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Introduction 
!

How to Use This Tool…  

!
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Gender Specific Language 
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46B-/8('05'!.#4.!.#'!,4I/1$.@!/)!<$6.$,%!8#/!1'3/1.!0/,'%.$6!<$/('-6'!4-0!%'C24(!

4%%42(.!41'!8/,'-D!E<'18#'(,$-5(@?! .#'!3'13'.14./1%!/)! .#'!<$/('-6'!41'!,4('D!

M/8'<'1?! .#'1'! 41'! $-6$0'-.%! 8#'-! ,4('%! 41'! <$6.$,%! /)! 0/,'%.$6! <$/('-6'!

3'13'.14.'0! >@! )',4('%! 4-0! >4..'1$-5! 64-! /6621! $-! %4,'! %'C! 1'(4.$/-%#$3%D!
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Project Purpose 
!

"#$!%&'%()$!(*!+#,)!)$-*./))$))0$1+!+((-!,)!+(!$1)&'$!)/*$!/12!3(1*,2$1+,/-!3',),)!

,1+$'4$1+,(15! /24(3/365! /12! )&%%('+! )$'4,3$)! *('! 4,3+,0)! /12! )&'4,4(')! (*!

2(0$)+,3!4,(-$13$!789:!/12!)$;&/-!/))/&-+!7<=:!)$'4$2!>6!%'(?'/0)@!"#$)$!*,4$!

7A:! ?(/-)! #/4$! >$$1! /2(%+$2! +(! ?&,2$! %'(?'/0)! +(! %'(4,2$! )$'4,3$)! *'(0! +#$!

>$-,$*!+#/+!$4$'6(1$!#/)!+#$!>/),3!',?#+!+(!-,4$!*'$$!*'(0!4,(-$13$!/12!+#$!+#'$/+!(*!

4,(-$13$B!!

!

C@ 9,3+,0)D)&'4,4(')!(*!2(0$)+,3!/12!)$;&/-!4,(-$13$!#/4$!+#$!',?#+!+(!$;%$3+!

+#/+!/--!)$'4,3$)!(**$'$2!>6!4,3+,0!/24(3/36!%'(?'/0)!E,--!0$$+!+#$!

>$13#0/'F)!(*!G&/-,+6!/12!3(1),)+$136!+#'(&?#(&+!+#$!<+/+$!(*!H'$?(1@!!

!

I@ =--!-$?/-!'$G&,'$0$1+)!/'$!0$+!/12!/22'$))$2!>6!2(0$)+,3!/12!)$;&/-!

4,(-$13$!%'(?'/0)!+#'(&?#(&+!+#$!<+/+$!(*!H'$?(1@!

!

J@ =24(3/36!%'(?'/0)!)#(&-2!/3F1(E-$2?$!/12!$13(&'/?$!3&-+&'/-!2,4$'),+6!

E,+#,1!+#$!%'(?'/05!)+/**5!4(-&1+$$')5!K(/'2!L$0>$')5!/12!,1!%'(?'/0!

(&+'$/3#!/3+,4,+,$)@!!M&'+#$'5!+#$!%'(?'/0!E,--!)+',4$!+(!E('F!+(E/'2)!

3&-+&'/-!2,4$'),+6!E,+#,1!+#$,'!3(00&1,+,$)!+#'(&?#!)(3,/-!3#/1?$!/3+,4,+,$)@!!

!

N@ "#$)$!?&,2$-,1$)!/'$!2$),?1$2!+(!?,4$!/))&'/13$!+(!*&12,1?!

/?$13,$)D)(&'3$)!+#/+!+#$!!89!/12D('!<=!%'(?'/0!#/)!0$+!+#$!1$3$))/'6!

>$13#0/'F)!+(!%'(4,2$!/24(3/36!)$'4,3$)!+#/+!/'$!)/*$5!3(1*,2$1+,/-!/12!

/%%'(%',/+$@!

!
A@ "#$)$!?&,2$-,1$)!0/6!,1*('0!*&12,1?!/?$13,$)D)(&'3$)5!,13-&2,1?!

,12,4,2&/-)!/12!('?/1,O/+,(1)5!+#/+!/--!?'/1+!*&12,1?!,)!&)$2!/%%'(%',/+$-6!

/12!,1!/33('2/13$!E,+#!/--!<+/+$!/12!M$2$'/-!'$?&-/+,(1)!/12!-/E)@!!"#$)$!

?&,2$-,1$)!/'$!2$),?1$2!+(!%'(4,2$!/))&'/13$!+(!,12,4,2&/-)!/12!

('?/1,O/+,(1)!+#/+!2(1/+,(1)!0/2$!+(!+#$!%'(?'/0!/'$!&)$2!/%%'(%',/+$-6!

/12!,1!/33('2/13$!E,+#!M$2$'/-!/12!<+/+$!-/E@!
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Terms and Definitions 

!
!"#$%&'()'*+&%,-$.("#$%&'(!)&*!+,(!#-*!%"."*('!*-/!0(,)+%!+11+&%*1!+#'!*2,(+*13!

(.-*"-#+%!+)&1(!"#$%&'"#4!"#*"."'+*"-#!+#'!"1-%+*"-#3!5261"$+%3!1(7&+%!+)&1(3!*2(!

&1(!-8!9(+5-#13!*2(!'(1*,&$*"-#!-8!5,-5(,*6!+#'!0"-%(#$(!*-9+,'!-*2(,1!

1"4#"8"$+#*!*-!*2(!0"$*".:!!;)&1"0(!)(2+0"-,!+%1-!"#$%&'(1!(7(,*"#4!5-9(,!-0(,!

+#-*2(,!1!8"#+#$"+%!1*+*&13!1-$"+%!1*+*&13!.(#*+%!2(+%*23!+#'!".."4,+*"-#!1*+*&1:!
!

!/&,0+01.!*-!)(!+!1&55-,*"0(!5,(1(#$(!92"%(!+!1&,0"0-,<0"$*".!4-(1!*2,-&42!

0+,"-&13!-8*(#!'"88"$&%*3!5,-$('&,(1:!!=-!)(!+0+"%+)%(!8-,!5,-$(11"#4!8((%"#41!+#'!

5,-0"'"#4!"#8-,.+*"-#!*-!*2(!1&,0"0-,!+#'!8-,!(#1&,"#4!*2+*!*2(!1&,0"0-,!1!,"42*1!+,(!

.(*!*2,-&42!2(,<2"1!"#*(,+$*"-#1!9"*2!-*2(,!+4(#$"(1!-,!'(5+,*.(#*1:!!!
!

!/&,0+2'.!+#!"#'"0"'&+%!92-1(!,-%(!"1!*-!5,-0"'(!(.-*"-#+%!1&55-,*3!

"#8-,.+*"-#!+#'!-5*"-#13!('&$+*(!8+."%6!+#'!8,"(#'13!+#'!(#1&,(!*2(!

