  The DA’s office chooses to keep these names separate from the names listed in the Master Name Index. 

	Vendor Response:

Vendor Description:


	9-1.10
	 High
	Retrieve and store Case and Defendant information from the DA CMS
	Upon Intake initialization:  Ability to view and store existing case information via the DA Case Number from the DA CMS.  View action retrieves the following fields:

· Date of Crime

· D.A. Case Number

· Type of Crime (legacy code value)

· Court Case Number

· DA Issue Date

· Police Report Number

· Investigating Officer

· Investigating Agency

· Deputy DA Name

· Defendant (multiple)

· Defendant Name

· Defendant DOB

· Defendant Court Dates (multiple)

· Court Date

· Description

· Defendant Juvenile Indicator

· Defendant Arrested Indicator

	Vendor Response:

Vendor Description:


	9-2
	
	Contacts

	9-2.1
	High
	Ability to track and record services provided by the Victim Witness Assistance Program (currently referred to as a Contact)


	Ability to track and record services provided to an individual for each recorded crime type (Intake).  The service instance will be directly related to an Intake.

Multiple services can be provided in a single contact and multiple contacts can be associated with an Intake.

See attachment 70.21A for a Contact instance (page 1 & 2).
See attachment 70.21B for multiple Contact relationship to an Intake.

	Vendor Response:

Vendor Description:


	9-2.2
	High
	Data Elements
	Track the following service data elements for each contact entry.  
See attachment 70.22A for data element list.

	Vendor Response:

Vendor Description:

	9-2.3
	High


	Edits


	· Contact required fields must be satisfied in order to be valid. See attachment 70.23A for a list of Contact required fields.

· If the primary Contact is eligible for State reimbursement then each subsequently added Contact will, by default, be marked as Eligible for state reimbursement.

· Allow the advocate to note the type of client contact, such as: by telephone, face-to-face, other.

· Contact records contain a report by pass flag that will indicate the statistic be ignored when a progress report is generated.  Currently a “Do Not Report” indicator fills this need

 

	Vendor Response:

Vendor Description:

	9-2.4
	Low
	Defaults
	Auto fill the following fields 

· Contact Date – current date

· Entry Advocate

· Contact



	Vendor Response:

Vendor Description:

	9-2.5
	High
	Ability to track services eligible for state reimbursement and time spent on those services


	If the Case is a State reimbursement case, allow advocates to log reimbursement category and time expended. 

Currently tracked via contact fields:

· Indicator for State reimbursement 

· Category for State reimbursement 

· Time expended on reimbursable service

	Vendor Response:

Vendor Description:

	9-3
	
	Sessions

	9-3.1
	High
	Ability to track and record Session instance information (Currently referred to as a Session)
	Ability to track and record training sessions, awareness sessions, operational participant sessions and Victim/Witness presentations by Victim/Witness advocates.
See attachment 70.31A for a Training session Instance

See attachment 70. 31B for an Awareness session instance 
See attachment 70. 31C for an Operational Participant session instance
See attachment 70. 31D for a Victim/Witness presentation  session instance

	Vendor Response:

Vendor Description:

	9-3.2
	High
	Data Elements
	Track the following data elements for each session conducted or attended by a Victim/Witness advocate. 
 See attachment 70.32A for data element list.

	Vendor Response:

Vendor Description:

	9-3.3
	High
	Edits
	· Session entry required fields must be satisfied in order to be valid. See attachment 70.33A for a list of Session required fields.

· If session type is Training session, Type of Presentation cannot be selected. 

· If session type is Awareness sessions, Type of Presentation must be Criminal Justice, Victim Services or Potential Elder

· If session type is Operational Participant, Type of Presentation cannot be selected.

· If session type is Victim Witness Presentation, Type of Presentation is required and cannot be Potential Elder Victims.

	Vendor Response:

Vendor Description:

	9-3.4
	 High
	Defaults
	Auto fill the following fields 

· Entry advocate

· Session date - current date

· Grant assignment



	Vendor Response:

Vendor Description:

	9-4
	
	Data Relations

	9-4.1
	High
	Relationship between Intakes and Contacts
	Intake entries (person entries) serve as the parent to Contact record entries (services provided entries).
An Intake record can have many associated Contact records.
A Contact record can have only one associated Intake record.
This first Contact record associated with an Intake is considered the Primary Contact record.  The Primary Contact record cannot be deleted while the Intake exists.
If an Intake record is deleted, all associated Contact records are deleted as well.

