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I. General Liability

A. Policy Review

1. The Child Advocacy Center Operating Policies and Service Guidelines may be modified as necessary:

a. To conform to existing or new statutes, rules, regulations or departmental policies which may conflict with any provisions of these Guidelines;

b. To better meet the needs of families and children in the provision of child-sexual-abuse-related services.

c. To improve the procedures set forth in these Guidelines;

d. To add or delete Agencies as parties to these Guidelines;

e. For such other purpose as the parties may agree.

2. The Child Advocacy Center Operating and Service Guidelines shall only be modified with the consent of all signatories and the approval of the Board of Directors.

B. Not-For-Profit Status and Liability

1. The Child Advocacy Center of Allen County, IN Inc. is a not-for-profit corporation organized pursuant to Section 501(c)(3) of the Internal Revenue Code.

2. The Child Advocacy Center of Allen County, IN Inc. will provide Director and Officer liability coverage for the entire Board of Directors and Center staff. Additionally, the CAC will provide general liability coverage pursuant to the terms stated in its lease with Quorum Health Systems/CB Richard Ellis Management Company.

II. Employee/Volunteer Recruitment & Hiring Policies

It is the intention of The Child Advocacy Center of Allen County to recruit, employ, and offer opportunities for advancement to all qualified individuals without regard to race, sex, age, national origin, political affiliation, religion, or any disabling condition that does not inhibit job performance.

A. The Child Advocacy Center may utilize volunteers, provided they meet the following criteria:

B. All candidates for CAC staff must:

1.  Must fill out an employment application form;

2. Must give permission for a police records check by completing a criminal background information form.

3. Have no criminal history of child abuse or other violent crime;

4. Agree to respect client confidentiality and privacy;

5. Commit to CAC mission and philosophy;

6. Complete volunteer training with CAC staff.

C. Criminal History Policy

1. The Child Advocacy Center of Allen Co., IN Inc. will not accept any applicant if they have been convicted, or have charges pending, for any act that would pose risks to children or to the credibility of The Child Advocacy Center. 

III. Maintaining Client Records & Information

A. Confidentiality Issues

1. Staff at The Child Advocacy Center are considered part of the multi-disciplinary Team and may be privy to information concerning the cases that are investigated at the CAC. Staff members may keep information on CAC clients for the purposes of gathering statistics and proof of program use. All CAC staff must sign confidentially agreements for each case in which they are a participant and shall abide by all terms set forth in the agreement.

2. Any information gathered as a result of an investigation at The Child Advocacy Center is the property of the respective agency conducting the investigation/prosecution of the child’s case. This includes any diagrams, drawings, or notes. Law Enforcement and CPS are responsible for taking these into custody.

3. One copy of the videotapes/DVDs/digital recording produced at the CAC during an investigation is the property of the agency conducting the investigation and one copy is the property of the Prosecutor’s Office. This copy is maintained at the CAC. Copies of videotapes/DVDs/digital recording are available by subpoena to the appropriate agency.

4. Medical forensic reports produced by the Forensic Nurse Examiner are the property of the Fort Wayne Sexual Assault Treatment Center.

5. Computer records are maintained at the CAC for the sole purpose of gathering statistical information necessary for program evaluation. 
B. Tracking Program Statistics & Information

1. The following services offered by The Child Advocacy Center will be tracked and reported on a monthly, quarterly and annual basis.

a. Child forensic interviews completed;

b. Medical forensic examinations completed;

c. Team case review meetings;

d. Educational outreach;

e. Community outreach initiatives;

f. Continuing education.

C. Requests for Information from the CAC

1. If CAC records are subpoenaed, CAC staff will inform the Administrative Agent immediately. The Administrative Agent will inform the Board Chairman as well as the CAC attorney if the subpoena is not transferred to the appropriate agency for the records requested. In criminal proceedings, the CAC will also notify the prosecuting attorney assigned to the case. The Administrative Agent shall contact the person/agency that issued the subpoena and refer them to the appropriate agency for the records requested.

IV. CAC Forensic Interviews

The CAC will provide services for any child who is or may be the victim of sexual abuse regardless of race, gender, religion, creed or socio-economic status.

A. Professionals from the following agencies are invited to attend Team case review:

1. Child Protective Services

2. Law Enforcement

3. Fort Wayne Sexual Assault Treatment Center

4. Allen County Prosecuting Attorneys

5. Victim Assistance

6. CAC Staff

7. Designated representatives of the Mental Health Community

B. Sources of Referral to the CAC

Both Law Enforcement agencies (LEA) and Child Protection Services (CPS) may authorize interviews at the CAC. Upon receiving an initial report of suspected child sexual abuse, CAC shall assist in disseminating available information and scheduling the multi-disciplinary Team interviews.