1&,0"0-,!1!0-"$(!"1!2(+,'!)6!%(4+%!+#'!.('"$+%!5(,1-##(%:!
!

3*%4/(5'6#+4(!"#$'.(!8-,$"#43!*2,(+*(#"#43!-,!$-+7"#4!+!$2"%'!"#*-!1(7&+%!$-#*+$*:!!

=2"1!+)&1(!$+#!*+>(!-#!.+#6!8-,.13!"#$%&'"#4!)-'6!(75-1&,(3!0(,)+%!+)&1(3!

*-&$2(1!+#'!5(#(*,+*"-#:(
!

34%'72.(,(8(,1!*-!+!5(,1-#!?0"$*".!-,!1&,0"0-,!-8!'-.(1*"$!-,!1(7&+%!0"-%(#$(@!92-!

"1!$&,,(#*%63!-,!2+1!,($("0('!"#!*2(!5+1*3!+#6!$,"1"1!"#*(,0(#*"-#3!-#A4-"#4!1(,0"$(1!

-,!1&55-,*!8,-.!*2(!+'0-$+$6!5,-4,+.:!
!

3,784%02(,8(972'-'$2.!!1*+883!0-%&#*((,13!)-+,'!.(.)(,1!+#'!5+"'!$-#1&%*+#*1!

2+0"#4!+#6!'",($*!-,!"#'",($*!8"#+#$"+%!"#*(,(1*!"#!*2(!5,-4,+.B1!+11(*13!)&1"#(11!

+88+",13!%(+1(1!-,!5,-8(11"-#+%!1(,0"$(1C!D-+,'!.(.)(,1!,($("0"#4!5+6.(#*3!

(7$(5*!92(,(!5(,."**('!)6!%+9C!E,(8(,(#*"+%!*,(+*.(#*!-8!)-+,'!.(.)(,13!1*+883!

0-%&#*((,1!+#'!$-#1&%*+#*1!"#!+55%6"#4!8-,!-,!,($("5*!-8!*2(!5,-4,+.B1!1(,0"$(1:!
!

3,78%/'72%+4%21.!$-..&#"$+*"-#!)(*9((#!+!0"$*".<1&,0"0-,!+#'!+#!+'0-$+*(!#-*!

"#*(#'('!*-!)(!'"1$%-1('!*-!*2",'!5(,1-#1!(7$(5*!8-,!5(,1-#1!5,(1(#*!*-!8&,*2(,!*2(!

"#*(,(1*!-8!*2(!0"$*".<1&,0"0-,3!5(,1-#1!,(+1-#+)%6!#($(11+,6!8-,!*2(!*,+#1."11"-#!

-8!*2(!$-..&#"$+*"-#3!-,!5(,1-#1!92-!+,(!5+,*"$"5+*"#4!"#!*2(!*,(+*.(#*!-8!*2(!

0"$*".<1&,0"0-,3!"#$%&'"#4!.(.)(,1!-8!*2(!0"$*".<1&,0"0-,1!8+."%6!?'(8"#"*"-#!

+'+5*('!8,-.!E16$2-*2(,+5"1*A5+*"(#*!5,"0"%(4(!FGH!IJ:KLJ@C!$-#8"'(#*"+%"*6!"1!

$,"*"$+%!*-!$%"(#*A1*+88!,(%+*"-#12"51!+#'!*-!*2(!(88($*"0(!$-&#1(%"#4!+#'!5,-0"1"-#!-8!

1(,0"$(1C!!+!0+,"(*6!-8!8('(,+%!+#'!1*+*(!1*+*&*(13!,&%(1!+#'!M&'4(A.+'(!

?N$-..-#N@!%+93!4-0(,#!*2(!$-#8"'(#*"+%"*6!-8!5,-4,+.!,($-,'1:!!
!

3,7$'72(2,(2*'(:'4'+$'(,8(978,-;+2%,7.(+!1"4#('!+4,((.(#*!)(*9((#!*2(!

0"$*".<1&,0"0-,!+#'!+#!+'0-$+*(!"#!92"$2!*2(!0"$*".<1&,0"0-,!$-#1(#*1!*-!*2(!

,(%(+1(!-8!$-#8"'(#*"+%!"#8-,.+*"-#:((
(

3,72-,44%7<()'*+&%,-.(-#4-"#4!)(2+0"-,!-#!*2(!5+,*!-8!*2(!+)&1(,!"#!*2(!

,(%+*"-#12"5!'(1"4#('!*-!.+"#*+"#!5-9(,!-0(,!*2(",!5+,*#(,<1:!
!
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!"#$"%&#'!()*+$+,-./'!"#$%&'('!)$*+$!"#$,-*.-%/$!*$-#0*.1'2#$!"#$3'4#-5'!)$*+$%$

0*//61'!)75$,#-5,#0!'4#$&%5#3$*1$+%0!*-5$'10(63'1.$-%0#8$#!"1'0'!)8$5#96%($

*-'#1!%!'*18$3'5%&'('!)8$'10*/#8$.#*.-%,"'0$'1+(6#10#8$-#('.'*1$%13$%.#:$$
$

0()+1$2-'32(#+,-+/$3*/#5!'0$4'*(#10#$'5$%$,%!!#-1$*+$0*#-0'4#$!%0!'05$!"%!$0%1$

'10(63#$,")5'0%(8$,5)0"*(*.'0%(8$5#96%(8$#0*1*/'08$%13$#/*!'*1%($%&65#8$

,#-,#!-%!#3$&)$*1#$,#-5*1$%.%'15!$%1$'1!'/%!#$,%-!1#-58$;'!"$!"#$.*%($*+$

#5!%&('5"'1.$%13$/%'1!%'1'1.$,*;#-$%13$0*1!-*(:$
$

0()+1$2-'32(#+,-+'32-$2)45"%626(%'5+%62-+'7%(8%&)/'3*/#5!'0$4'*(#10#$

,-*.-%/5$,-*4'3#$%$;'3#$4%-'#!)$*+$5#-4'0#5$!*$-#5,*13$!*$!"#$1##3$*+$4'0!'/5$*+$

<=$%13$>?$%13$,-*4'3#$56,,*-!$%13$%34*0%0)$5#-4'0#5$!*$&*!"$5"#(!#-#3$%13$

1*1@5"#(!#-#3$<=$%13$>?$4'0!'/5:$$
$

9)*(:+%)+,$/$$%1$%0!'4#$,-*0#55$/*4'1.$!*;%-3$'1+*-/%!'*1$%13$0"*'0#58$

%6!*1*/)8$5#(+@56++'0'#10)8$-#5,*15'&'('!)8$0*1!-*($*+$*1#!5$('+#:$
'