	Vendor Response:

Vendor Description:

	9-4.2
	Low
	Relationship between Contacts 
	Every intake when initially created will spawn the creation of the Primary Contact record.
Contact records cannot be reassigned to different Intakes.
If a Contact record is deleted, no Intake records are affected.

	Vendor Response:

Vendor Description:

	9-4.3
	Low
	Relationship between Intakes/Contacts and Session instances
	There is no relationship between Intakes/Contacts and the Session Instances.

	Vendor Response:

Vendor Description:

	9-5
	
	Search Inquiry Capabilities
	

	9-5.1
	
	Search methods
	The name search must provide 2 search methods (actual and phonetic) to search and find names.  These method are defined as follows:
Actual Name search:  

(Must provide the ability to search by actual name and a partial name.  For example: If the last name of ‘Neil’ and the First name ‘R’ are provided.  The result must list all names matching or beginning with ‘Neil’ and a have a first name beginning with ‘R’.  
Phonetic Name search:  

(A phonetic algorithm is applied to last name to broaden the search and find names that sound alike yet are spelled differently.  For example: A search with the last name of ‘Nelson’ would return Neilsen, Neilson, Nelsen and Nelson. 

	Vendor Response:

Vendor Description:

	9-5.2
	High
	Searchable parameters
	Provide the following search functionality:

· File under name

· Intake name

· Defendant name 

· DA Case Number

· Court Case Number

· Advocate name

· Phone Number



	Vendor Response:

Vendor Description:

	9-5.3
	High
	Search Filters
	Provide the following search filters:

· Intakes by reporting status (All, locked, unlocked)

· Intake date range



	Vendor Response:

Vendor Description:

	9-5.4
	Med
	Current Search Results Display
	All Intakes will be tied together via Intake File Under names.  Order the Intakes by File Under name, Intake name and Intake date.   

Display the following information:

· File under last name, first name

· Child to file under name: 

· Intake indicator, Intake name, defendant name, DA case number, Intake date, Advocate name, progress report indicator

· Child to Intake name: Contact indicator, contact date, advocate, progress report indicator

· Child to Contact: Contact narrative notes

See attachment 70.21B for a sample result set



	Vendor Response:

Vendor Description:

	9-6
	
	Security

	9-6.1
	 High
	Security for Advocates
	Support three levels of security access:
Administrator – Ability to search, edit, delete intakes and contacts (provided they are not locked as a result of reporting).  Ability to maintain data used for pre filled lists throughout the application (for example race selection: White, Latino, Asian, American Indian, Samoan, Other, etc..).
Edit/Modify Clerk - Ability to search and edit, intakes and contacts (provided they are not locked as a result of reporting)
Inquiry Only Clerk - Ability to search. Unable to see Intake/Contact detail

	Vendor Response:

Vendor Description:

	9-6.2
	 High
	Delete security
	Do not allow an Intake or Contact record to be deleted if the advocate does not have admin rights or the Intake/Contact has been previously reported (locked)

Do not allow a Progress Report to be deleted if the interval metrics have been reported 

	Vendor Response:

Vendor Description:

	9-6.3
	High
	Locking of Intakes/Contacts
	For auditing purposes, once an Intake or Contact statistic is reported, via a progress report, a lock is placed on certain fields of the reported Intake/Contact. 

Once locked the following fields cannot be modified on an Intake record:

· Entry date

· Advocate name 

· Federal/State grant 

· Victim/Witness type 

· Dependent adult indicator 

· Elderly adult indicator

· Disabled person indicator

· Crime Type 

· DA Issue Date

Once locked the following fields cannot be modified on a Contact record:

· Contact date

· Advocate name 

· Service location classification 

· Reporting status of service

· Indicator for State reimbursement and category of reimbursement

· Time expended on reimbursable services

· Indicator or referrals to Victim Witness 

· Indicator for referring party (pre-loaded selection)

· Notes associated with referral to VW

· Services Provided

· Narrative Notes 
A locked Intake/Contact can be searched/viewed but cannot be modified (locked fields) or deleted. 

	Vendor Response:

Vendor Description:

	9-7
	
	Interfaces

	9-7.1
	High
	VTS interfaces
	VTS will interface with the DA CMS for court and defendant data.  See the VTS Interface section of the Interface Inventory List.

	Vendor Response:

Vendor Description:

	9-8
	
	Reports

	9-8.1
	High
	General Reports
	Ability to create ad-hoc reports.
Report intake, contact, session metrics grouped by Advocate, service, date, grant, etc.
Note that reports of this type are subject to frequent changes as mandated by California State and Federal agencies.

