The Praxis Safety and Accountability Audit


Audit Team Site Books Purpose and Contents
Why do my team members need a Site Book?

Your Audit team members should do a little homework before going on interviews and observations to familiarize themselves with the case processing steps that they are examining. Perhaps more importantly, doing a little background reading will help team members make the most of the short time they have with the practitioners who have agreed to take time from their busy schedules to answer questions or be observed. 
What should a Site Book contain? 

Site Books should provide your team members with data, policies, procedures, and job descriptions relevant to your audit question, to help team members become generally familiar with an institution so that their discussions with practitioners can easily hone in on your Audit question. Avoid the temptation of inundating your team members with every possible relevant document; help them spend their prep time wisely by selecting only the most important information. 

Consider keeping more cumbersome or heavily detailed information, like thick policy manuals, in an ad hoc Reference Library. This collection of resources can be kept in a central location like the Audit Coordinator’s office and brought to all team meetings in case questions arise.
A word of caution
The texts contained in the site books should orient team members to the lay of the land and to become familiarized with key language and aspects of the system being analyzed. The site books should not be used as a way to catch practitioners not following protocol
. 
Examples, please?

Below are lists of possible Site Book content from Audits with varying scopes and focuses. Always include a contact list with names and contact information for Audit team members and Audit Coordinator. For additional ideas, see the separate document Sample Policy Checklist and Sample Statute Checklist.
Site Book Content - Audit A - Criminal Legal System Response to Sexual Assault

1. Map or flow chart of response to sexual violence disclosures and subsequent case processing
2. Recent statistical data, separated by gender and race, from your jurisdiction on the number of medical/forensic exams, Title IX reporting data, sexual assault 911 calls and/or direct reports to police, arrests, investigations, charging, prosecution, and disposition (to the extent available)

3. Criminal laws (copy of manual for police officers)

4. 911-Dispatch: 

a. Sexual assault policy

b. Sample printout and computer fields 
c. Sample address search
d. Policy on coding sexual assault cases
5. Law enforcement sexual assault policies and procedures

a. Local 

b. County

c. Tribal

d. State

6. Forensic Exam policy and related forms
a. victim consent form

b. chain of custody form

c. victim rights notification
7. Prosecutor sexual assault policy and related forms

a. Requests for warrants
b. Witness list

c. Request for bond conditions 

d. Request for discovery
e. All templates used to inform survivors of their rights throughout the course of criminal court prosecution 
f. Instructions for use of expert witness
8. Blank forms, checklists, matrices, etc.  

a. Computer-aided dispatch codes and priority
b. Health care providers’ diagnostic codes

c. Investigation report writing template and e-Forms
d. Felony pre-sentence investigation report template
e. All releases of information templates

Site Book Content - Audit B – Protection Order Process
1. Map of the protection order process

2. Recent statistical data separated by gender and race from your jurisdiction on affidavits, reliefs granted, dismissals, contempt orders, etc.

3. Police domestic violence policy

4. State domestic violence and protection order statutes (civil and criminal)
5. Protection order process and forms: 
a. Sample protection order petitions and final orders

b. Sample final orders, including dismissal and contempt orders
c. Affidavits of service

d. Advocacy agency brochure and referral list
6. Advocacy program materials: 
a. Procedure manual for legal advocate 

b. Pertinent state laws 

c. Advocate instructions regarding hearings and contact information for judges
d. Advocate instructions regarding statistical data

e. Forms; crisis call; legal aid referral; therapy referral; release of photo; victim advocate hearing

7. Blank forms, checklists, matrices, etc.  

a. Petitioner’s Affidavit and Petition for order of protection
b. Law enforcement information form

c. Ex parte order of protection template

d. Final order of protection template
e. Restraining order template
Site Book Content - Audit C - Criminal Legal System Response to Domestic Violence
1. Map or flow chart of criminal response to a domestic violence case
2. Recent statistical data separated by gender and race from your jurisdiction on domestic violence 911 calls, arrests, and resolution (to the extent available)

3. Criminal laws (copy of manual for police officers)

4. 911-Dispatch: 

a. Domestic violence policy

b. Scripts for receiving domestic violence-related calls

c. Sample printout and computer fields 

d. Sample “event count” by address

e. Sample address search

5. Law enforcement domestic violence policies and procedures

a. Local police department 

b. Tribal

c. State

d. County

6. Prosecutor domestic violence policy and related forms
a. Request for warrant

b. Witness list

c. Request for bond conditions 
d. Request for discovery 

7. Probation:
a. Probation form (filled out by offender)

b. Order of probation 
c. Notice to appear 
d. Pre-sentence investigation case summary sample
e. Petition and order for probation violation 
f. Violation summary report 
g. Order for discharge from probation

8. Blank forms, checklists, matrices, etc.  

a. Computer-aided dispatch codes and priority

b. Patrol report writing template
c. Risk assessment questionnaires
d. Misdemeanor and felony pre-sentence investigation report templates
� Although, if that occurs and raises safety and/or accountability concerns, look to the � HYPERLINK "http://praxiswordpress.webaloo.com/wp-content/uploads/2015/12/15ConfidentialityAgreementTemplate.doc" ��confidentiality agreement� team members signed for guidance. 
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