;")&,'<%&==2->2,8/'!"#$-#0-6'!/#1!8$!-%15,*-!%!'*1$%13A*-$"%-&*-'1.$*+$,#-5*15$

65'1.$4'*(#10#$*-$!"#$!"-#%!$*+$4'*(#10#8$3#0#,!'*1$*-$0*#-0'*1:$B"#$,#-5*1$'5$

&*6."!$%13$5*(38$"#(3$0%,!'4#8$&-6!%('2#3$%13$#9,(*'!#3$+*-$,-*+'!8$&*!"$1%!'*1%(()$

%13$'1!#-1%!'*1%(():$
'

?,$2)&$+'7&%$,+%'32(#+,-+'@?73A/'CD=$'5$;"#-#$*1#$,%-!1#-$'1$%1$'1!'/%!#$

-#(%!'*15"',$65#5$,")5'0%($4'*(#10#8$5#96%($4'*(#10#8$!"-#%!5$*+$,")5'0%($*-$5#96%($

4'*(#10#8$,5)0"*(*.'0%(A#/*!'*1%($%&65#8$5!%(E'1.$%13A*-$#0*1*/'0$%&65#$!*$

#5!%&('5"$%$,%!!#-1$*+$0*#-0'4#$,*;#-$%13$0*1!-*($*4#-$"'5A"#-$'1!'/%!#$,%-!1#-:$

C1!'/%!#$,%-!1#-5$'10(63#$06--#1!$5,*65#58$+*-/#-$5,*65#58$06--#1!$1*1@/%-'!%($

,%-!1#-5$%13$+*-/#-$1*1@/%-'!%($,%-!1#-5:$F*//*1@(%;$5,*65#5$%-#$'10(63#3$

613#-$!"#$!#-/$1*1@/%-'!%($,%-!1#-5:$B"#$'1!'/%!#$,%-!1#-5$/%)$1*!$"%4#$

0*"%&'!%!#3$*-$"%3$5#96%($-#(%!'*15:$'
$

?,$2)&$+'B+#&$2(,1C2*/'%$-#(%!'*15"',$&#!;##1$!;*$'13'4'36%(5$!"%!$'5$*-$"%5$

,-#4'*65()$&##1$*-$'1!#13#3$!*$,-*4'3#$#/*!'*1%($%13A*-$,")5'0%($'1!'/%0):$
$

D2112(,'5$&$+)+,$/''%1$*-.%1'2%!'*1!5$+613%/#1!%($,6-,*5#:$C!!5$;")$)*6$#9'5!$

%5$%1$%.#10):$$$
$

E**%+112(,/$*,,-#55'*1$'5$5)5!#/%!'0$/'5!-#%!/#1!$*+$%$.-*6,$&)$%1*!"#-$.-*6,$

*-$,#*,(#$%0!'1.$*1$&#"%(+$*+$5*0'#!)$%5$%$;"*(#:$B"'5$/'5!-#%!/#1!$/%)$&#$&*!"$

'15!'!6!'*1%('2#3$%13$5*0'%(()$0*13*1#3:$$F*//*1$+*-/5$*+$*,,-#55'*1$'10(63#$

5#9'5/8$"#!#-*5#9'5/8$%13$%.#'5/8$%&(#'5/8$#360%!'*1%($%13$0(%55$,-'4'(#.#:$$$
'

7C2#(1(*C.'5$&$+)+,$/'''5$%$5!%!#/#1!$0%,!6-'1.$)*6-$%.#10)!5$0*-#$4%(6#5:$

B"'5$-#+(#0!'4#$%13$!"*6."!+6($3*06/#1!$5"*6(3$5,#%E$*+$)*6-$0*//'!/#1!8$.*%(58$

%13$G65!'+'0%!'*1$*+$;")$)*6-$%.#10)$;*-E5$!"#$;%)$'!$3*#5:'
$

7%(1$2$"$2(,'&,F'5+G'H(%>/',-*5!'!6!'*1$'5$!"#$5%(#$*+$5#96%($5#-4'0#5$

H#9%/,(#5I$*-%($5#98$5#96%($'1!#-0*6-5#J$+*-$/*1#):$?$,#-5*1$5#(('1.$5#96%($

5#-4'0#5$'5$%$,-*5!'!6!#8$%$!),#$*+$5#9$;*-E#-:$$B"#-#$'5$%$(%-.#$3#.-##$*+$3'4#-5'!)$

%13$5!-%!'+'0%!'*1$*+$#9,#-'#10#5$;'!"'1$,-*5!'!6!'*1$+-*/$5!-%'."!$%13$.%)$

,-*5!'!6!#5$*1$!"#$5!-##!$!*$#('!#$#50*-!$5#-4'0#5:$$B"#$-%1.#$*+$#9,#-'#10#5$
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!"#$%&'%'(&)&!"(!*(+%(%,-./$%('%,(+/$0(12&1(1&0%'(!"1/(&##/3"1(%,/1!#(4&"#!")5(12%(

&43.1(6/7!%(!"43'1$8(&"4(&"(!"#$%&'!")("369%$(/*(-%/-.%(+2/($3"(&"(&43.1:

/$!%"1%4(+%9('!1%(12&1(*%&13$%'(12%6;!
(

"#$%&'()*'+,#!*-!./-*,012&*/3!(4!'#./'3$%(/*(12%(#.!%"1<'(!"*/$6&1!/"(98(&"(

!"4!7!43&.(/$(&)%"#8(12&1($%#%!7%4(12%(#.!%"1!'(!"*/$6&1!/"(*$/6(&(-$/)$&6(=&'(

'1&1%4(/"(12%(>%.%&'%(/*(?"*/$6&1!/"(*/$6('!)"%4(98(12%(#.!%"1@;(A2!'($%:4!'#./'3$%(

/*(!"*/$6&1!/"(6&8(9%(3"!"1%"1!/"&.;((
(

41-#!5*0#!6,*7,10'3!'&*%(2/6%(-$/)$&6'(&$%(4%*!"%4(&'(12/'%(-$/)$&6'(

-$/7!4!")(9&'!#5(1%6-/$&$8(%6%$)%"#8(2/3'!")('%$7!#%';((A2!'('%$7!#%(18-!#&..8(

!''3%'(7/3#2%$'(*/$(1%6-/$&$8(%6%$)%"#8(2/3'!");((B$/)$&6'(&.'/(31!.!C%(-$!7&1%(

2/6%'(/**%$%4(98(7/.3"1%%$';((D2%"(-$!7&1%(2/6%'(&$%(3'%4(&..($%'!4%"1'(63'1(

-&''(12%(#$!6!"&.(9&#0)$/3"4(#2%#0(&"4(&$%('39E%#1(1/(&"8('%#3$!18(6%&'3$%'(

$%F3!$%4(/*('2%.1%$('1&**;(
(

4#8+1)!9''1+)23!!!"#.34%'(&(+!4%($&")%(/*(7!#1!6!C&1!/"'5(4!'1!"#1(*$/6($&-%(/$(

&11%6-1%4($&-%;((A2%'%(#$!6%'(!"#.34%(#/6-.%1%4(/$(&11%6-1%4(&11&#0'()%"%$&..8(

!"7/.7!")(3"+&"1%4('%,3&.(#/"1&#1(9%1+%%"(12%(7!#1!6(&"4(/**%"4%$;((G%,3&.(
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Program Administration 
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Articles of Incorporation should include the following: 
 

! Name of organization 

! Type of Corporation – Public Benefit, Mutual Benefit, Religious (if 

incorporated after October 3, 1989) 

! Name of initial registered agent and address of registered office 

! Name and address of each incorporator 

! Principal address for mailing all legal papers, notices, and 

demands upon the corporation  

! Statement describing whether or not the corporation will have 

members 

! A list of members 

! A statement of fund distribution if the program dissolves 

! The purpose of the organization  

! The Articles of Incorporation must be filed with the Secretary of 
State.  Should any of the above information change those 

changes must be filed with the Secretary of State also. 