	Vendor Response:

Vendor Description:

	9-8.2
	High
	Progress Reports
	Ability to create and reproduce  Intake/Contact statistical reports (commonly referred to as a Progress Report)
Progress Reports content/format defined pursuant to Cal EMA 2011 Grant Recipient Handbook, Section 10000 –10120 “Reporting Project Activities and Achievements” as well as specific grant RFP/RFA requirements This handbook can found at http://www.calema.ca.gov/GrantsMonitoring/Documents/2011%20Recipient%20Handbook.pdf
High level Progress Report description:  
Progress Reports allow for statistical metrics to be categorized, audited and reproduced for a particular reporting period by funding grant.
Certain Intake and Contact statistics are reported to the agencies that provide grant funding.
Each grant has an associated funding interval, which may not necessarily match the calendar year, fiscal year or other grant intervals.  Thus each Progress report should have a configurable reporting interval

Statistics are reported at the half way and end points of the defined grant interval (unless otherwise specified)

Statistics are compiled by quarter (unless another pre-defined interval is specified)

An auditing capability is required to reproduce report summary numbers as high level individual records (name, statistic, etc.)
A sample progress report can be provided upon request.
See attachment 71.0A for a sample Intake audit report
See attachment 71.0B for a sample Contact audit report
Intake metrics are collected that meet the following criteria 

· Assigned grant matches the report grant 

· Related Contact record meets report criteria

Contact metrics are collected that meet the following criteria

· Contact’s related Intake matches the report grant

· Contact date falls between report interval

· Contact is marked as reportable (“Do not Report” is false) 

· Contact metric has not been previously reported

· Contact metric has not been previously counted within the overall current grant interval

	Vendor Response:

Vendor Description:

	9-8.3
	High
	RBDM Reports
	Ability to produce RBDM statistical report.  RBDM statistics are defined as Primary Contact dates made with Intakes of type Victim that fall within 5 8 days of the Intake DA Issue date.
The DA Issue date exists on the Intake form.

The Primary Contact is the first attached to the Intake.
Reports numbers are broken down by advocate showing total number of RDBM eligible Intakes (those intake that are of type Victim that have a DA Issue date), number of intakes that satisfy the RBDM criteria,  percent of Intakes that meet RBDM criteria and average number of days between DA Issue date and Primary Contact date.

Intakes with the following crime types will be ignored:

· Arson

· Civil

· Property Crimes

· Property Crimes

	Vendor Response:

Vendor Description:

	9-8.4
	High
	Statistics locking feature
	Upon submission of a progress report, provide a method to lock all contributing Intakes, Contacts and Sessions that contribute to the report numbers.  Do not allow there contributors to be deleted, do not allow for their reportable fields to be modified.

	Vendor Response:

Vendor Description:

	9-9
	
	Data Conversion

	9-0.1
	
	Migrate legacy data 
	Migrate legacy SQL data to new platform, including:  

Data pertaining to individuals, crimes, court cases, defendants, addresses, services provided sessions and previous report data.
Migrate data pertaining to prefilled lists of choices to the new application format (drop down data choices entered and maintained by persons with administrative security levels.  Used by edit/modify level security.).  

	Vendor Response:

Vendor Description:


ATTACHMENTS

Attachment 70.11A – Intake Screen
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Attachment 70.12A – Defendant Screen
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Attachment 70.13A – Court Date Screen
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Attachment 70.14A – Address Screen 
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Attachment 70.15A - Intake Data Elements

· Date of record entry [Required] – indicates day intake was created

· Advocate name recording person entry 

· Federal/State grant associated with advocate providing service [Required] - advocate positions are funded by specific grants 

· File under person name [Required] - high level name that ties together several service instances to other individuals, usually this is the main person affected by the crime

· Intake person name – specific person receiving services

· Victim/Witness type (Victim, Witness, Family Member, Other) - classification of person receiving services

· Gender 

· DOB

· Race (pre-loaded choices) 
· Country of origin (pre-loaded choices)

· Relationship to file under person name

· Secondary person contact name

· Secondary person contact address – multiple addresses

· Dependent adult indicator – indicator specifies if this intake person fits the definition of a dependent adult

· Elderly adult indicator –  indicator specifies if this intake person fits the definition of an elderly adult

· Disabled person indicator –  indicator specifies if this intake person fits the definition of an disabled adult