1. The Allen County Department of Child Services (DCS)/ CPS shall initiate an immediate and appropriately thorough protection investigation of pertinent reports of known or suspected child sexual abuse.

2. Time frames: the investigation will be initiated within the state time requirements.

3. DCS/CPS will follow state guidelines and agency policies as appropriate.

4. Each law enforcement agency will follow mandated agency policies as appropriate.

5. Copies of mandated agency policies, protocols and state guidelines will be kept on file at the CAC.

C. Scheduling the Forensic Interview

1. Interviews can be scheduled by a caseworker, a detective, or ordered by one of Allen County’s courts.

2. Interviews can be scheduled over the telephone.

3. Interview times should be mutually agreed upon by all participating members of the CAC Team.

4. The following criteria should be considered when scheduling an interview time:

a. Acute cases (as defined in appendix A or when immediate protection of the child is at issue); law enforcement or CPS must first be contacted and gather the preliminary information.  Each agency should be notified regardless.

b. Non-acute cases; law enforcement or CPS must first be contacted and gather the preliminary information. Each agency should be notified immediately regardless of whether protection is an issue.

c. It is preferable that interviews be scheduled in advance; however, there are always interview slots available for acute cases.

d. It is recommended that interviews be scheduled within 2 weeks of referral.

D. After Hour Acute Cases

1. In an effort to establish a best practice guideline, it is the preference of the CAC to conduct forensic interviews of children during normal business hours. However, if either the Prosecutor, Child Protective Services, FWSATC, or Law Enforcement determine that it is necessary to the investigation or intervention of suspected abuse, a full forensic interview may be done at any hour.

2. Various members of the Team will have keys to open the CAC for the victim and family members. St. Joseph Security may also unlock the front door provided a Team member is present.

E. Alleged Perpetrator Presence at The Child Advocacy Center

It is the policy of The Child Advocacy Center that alleged perpetrators or their representatives are not permitted on the premises.

1. An alleged perpetrator is any individual identified as the alleged perpetrator in the present CPS or LEA report.

2. If the alleged perpetrator arrives at the CAC, she/he should be asked to leave. This request should come from any Team member in the case, except the child interviewer.

3. If an alleged juvenile perpetrator is also a possible victim of sexual abuse, an exception may be made.

4. If the alleged perpetrator is a juvenile, an interview may be conducted to determine whether the alleged juvenile perpetrator has also been the victim of sexual assault.  The interview must be scheduled at a time when no other children are present.

F. Pre-interview Preparation

1. The investigative Team will meet with the child interviewer and the victim advocate prior to the interview. The content of this meeting will include the sharing of pertinent case information between the various Team members to coordinate the case strategy.

2. Video equipment will be turned on prior to the initiation of the interview. Once the videotapes/DVDs/digital recording is recording, it should not be terminated until the interview is complete. If the interviewer leaves the room, the tape/DVD/digital recording should continue to record.

G. Explanation & Preliminary Matters

1. The non-offending caregiver must be informed that the interview is being videotaped/recorded on DVD/digitally recorded. It should further be explained to the non-offending caregiver that the videotapes/DVDs/digital recording would not replace the child’s testimony if the case goes to trial.

2. The CAC will work with LEA, CPS, FWSATC, Victim Assistance and the Prosecutor’s Office to provide translators for non-English speaking children and families.

H. Persons Present in the Interviewing Room

1. Professionals: It is the policy of the CAC that there is only one interviewer present in the interviewing room with the child. Other Team members should remain in the monitoring room during the interview.

2. Translator: If it is necessary for a translator to be present the following must occur:

a. The investigative Team will designate and arrange for a disinterested translator prior to the CAC interview.

b. The translator must sign a confidentiality agreement prior to the beginning of the interview.

c. The translator’s name and role must be identified at the beginning of the interview.

d. The translator must acknowledge on tape that:

i. He/she will translate verbatim, without paraphrasing;

ii. He/she will define and/or describe any words or phrases that cannot be translated verbatim.

e. The translator will position him/herself beside the child without physical contact.

3. Non-offending caregivers: It is the CAC policy that the non-offending caregiver should not be present in the interviewing room or the monitoring room when the alleged victim is being interviewed. However, at the discretion of the interviewer, the non-offending caregiver may be present in the interview room.

I. CAC Interview

1. Interviews will be designed to meet each child’s need per interviewer discretion utilizing techniques deemed age and developmentally appropriate.