)
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Bylaws 
!
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The following must be included in the Bylaws: 

 

! Name and purpose of the organization 

! Membership requirements (if organization has members) 

! Description of the Board of Directors including: 

" Number of Board Members 

" Qualifications of Board Directors 

" Board Director term of office 

" Description of how Board Directors are appointed or 

elected 

" Description of each Board position and responsibilities 

associated with that position 

" Description of how vacancies on the Board will be filled 

" Procedures for removal or resignation of Board Directors 

! Board of Directors meeting requirements including: 

" Meeting notices 

" Requirements for quorum 

" Voting procedures 

" Annual meeting of the members or board of directors. 

! Description of Board committees and their authority  

! Description of Board Officers, their term of office, how Officers are 

elected, and process for removal or resignation 

! Description of Board Director and Officer legal duties and 

responsibilities as set out in the Oregon Revised Statutes (65.357-

65.377) 

! Provision outlining corporate indemnification for Board Directors and 

Officers 

! Provision for making amendments to the Articles of Incorporation 

and Bylaws 
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Fiscal Policies 

!""#$%$&'(%)*+#%(,-$*.-+*%$/#(012*(0#-#"0,-"#/+(23+2(0#+%#0$/2(0#+40#)*/3-"#5*-6*"*+7#%)#

+40# '(%,(-89# # :40# )*/3-"# /+(23+2(0# %)# +40# *$3%('%(-+0;# $%$&'(%)*+# %(,-$*.-+*%$#

'(%+03+/# +40# *$+0(0/+# %)# )2$;*$,# -,0$3*0/<# +40# =%-(;# %)# >*(03+%(/<# -$;# +40#
3%882$*+7#+40#'(%,(-8#/0(50/9###

!$#-33%2$+*$,#/7/+08#/4%2";#0$/2(0#'(%'0(#2/0#%)#)*$-$3*-"#(0/%2(30/9###?+#/4%2";#

3%8'"7#@*+4#-""#A+-+0#%)#B(0,%$#-$;#?CA#;%3280$+-+*%$#(012*(080$+/#)%(#)*$-$3*-"#

+(-$/-3+*%$/9#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

#

The following policies and procedures are suggested: 

 

! Policies identifying: 

" Uniform procedures for handling financial transactions 

" Specified fiscal year 

" Reconciliation and summary of transactions, at least 

monthly 

" Written guidelines for fund raising activities  

" Controls to safeguard proper handling of cash receipts 

and disbursements  

" Written contingency plan to continue with core services 

should the program funding is reduced or is discontinued 

! Written procedures for payroll ensuring that correct amounts are 

regularly withheld from each employee's pay and paid to 

appropriate federal, state, and local tax agencies. 

! Annual accounting reviews and/or audits immediately following 

the close of the fiscal year or as specified by the Oregon Nonprofit 

Manual. 

! Procedures regarding the reimbursement for services from clients 

or other parties. These procedures may not preclude provisions of 

service regardless of the client's ability to pay. 

! Written procedures for the preparation and revision of the revenue 

and expense budgets for the program.  These budgets must 

include all sources and uses of funds received. 

! Insurance that provides for the protection of the physical and 

financial resources of the program. This insurance must include 

personal injury liability insurance for employees, volunteers, staff, 

clients, and bonding insurance in at least one-fourth of the total 

grant funds received by the program. 

! Grant resource list and evidence of diverse funding sources 

! Grant compliance including required reports including financial 

and site visits. 

! Policies requiring that funds from grant sources are not co-mingled 

in accordance with specific funding agencies. 
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Program Governance 
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Board policies and procedures may include the following: 

 

! Written methods for board member selection including criteria for 

maintaining membership 

! Description of Board Member terms of service and the number of 

terms a Member may serve 

! A process for short and long-term strategic planning 

! Detailed descriptions of the role of the Board of Directors and the 

Executive Director 

! Information regarding Board meetings (at least quarterly) that must 

be attended by enough board members to constitute a majority  

! Procedures outlining Board efforts to plan and implement fund 

raising initiatives  

! Procedures for the development and maintenance of personnel 

policies  

! Procedures for board recruitment and development 

! Procedures for fiscal oversight of the agency 

! Long range plan for the organizations development conflict of 

interest Policy by the board of directors, personnel and/or 

consultants 
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Public & Governmental  Agency & Umbrella Agency Policies 
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The following documents should be maintained and regularly 

reviewed by staff and board: 

 

! Articles of Incorporation 

! By-laws 

! Non-Discrimination Policy 

! Personnel Policies must meet BOLI requirements 

! Current Board List 

! Current job descriptions for board staff and volunteers 

! Tax Exempt status documentation 

! Program Policy Statements  

! Organizational Chart 

! Minutes of Board Meetings 

! Financial Records, including a statement about fees  

! Confidentiality Policies and Signed Confidentiality Agreement by 

Staff, Board and Volunteers  

! Policies regarding lobbying and political activities 
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Confidentiality Policies 
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Domestic and Sexual Violence Program Confidentiality Policy 
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The following policies and documents should be maintained and 

regularly reviewed by staff: 

 

! Anonymity and confidentiality of all client information 

! Protection of the privacy of current and former clients personally 

identifying information 

! Informed written consent of client prior to releasing any client 

information  

! Protocols to ensure that staff, volunteers, interns, Board of Directors, 

and clients are informed of and educated on the confidentiality 

policies 

! Policies regarding subpoenas for program records, or staff testimony 

! Written policies and procedures for reporting suspected child abuse 

and neglect 

! Procedures concerning the retention, maintenance and destruction 

of client records 

! Compliance with the HIPAA regulations (http://www.hipaa.org/)  

! Disposition of client records in the event of the dissolution of the 

program 



OCADSV Self-Assessment Tool  - 13 -  

Client Confidentiality Policy 
!
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The Release of Information Agreement to be reviewed and signed by 

the client will include the following aspects:  

 

! Name of client 

! Date the release of information is to begin and expire  

! Name of specific individuals or agencies to which client 

information may be released 

! Statement that no changes will be made to the confidentiality 

agreement unless the client agrees and signs any amendments 

! Statement that the client will maintain confidentiality of the shelter 

location, identity of any staff or volunteer/s associated with the 

program, and the identity of other clients or individuals who are 

receiving assistance by the program. 