· Crime Type 

· Survivors of Homicide Victims

· Adults Molested as Children

· Assault

· Adult Sexual Assault

· Child Sexual Abuse

· Child Physical Abuse

· Robbery

· Drunk Driving Injuries

· Drunk Driving Death

· Domestic Violence

· Domestic Violence Stalking

· Elder Abuse

· Other Crimes

· Case Information 

· Date of Crime

· D.A. Case Number

· Type of Crime (legacy code value)

· Court Case Number

· DA Issue Date

· Police Report Number

· Investigating Officer

· Investigating Agency

· Deputy DA Name

Attachment 70.15B - Defendant Data Elements

· Defendant Name 

· Defendant DOB

· Defendant Juvenile Indicator

· Defendant Arrested Indicator

Attachment 70.15C – Court Date Data Elements

· Court Date 

· Description

Attachment 70.15D – Address Data Elements

· Date of address entry 

· Advocate entering address 

· Address type 

· Street address

· City 

· State 

· Zip

· Home phone 

· Work phone

· Extension

· Other phone

Attachment 70.16A – Required Fields

· Intake

· Date of record entry

· Advocate name 

· Federal/State grant 

· File under person name 

· Intake person name 

· Victim/Witness type 

· Intake person address [at least one] 

· Gender 

· Race 

· Country of origin 

· Crime Type 

· Defendant

· Last Name

· First Name

· Court Case

· Court Date

· Description

· Address

· Date of address entry 

· Advocate entering address 

· Address type 

· Street address 

· City 

· State 

· Home phone

Attachment 70.21A – Contact Screen 1 [image: image5.png]won2
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Contact Screen 2 
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Attachment 70.21B – Multiple Contact relation to Intake
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Attachment 70.22A – Contact Data Elements

· Contact date [Required]

· Advocate name providing service [Required]

· Service location classification [Required] (Via Phone, In Person, other) 

· Reporting status of service – indicator to identify if this service statistic should be counted at grant period end

· Indicator for State reimbursement 

· Category for State reimbursement 

· Time expended on reimbursable services

· Indicator or referrals to Victim Witness 

· Indicator for referring party (pre-loaded selection)

· Notes associated with referral to VW

· Services Provided

· Crisis Intervention

· Marsy’s Rights Notification

· Emergency Assistance

· Direct Counseling 

· Resource Referral (in Person)

· Resource Referral (Other)

· Follow Up – In Person

· Follow Up – Other

· VOC – Assistance

· VOC – App. Submitted

· Property Return

· Orientation to C.J.S.

· Court Escort/Support

· Case Status/Disposition

· Victim Impact Statements

· Notify Friends ETC.

· Employer Notification

· Restitution Assistance

· Employer Intervention

· Creditor Intervention

· Child Care

· Witness Notification

· Referrals to Other Elder Agencies

· Funeral Arrangements

· Crime Prevention Info

· Witness Protection

· TRO/CPO Asst.

· Transportation Victim

· Waiting Room

· Field Visit

· Outreach/Disposition Letter

· Translation

· Other

· Narrative Notes [Required]  (2000 Characters) – The first 500 characters of notes should be visible from search results.

Attachment 70.23A – Contact Required Fields

· Contact date 

· Advocate name providing service 

· Service location classification (Via Phone, In Person, Email/Text, Letter) 

· Services Provided (at least one service provided)

· Indicator for State reimbursement 

· Narrative Notes 

Attachment 70.31A – Training Session Screen
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Attachment 70. 31B – Awareness Session Screen
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Attachment 70. 31C – Operational Participant Screen
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Attachment 70. 31D – Victim/Witness Presentation Screen
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Attachment 70.32A – Session Data Elements

· Session Date [Required]

· Advocate name attending/providing session [Required]

· Federal/State grant associated with advocate attending/providing session[Required]

· Type of Session [Required]

· Training

· Awareness

· Operational Participant

· Victim/Witness Presentation

· Type of Presentation [Required]

· Criminal Justice

· Victim Services

· Community 

· Media

· Other Meeting

· Potential Elder Victims

· Topic of Presentation/Training/Meeting [Required]

· Audience Description [Required]

· Number of Attendees

· Number of Agencies Represented

· Hours

Attachment 70.33A – Required Session Data Elements

· Session Date 

· Advocate name attending/providing session 

· Federal/State grant associated with advocate attending/providing session

· Type of Session 

· Type of Presentation 

· Topic of Presentation/Training/Meeting 

· Audience Description 

Attachment 71.0A – Intake Audit Example
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Attachment 71.0B – Contact Audit Example
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