2. A victim advocate will be available to meet with the non-offending caregiver to provide emotional support and information. CPS or LEA may meet with the non-offending caregiver to assess the non-offending caregiver’s ability to protect the child and to gather information.

J. Videotapes/DVDs/Digital Recording
1. One copy of the videotapes/DVDs/digital recording produced at the CAC during an investigation is the property of the agency conducting the investigation and one copy is the property of the Prosecutor’s Office. This copy is maintained at the CAC. Copies of videotapes/DVDs/digital recording are available by subpoena to the appropriate agency.

2. All videotapes/DVDs/digital recording should be marked with the following information:

a. Interviewer name

b. Interviewing agency

c. Child’s name

d. Date of interview

e. Law Enforcement Control/Case Number

V. Medical Forensic Examination Guidelines

A. Providers

1. Fort Wayne Sexual Assault Treatment Center, (FWSATC) is the primary provider of child medical forensic examinations for Allen County.

2. FWSATC will provide a Forensic Nurse Examiner (FNE) to conduct medical forensic examinations.

B. Service to be Provided

1. In Acute cases, the child shall be referred to FWSATC for immediate medical forensic examination/evidence collection if indicated.

2. In Non-acute cases, FWSATC will provide an examination within one week of referral if indicated.

3. FWSATC may request that a child return for follow-up photo documentation/examination.

4. Forensic Nurse Examiners will be available to testify regarding examinations performed at FWSATC.

5. FWSATC will provide services to any child who fits within guidelines for physical examination. A law enforcement case number and officer/detective signature will be required to authorize the medical forensic examination with appropriate consent or a CPS case number and CPS caseworker signature, as authorized by their supervisor, will be required to authorize the medical forensic examination with appropriate consent.

6. FWSATC will refer children who are or may be the victim of physical abuse to a family practitioner or specialist.

C. Disclaimer

1. The child’s guardian must sign a disclaimer form prior to the examination.

2. The disclaimer acknowledges that there is a release of information with the respective law enforcement jurisdiction, the Prosecutor’s Office, the Offices of Family & Children, the Child Advocacy Center, and medical/mental health care provider.

D. Medical History

1. A knowledgeable, non-offending family member will be present at the appointment, unless a court has restricted contact. In such cases the caseworker or foster parent will accompany the child.

2. A child history form/Intake questionnaire will be completed prior to the child’s arrival at the FWSATC. The form will include:

a. Name;

b. Birth date;

c. Allegation information obtained through the Child Advocacy Center interview;

d. Child’s concerns/complaints;

e. Jurisdiction, name of detective, and telephone number;

f. Name, address, and telephone number of CPS caseworker.

E. Documentation

1. A general history will be completed by a caregiver at the FWSATC.

2. The final assessment form will be completed by the examining FNE upon receipt of all photographs.

3. FWSATC, respective law enforcement representatives, and the CPS caseworker will have a copy of documentation for their files.

4. The appropriate chain of custody will be maintained.

F. Specimens/Cultures

1. Specimens obtained during the examinations, which are not part of the sexual assault evidence collection kits, will be processed at St. Joseph Medical Center, Lutheran Hospital, Parkview Hospital, and/or SmithKline Beecham Laboratories.

2. FWSATC should receive the results within 5 working days.

3. FWSATC will provide the lab information to the investigative Team within 24 hours of receiving the results.

G. Sexual Assault Evidence Collection Kits
1. Sexual assault evidence collection kits will be utilized in acute cases where appropriate. The procedure for using the sexual assault evidence collection kit outlined within the kit will be followed.

2. The sexual assault evidence collection kit will be refrigerated in a locked refrigerator following the collections of specimens.

3. Upon completion of the examination, FWSATC will contact the appropriate Law Enforcement representative.

H. Equipment & Supplies

1. FWSATC will provide the colposcope and film. The Colposcope is the property of the FWSATC.

2. FWSATC will provide the camera equipment and film. The camera equipment is the property of FWSATC and FWSATC will provide needed maintenance of the camera equipment.

3. FWSATC will provide access to a medical library related to child sexual abuse. Library materials are the property of FWSATC.

4. FWSATC will secure the sexual assault evidence collection kits, which are provided by the State of Indiana.

5. FWSATC will provide a locked refrigerator which will be used to store completed sexual assault evidence collection kits and film.

I. Consultant Physicians

1. All patients will be referred to their physician for continuity of care; if patient has no physician, the FWSATC will make a referral to one of its consulting physicians.

2. Suspicious, unusual or abnormal cases may be sent to an appropriate consulting specialist.

VI. Case Review

A. Case Review Meetings

1. Team case review meeting may be held twice a month to provide Team members with the opportunity to discuss specific cases under investigation. Cases that are identified for Team review are based on the following criteria:

a. Sexual abuse requiring a medical forensic examination;

b. Multiple occurring trauma-same child;

c. Multiple children-same alleged offender;

d. Other cases at the discretion of the Team.