! Statement that client has read the release of information 

agreement and understands the consequences of authorizing the 

release 

! Statement that client may revoke their consent for release of the 

information at any time 

! Place for signature of client  

 

The following documents should be maintained and regularly 

reviewed by staff:  

 

! Informed written consent of client to receive services 

! Protocols for responding to subpoenas for shelter records and/or 

staff testimony, Release of information policy 

! Reporting policy for suspected child abuse or neglect. 

! Policy on confidentiality of client information including access to 

and use of information about clients 
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Human Resources 
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Human Resource Policies and Procedures should include the 

following: 
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Personnel Policies 
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The Employee Handbook should include the following: 

 

! Written job descriptions 

! Sexual harassment policies   

! Non-discrimination policy 

! Policy regarding criminal background checks 

! Confidentiality policies 

! Drug free workplace policy 

! Training requirements 

! Information on benefits 

! Information on vacation and sick leave 

! Grievance procedures 

! Performance standards 

! Equal Opportunity Employment policy 

! Employee recruitment policies  

! Limitations to the Executive Director's authority 

! Designation of probation periods, process and time period for staff 

evaluation, grounds for disciplinary actions and termination 

! Rules of conduct for staff, including accident and safety 

procedures  

! A statement that grant funded employment is contingent upon 

the receipt of funds  

! Description of which personnel policies apply to volunteers 

! Working conditions 

 

The following documents should be maintained and regularly 

reviewed by staff:  

 

! Written personnel policies 

! Employee Handbook 

! Evidence that the program has adequate leadership and staff 

support to provide services 
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Volunteer Policies 
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Volunteer policies should include the following: 

 

! Written job descriptions 

! The philosophy, goals, and objectives of the volunteer program  

! The procedures and criteria for selecting volunteers 

! Criminal background check policy 

! Training standards 

! Working conditions 

! Non-discrimination policy 

! Sexual harassment policy 

! The accountability and reporting requirements of volunteers 

! Confidentiality agreement   

! Performance standards 

! Designation of probation periods, process and time period for 

evaluation, grounds for disciplinary actions and termination 

! Rules of conduct, including accident and safety procedures  

! Harassment policies   

! Drug free workplace policy 

 



OCADSV Self-Assessment Tool  - 17 -  

Cultural Competency  
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Survivor Services  
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Ask the following questions: 

! Are your services housed in a facility that is wheel chair 

accessible? 

! Are your services accessible to survivors that require aid and/or 

special accommodations?  

! Are your chairs comfortable for survivors of all sizes and abilities?  

! Does the artwork, posters, books and other resources reflect the 

cultural diversity of your community?  

! Are you located on a bus line or other form public 

transportation?  
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Staff, Board & Volunteers  
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Ask the following questions: 

! Do we have forms and DV/SA information in languages that 

reflect the cultural diversity of our community?  

! Have staff and volunteers been trained to allow for and 

understand varied communication styles across culture, including 

physical contact, the use of eye contact, speaking voice levels, 

and authority structures within different cultures?  

! Does your DV/SA information address the complexities related to 

the intersection of trauma and oppressions based on cultural 

experiences? 

Ask the following questions: 

! Do we have a process of self-assessment and evaluation that 

allows us to assess our culturally competency goals and 

progress?  

! Have we incorporated sufficient time into our staff and/or board 

meetings to address cultural competency?  

! Have we included culturally relevant service delivery into our 

strategic planning process?  

! Do our recruitment techniques for board, staff and volunteers 

reach diverse populations within our community?  

! Does our training include cultural competency, oppression 

theories, and culturally relevant best practices?  

! Are we effectively collaborating with culturally specific 

communities within our community?  

! Have we developed a mission statement that includes cultural 

competency as a central element of our agency services to 

survivors and victims?  

! Have we created an anti-discrimination policy that includes 

clearly defined rules of conduct and a process for addressing 

cross-cultural conflict?  

 



OCADSV Self-Assessment Tool  - 19 -  

Client Service Policy  
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The following documents should be maintained and regularly 

reviewed by staff:  

 

! Procedures for client intake 

! Consent to release information form including identification of 

specific individuals and/agencies that may receive information 

only as indicated and signed by the client 

! Rescinding release of information by client 

! Specific expiration of consent to release information 

! Review of the program's confidentiality policies (as outlined in the 

Confidentiality Policies above)  

! The client's obligation to maintain anonymity as it pertains to safety 

of themselves and other individuals receiving services from the 

program  

! A written policy that provides for reviewing and responding to 

clients' grievances and recommendations about program 

operations, and that delineates the means by which clients are 

familiarized with these procedures  

! A written policy addressing the process to report of child abuse 

and/or neglect observed by the staff, volunteer or board member 

in the course of delivering services to the client 
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Domestic Violence Services   
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Crisis Intervention  
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Components of Crisis/Hotline Services are as follows:  

 

! Basic information and education about DV and the services 

offered by the program 

! Staffed by trained advocates 24-hours per day and 365 days per 

year (including holidays) or has the ability to refer the caller to a 

advocate within minutes of the call and at no charge to the 

victim/survivor 

! Referrals to suitable community resources and support services 

! Access to relay services for deaf, and hard-of-hearing callers 

! Services that are culturally sensitive and appropriate  

! Access to Language Interpretation services for callers (for example 

the Language Bank or advocates who are bilingual) 
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Safety Planning  
!
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Crisis Intervention Services include, but are not limited to:  

 

! Intervention service responding to the crisis and safety needs of 

the victims and their children 

! Emergency advocacy and counseling services providing 

emotional support and presentation of options available to the 

victim 

! Information and access to community and program resources 

! Support of personal autonomy and choices made by the survivor 

from an empowerment philosophy 

! Assessment of the level of immediate danger Safety plan 

development with every victim 

 

Careful consideration should be given to the following questions when 

preparing for escape: 

 

! What transportation is available or will the client need assistance 

with transportation? What important documents or papers might 

the client need? What items will be needed for the children? 

! What other items might be needed such as cash, clothing, food, 

etc.? 

! What options might be available for safe shelter or other 

destinations of safety, immediately, and long-term after leaving? 

! What family or other support is available to the client? 

! How should the children be appropriately prepared, i.e. what role 

should the children play in the escape plan?  What are the special 

needs of the children? 

! Will the discovery of the plan or any informational paperwork 

concerning the escape or safety plan put the client at additional 

risk? 

! Danger and risk assessment for survivor and other program 

participants. 
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Information and Referral  
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Emergency Transportation 
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Medical Advocacy 
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Information and Referral Services may include the following:   

 

! Information about the services offered by the program 

! A list of resources identifying services available to clients and the 

community 

! Education regarding the effects of domestic violence 

! Direct connection to a community resource via the phone, or 

office visit 
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Support Groups 
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Legal Advocacy 
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Components of Medical Advocacy Service may include the 

following:   

 

! Assessment which gathers and evaluates information during client 

visit 

! Providing the client with information about referral sources 

! Providing information to aid the client to make informed decisions 

about medical care and preparations including possible forensic 

exams and reporting options 

! Information about medical care and concerns, including 

assistance in necessary follow-up 

! Support with medical exams and appointments 

! Provide information about and assistance with, completing the 

necessary forms to apply for Crime Victims' Assistance. 

! Support for survivors disclosing HIV status 

 

Components and goals of a Support Group may include the following:  

 

! Promoting the emotional stability of survivors and understanding of 

the impact of domestic violence 

! Counseling services provided by staff or volunteers who have 

completed the basic and advanced DV training  

! Program staff and volunteers must receive specialized support 

group facilitation training 

! Group sessions may be open-ended or in a educational course 

model 
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Systems Advocacy 
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Services to Children of Victims/Survivors 
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Case Management may include the following:   

 

! Extending the length and scope of service for an extended period 

of time 

! Providing advocacy services with agencies, law enforcement and 

the criminal justice system 

! Linking the client with community or educational resources that 

are available 

! Providing support and encouragement to the client throughout 

the healing process and the journey towards personal 

empowerment and self-determination 
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Residential Shelter Services 
!
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Shelter Services may include the following:   

 

! Secure temporary residence where victims of DV and their children 

receive support and on-going case management services from 

the program 

! Provide necessities, including bedding, clothing, articles for 

grooming and personal hygiene, and nutritional food 

! Use of a telephone in accordance with a written policy that 

promotes confidentiality and safety of residents  

! Written plans to address consent to the release of information 

! Policies that address house rules, safety, confidentiality and 

services 

! Maintenance of client records in compliance with confidentiality 

criterion  

! Instructions for the use of alarm systems, emergency equipment 

and notification of authorities  

! Specification of escape routes in case of fire or natural disaster 

! Shelter staff and volunteers who have undergone at least eight 

hours of basic first aid training, which includes training in CPR and 

knowledge of the facility's emergency procedures 

! A written plan for responding to medical, mental health and 

substance abuse related emergencies in the residential shelter 

! A written plan for handling potential emergencies such as fire and 

natural disasters; coordination with law enforcement and area fire 

department for emergency procedures regarding intruders, fire or 

natural disasters  

! Services that is culturally sensitive and appropriate to the various 

cultural populations present in the community 

! A written plan to ensure that the residential facility complies with 

the applicable section of the Americans with Disabilities Act 

! A written plan for services to children in the shelter, including 

coordination with schools to minimize disruption to children  

! Assessment of parents and children for health and safety needs 

and make appropriate referrals 

! Security measures such as functional locks on all windows and 

doors  

! Policies for the storage of medicines belonging to residents of the 

shelter that assure that the medicines are not accessible to 

children or unauthorized adults  
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Prevention Services  
!

! Dissemination of educational information 

! Organized public awareness activities and events such as National 

Domestic Violence, National Stalking Awareness Month and National 

Sexual Assault Awareness Month  

! Prevention & education presentations to community groups and 

organizations 

! School prevention & education services 

! Professional training for social service and law enforcement agencies 
!

Community Education   
!
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Migrant Program Outreach Services 
!

>':/-&(! ./#:/-$! #%(/*-,2! 1*/0',*1! ./#0'+*! ;-&:%-:*! -&+! ,%;(%/-;;)! 1.*,'<',!

1*/0',*1! (#! (2*! 1*-1#&-;! #/! )*-/! /#%&+! <-/$! 3#/?*/! .#.%;-('#&18! @<(*&! <-/$!

3#/?*/1! (/-0*;! </#$! <-/$A(#A<-/$! (2/#%:2#%(! (2*! ,#%&(/)8! ! 6#$*1(',! 0'#;*&,*!

-+0#,-,)! 1*/0',*1! (#! $':/-&(! .#.%;-('#&1! 12#%;+! 5*! #<<*/*+! 5)! ./#:/-$1! -&+!

-+0#,-(*1! 32#! 2-0*! -! 1(/#&:! %&+*/1(-&+'&:! #<! (2*! ,%;(%/-;! $#/*1! ./*1*&(! '&!

*-,2! -/*-8! 92*)! $%1(! 2-0*! -&! %&+*/1(-&+'&:! #<! (2*! *(2&',! $-?*A%.! -&+! (2*!

&-('#&-;'('*1!#<!(2*!0',('$1!(2*)!/*-,2!#%(!(#!(2/#%:2!(2'1!1*/0',*8!!B(!'1!'$.*/-('0*!

(2-(!(2*!#%(/*-,2!1*/0',*1!5*!,%;(%/-;;)!1*&1'('0*!-&+!<;*4'5;*8!

!

!

!

!

Activities for Community Education may include the following:   

 

! In-person training 

! School based prevention education to adolescents and teen-

aged persons 

! Culturally competent outreach services 

! Community events that increase awareness and expertise about 

DV 

! Distribution of materials  

! Public speaking events 

! Training 
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Sexual Assault Services   
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Crisis Hotline Services  
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Components of Crisis/Hotline Services are as follows:  

 

! Basic information and education about SA and the services 

offered by the program 

! Staffed by trained advocates 24-hours per day and 365 days per 

year (including holidays) or has the ability to refer the caller to a 

advocate within minutes of the call and at no charge to the 

survivor 

! Referrals to suitable community resources and support services 

! Access to relay services for deaf, and hard-of-hearing callers 

! Services that are culturally sensitive and appropriate  

! Access to Language Interpretation services for callers (for example 

the Language Bank or advocates who are bilingual) 
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Crisis Intervention 
!
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Information & Referral 
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Emergency Transportation 
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Crisis Intervention Services may include the following:  

 

! Assessment of the immediate needs  

! Intervention service responding to the crisis and safety needs of 

the survivor 

! Emergency advocacy and counseling services providing 

emotional support and presentation of options available to the 

victim 

! Information and support about the effects of SA/rape 

! Information and access to community and program resources 

! Support of personal autonomy and choices made by the client 

! Basic information about medical and legal processes 

 

Information and Referral Services may include the following:  

 

! Information about the services offered by the program 

! A list of resources identifying the services available to clients and 

the community 

! Education and information regarding the myths and affect of SA 
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Case Management  
!
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Medical Advocacy  
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Case Management Services may include the following:  

 

! Extending the length and scope of service for a period of time 

! Providing advocacy services with agencies, law enforcement and 

the criminal justice system 

! Linking the client with available community or educational 

resources  

! Providing support and encouragement to the client throughout 

the healing process and the journey towards personal 

empowerment and self-determination 

! Assess immediate needs 

! Safety planning 

! Navigation of social/criminal 

! Law enforcement follow up calls 

! Civil remedies 

! Employment 

! Immigration 

! Visa  

! Self petition 
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Support Groups 
!
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Legal Advocacy 
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Community Education 
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Activities for Community Education may include the following:   

 

! In-person training 

! School based prevention education to adolescents and teen-

aged persons 

! Culturally competent outreach services 

! Community events that increase awareness and expertise about 

SA 

! Distribution of materials  

! Public speaking events 
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Domestic and Sexual Violence Services         

Training Requirements    

Adopted by the DHS Domestic and Sexual Violence Fund Advisory 

Committee Feb 16, 2007.  Effective beginning July 1, 2007. 
!