B. Team case reviews include the following functions:

1. Review investigations, access service delivery, and facilitate efficient and appropriate disposition of cases through the criminal justice systems;

2. Increase communication and collaboration among professionals responsible for the investigation and prosecution of child sexual abuse;

3. Eliminate duplicative efforts in the investigation and prosecution of child sexual abuse cases;

4. Identify gaps in service or untapped resources within the community to improve delivery of services to the victim and the family;

5. Encourage the development of expertise with discipline specific training and cross-discipline training.

VII. Peer Review

A. Peer Review Meetings

1. Peer review meetings will be scheduled monthly to provide feedback for forensic interviewers and to monitor the use of accepted techniques for quality forensic interviews.

2. The supervisors of the Forensic Interviewers will ensure the Forensic Interviewers will participate in Peer Review.

VIII. Mental Health Assistance

A. Community Professionals

1. The CAC may use members of the community who have specialized training in mental health services to assist with any mental health needs of our clients.

B. Mental Health Referral

1. The CAC will offer a universal referral form for each family to take to a provider of their choice. It is the responsibility of the non-offending caregiver to schedule appointments with these providers.

IX. Non-Allen County Cases

A. Non-Allen County Cases

1. The Operating & Service Guidelines specified in this document refer to cases from Allen County by listing the specific agencies from Allen County when referring to an agency. Cases from counties other than Allen County will be handled in as similar method as possible, substituting the appropriate agency from that county for those listed above.

SIGNATURE PAGE

It is expressly understood that each agency will work together with the Child Advocacy Center's above-mentioned guidelines. Nothing contained herein supersedes the statutes, rules, or regulations governing each agency. To the extent that any provision of this agreement is inconsistent with any statute, rule or regulation, the statute, rule or regulation shall prevail.

Any conflict or divergence from the guidelines that occurs between agencies regarding cases being addressed by the CAC Team shall be taken to the Board for mediation.

The above stated guidelines shall only be modified with the consent of all signatories.
________________________________
 
______________________________

Prosecuting Attorney, Allen Co.
Regional Manager, Department of Child Services

________________________________
______________________________

Chief of Police, FWPD
Chief of Police, New Haven

________________________________
______________________________

Sheriff, Allen County
Chief Nursing Officer, FWSATC

GUIDELINES FOR ACUTE SEXUAL ABUSE

IF THE CHILD IS 13 YEARS OF AGE OR LESS

IF PENETRATION OF THE FEMALE SEX ORGAN OCCURRED WITHIN THE LAST 72 HOURS

· A uniform police officer will arrive at the scene to take pertinent information (names, address, telephone numbers allegation).  This officer is not to interview the child, but

may be asked to get a limited amount of information from the child.

· The Child Advocacy Center needs to be paged via communications.
· If it is in the best interest of the child and critical to the investigation, the team will determine if a forensic interview should take place prior to the medical examination.
A forensic nurse examiner, a representative from Law Enforcement, Child Protective Services, a victim advocate, and a deputy prosecuting attorney may be directed to meet CAC staff at the Child Advocacy Center.

IF ORAL CONTACT OR ANAL PENETRATION OCCURRED WITHIN THE LAST 

24 HOURS
· A uniform police officer will arrive at the scene to take pertinent information (names, address, telephone numbers, allegation).  This officer is not to interview the child, but may be asked to get a limited amount of information from the child.
· The Child Advocacy Center needs to be paged via communications.

· If it is in the best interest of the child and critical to the investigation, the team will determine if a forensic interview should take place prior to the medical examination.

· A forensic nurse examiner, a representative from Law Enforcement, Child Protective Services, a victim advocate, and a deputy prosecuting attorney may be directed to meet CAC staff at the Child Advocacy Center.

IF PENETRATION OF THE FEMALE SEX ORGAN, ORAL CONTACT, OR ANAL PENETRATION OCCURRED PAST THE TIME FRAMES OUTLINED ABOVE AND THE CHILD   

                                             **  IS BLEEDING

                                             **  IS IN PAIN
                                             ** BRUISING     

· Contact the FWSATC

IF THE SAFETY OF THE CHILD IS OF IMMEDIATE CONCERN

· Follow same protocol as above for an ACUTE case

** IF THE ALLEGATION DOES NOT MEET THESE CRITERIA, REFER THE CASE TO

APPROPRIATE LAW ENFORCEMENT AGENCY FOR FOLLOW UP **
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