Overall Goal of Grant Contract Requirements for Training 
!
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Overall Objectives of Grant Contract Requirements for Training  
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Objectives of Initial Training 
 

F&%(! 3/-AA;%$.,1/((#3! &12#(-3('! <1$?.('*(7! 3<&..37! 2-E-2&/0! -1'! #(3$,#2(3! /$!

E#$%&'(! (AA(2/&%(! 4$5(3/&2! 6&$.(12(7! 8(9,-.! :33-,./7! 4-/&1*! 6&$.(12(! -1'!

8/-.<&1*!3(#%&2(37!E#$%&'(!3-A(!$E/&$13!-1'!(5E$?(#!3,#%&%$#3;%&2/&53B!

Who is Required to Have Training? 

Staff and volunteers who provide direct services must complete               

the required training prior to having unsupervised contact with 

survivors/victims.  Job-shadowing as part of the training is allowed. 
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Length of Training 
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Domestic and Sexual Violence Services         

Training Content Topics    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Overview of Violence Against Women and Interpersonal Violence 

Training for board, staff and volunteers.  

Recommended hours of training: 2 hours 
 

Content will cover: 

! Definitions and dynamics of domestic violence, sexual assault, 

dating violence, stalking and other inter-personal violence, 

! Commonalities and differences between types of violence, 

! How types of violence inter-connect and intersect,  

! How the causes and effects of violence against women cross 

individual, community, cultural, institutional and societal levels 

(ecological model),  

! Basic safety planning for each type of violence against women 

 

Anti Oppression, Anti Racism, and  

Cultural Competency Theory & Practice  

Advocates will understand the theoretical dynamics of oppression; 

the dynamics and effects of domestic violence; sexual assault, dating 

violence and stalking in different populations; how oppressions impact 

survivors; and address how to effectively provide services to different 

populations. Recommended hours of training: 3 hours for each topic 

 

Content will cover: 

! Dynamics of oppression, power and control 

! How oppressions are interconnected 

! How oppression reinforces social support of violence against 

women 

! The effect of dominant culture assumptions on survivors and 

service delivery 

! Strategies to interrupt oppressive actions and words 

! Demographics and needs of the local community 

! Strategies to overcome barriers and provide equitable, 

accessible and appropriate services 

! Effects of violence on diverse populations 

!  

Populations include same-sex, African-American, Asian and SE Asian, 

Latinas or Hispanic, Pacific Islander, Native American, People with 

Disabilities, Elders, and Male survivors. 
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Definition and Dynamics of Domestic Violence 

Advocates will understand and be able to describe domestic 

violence. Recommended hours of training: 3 hours  

 

Content will cover: 

! Legal and programmatic definitions of domestic violence,  

! Types of domestic violence (physical, sexual, emotional, 

financial, etc.) 

! Dynamics of domestic violence, including myths and facts, 

statistics and prevalence 

! Dynamics of dating violence, including myths and facts, 

statistics and prevalence 

! Historical and social context (including blaming the victim, 

gender-role stereotypes, power differentials, cultural and 

individual beliefs)  

! Basis of power and control (see section on abusers below) 

! Domestic violence as an individual choice by batterer 

supported by societal and institutional norms 

! Barriers to leaving 

! Coping strategies of survivors/victims 

! Intersection with other issues 

! Range of safety strategies 

! Strategies to address local needs and provide accessible and 

appropriate responses to diverse groups 

 

Definition and Dynamics of Sexual Assault 

Advocates will understand and be able to describe sexual assault. 

Recommended hours of training: 3 hours  

 

Content will cover: 

! Legal and programmatic definitions of sexual assault including 

that committed by strangers and by non-strangers 

(acquaintances, intimate partners, etc.),  

! Types of sexual assault including childhood sexual abuse and 

adults molested as children, 

! Dynamics of sexual assault including rape myths and facts, 

statistics and prevalence, drug-facilitated sexual assault, 

! Historical and social context (rape culture including blaming 

the victim, gender-role stereotypes, power differentials, cultural 

and individual beliefs),  

! Basis of power and control (see section on offenders below), 

! Range of safety strategies, 

! Strategies to address local needs and provide accessible and 

appropriate responses to diverse groups 
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Stalking 

Advocates will understand and be able to identify stalking behavior 

and provide appropriate resources and referrals. 

Recommended hours of training: 3 hours  

 

Content will cover: 

! Definitions and dynamics of stalking 

! Types of stalkers (offender known to victim, offender in previous 

relationship to victim, offender unknown to victim) 

! Stalking behaviors including cyber-stalking and electronic 

surveillance 

! Stalking (and other) protective orders 

! Criminal prosecution 

! Civil suit 

! Range of safety strategies including phone and computer 

safety, legal remedies, relocation and name change 

! Strategies to address local needs and provide accessible and 

appropriate responses to diverse groups 

 

The Effects of Trauma on Survivors and Victims 

Advocates will learn possible effects of domestic violence, sexual 

assault and stalking and learn to mitigate the impact of the trauma 

on survivors, their families & friends (secondary victimization). 

Recommended hours of training: 3 hours  

 

Content will cover: 

! Trauma from single and/or cumulative trauma including 

childhood physical and sexual abuse, recent or past domestic 

violence, recent or past sexual assault 

! Range of possible survivor responses and coping strategies 

including fear, re-experiencing (physical reactions, flashbacks, 

nightmares), intrusive memories, being triggered, difficulty 

concentrating, being very calm, being very agitated, 

depression, blaming oneself, hyper-vigilance, hyper-arousal, 

sleeplessness, substance abuse, etc. 

! Strategies to mitigate or reduce trauma  

! Intersections with other issues (mental health, disabilities, 

alcohol and drugs, etc.)  

! Dynamics of suicide and suicide intervention  

! Additional barriers for immigrants, people of color, rural 

populations, elders, children and youth, Lesbian, Gay, Bi-Sexual, 

Trans-gendered, Queer (LGBTQ), and people with disabilities 

! Strategies to address local needs and provide accessible and 

appropriate responses to diverse groups 
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Adults Molested as Children (AMAC) 

Advocates will learn to recognize the effects of childhood sexual 

abuse on adults and give appropriate referrals.   

Recommended hours of training: 3 hours  

 

Content will cover: 

! Effects of childhood sexual abuse on adult survivor/victims  

! Potential triggers  

! Identification of issues 

! Ways to support healing  

! Appropriate referrals 

 

Effects of Exposure to Violence on Children: 

Advocates will understand how violence impacts children and ways 

to mitigate its impact. 

Recommended hours of training: 3 hours  

 

Content will cover: 

! Risks associated with children witnessing domestic and other 

types of violence  

! Range of behavioral and emotional response  

! Factors that assist a child in developing and strengthening 

resilience 

! Healthy and unhealthy strategies children use to cope, 

! Safety planning with children 

! Talking with children about domestic violence  

! What is Child Abuse and Child abuse reporting (refer to DHS 

Booklet What You Can Do About Child Abuse) 
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Dynamics of Domestic Violence Abusers: 

Advocates will understand power and control and the dynamics of 

abuser behavior. 

Recommended hours of training: 3 hours  

 

Content will cover: 

! Domestic violence as an individual choice by batterer 

supported by societal and institutional norms 

! Tactics of power and control 

! Battering is the systematic use of abusive behaviors aimed at 

maintaining power and control in a relationship 

! Battering behaviors 

! Domestic Violence is not an anger problem  

! Domestic Violence is not caused by alcohol and drug use or 

abuse  

! Warning signs of abusers  

! How batterers use children 

! Ways batterers get others to collude with them 

! Criminal thinking patterns 

 

Dynamics of Domestic Sexual Offenders: 

Advocates will learn a basic framework for understanding the 

methods, underlying motivations and actions of sex offenders. 

Recommended hours of training: 3 hours  

 

Content will cover: 

! The fundamental root cause of sexual assault is entitlement and 

the expectation of gratification 

! The role of sexism and oppression in sexual assault 

! Use of broadly accepted strict gender roles and stereotypes by 

sex offenders to justify sexual violence and abuse 

! Selection of individuals by sex offenders who they perceive to 

be accessible, vulnerable and lacking in credibility 

! Myths and stereotypes about sex offenders (crazy, no 

consensual sex, miscommunication etc.) and the facts  

! Motivations of sex offenders including sex, power, humiliation, 

and violence 

! Types of sex offenders 
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Self Care and Traumatization: 

Advocates will learn skills to minimize vicarious traumatization. 

Recommended hours of training: 3 hours  

 

Content will cover: 

! What is vicarious trauma? 

! Signs of vicarious trauma  

! Techniques for self-care 

! How to access support 
 

Advocacy and Crisis Response: 

Volunteers and staff will know the system response to domestic 

violence, sexual assault and stalking including roles of responders and 

community protocols; be able to support a survivor through medical, 

legal and other processes; give accurate information; assess the 

safety and other needs of the survivors; be knowledgeable of 

resources and give appropriate referrals; provide peer support; and 

empower the survivor/victim to make her/his own choices. 

Recommended hours of training: 3 hours  

 

Content will cover: 

! Crisis dynamics and strategies to address crisis 

! Safety assessment and safety planning 

! Relevant criminal and civil laws 

! Protective orders, including Family Abuse Protective Order, 

Elderly/Disabled Persons Abuse Prevention Act, stalking orders, 

no-contact release agreements and others 

! Immigration issues including eligibility for services, VAWA self-

petitioning, and appropriate referrals for immigration assistance, 

! Tribal laws and Tribal courts 

! How the criminal justice system works, Crime Victims 

Compensation, and Crime Victims Rights  

! Financial resources available, including Temporary Assistance 

for Domestic Violence Survivors (TA/DVS) and Housing 

Emergency Assistance for Elders and People with Disabilities 

through DHS 

! The sexual assault response system, including SARTs, SANES, 

Sexual Assault Forensic Exams (SAFE) and the SAVE fund  

! Local resources (legal services, housing, health and mental 

health, substance abuse programs, employment, education, 

etc.) 

! Strategies to address local needs and provide accessible and 

appropriate responses to diverse groups 
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Confidentiality: 

Advocates will know and comply with confidentiality requirements, 

reasons for confidentiality, limitation of confidentiality, and informed 

consent. 

Recommended hours of training: 3 hours  

 

Content will cover: 

! Rationale for and importance of confidentiality 

! Relevant statutes 

! Agency procedures, practices, protocols and forms 

 

Advocacy Skills: Working with Survivors 

Through training, role-playing, job shadowing at work and at relevant 

locations, and other strategies, advocates will be able to respond to 

survivors in appropriate ways: 

! Ask appropriate questions to elicit information, 

! Assess immediate safety and other needs and assist survivor to 

develop safety plans, 

! Assess danger including survivor’s danger to self, 

! Assess on-going safety and other needs, 

! Listen to survivors, understand what they are saying and be 

able to reflect back to them (active listening), 

! Put a survivor’s reactions into a context to help survivors and 

others understand,   

! Reframe statements and using non-victim blaming statements, 

! Complete needed documentation, 

! Assist survivors request their Crime Victims Rights, 

! Assist survivors to document, 

! Use strategies to interrupt oppressive actions and words, 

! Use strategies to adapt services and approaches to recognize 

culture and respect differences, 

! Use strategies to adapt services and approaches to recognize 

age, Socio-Economic Statis, disability and other issues and 

respect differences 

! Provide clear information on domestic violence, 

! Provide clear information on options and choices,  

! Empower survivor to make choices, 

! Demonstrate empathy, 

! Demonstrate sensitivity to cultural factors, and  

! Demonstrate ability to communicate across cultures, 

populations and age groups. 
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!

Working with Systems 

Through training, role-playing, job shadowing, ect. advocates will 

learn and be able to: 

! Explain system response to survivors and assist them in their 

interactions with system responders, 

! Request services and appropriate responses on behalf of 

survivors, 

! Negotiate appropriate services and responses,  

! Advocate for additional or other services, responses, 

! Advocate for services to address local needs and needs of 

diverse groups, and 

! Work for coordinated system response. 

 

Additional In-Person Requirements 

Through additional training, role-playing, job shadowing, etc. 

advocates having in-person contact with survivors/victims will 

demonstrate specific skills and in-depth knowledge for the in-person 

response they will be providing.   

 

Content (based on the in-person response to be provided) may 

include but is not limited to: 

! SANE exams for sexual assault responders, 

! Court accompaniment, 

! Accompaniment for medical exams, 

! Working with law enforcement, 

! Support group facilitation,  

! Shelter intake, and/or 

! Working with children. 
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The Oregon Coalition Against                    

Domestic and Sexual Violence    
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Project History & Process 
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