VICTIM ASSISTANCE AND LAW ENFORCEMENT PROGRAM

4TH JUDICIAL DISTRICT

POLICIES & PROCEDURES

SECTION I 
GRANT APPLICATION PROCESS

A. AREAS OF CONSIDERATION FOR FUNDING RECOMMENDATIONS

In developing an open, fair and impartial process of reviewing, evaluating, and voting on grant applications, the VALE Board shall include, but not be limited to, the following considerations for funding: eligibility and priorities established by legislation and the VALE Board; and financial, administrative and programmatic capacity of the applicant to provide the necessary services.

B. FUNDING PRIORITIES OF THE BOARD

1.
The VALE statute already establishes certain priorities for funding. These are outlined in C.R.S. 24-4.2-103(5) and include the following:

a.
Implementation of the rights afforded to crime victims pursuant to C.R.S. 24-4.1-302.5.

b.
The provision of the services and programs delineated in C.R.S. 24-4.1-303 and 304, and 24-4.2-105(4) related to all crimes as defined by C.R.S. 24-4.1-302(1).

2. In developing a comprehensive and impartial process of soliciting grant applications, each year the VALE Board shall determine any additional priorities for the judicial district that have not already been established by legislation.
3. All legislative and Board priorities shall be published in the Request for Proposal.
4. The VALE Board may, at its discretion, issue Requests for Proposals outside the normal funding cycle for a specific, targeted priority purpose that is within the statutory requirements for VALE funding.

C. PUBLIC NOTICE OF AVAILABILITY OF FUNDS


The VALE Board shall issue a public notice that meets the requirements of the Colorado Open Meetings Law.  Such notice shall state the purpose and availability of local VALE funds prior to each funding cycle and shall contain the following information:


1.
Starting date and length of funding cycle;


2.
Local VALE administrator’s name, address, and phone number;


3.   
Funding priorities as identified by local Board and outlined in statute;

4.   
Amount of funds available; 
5. 
Eligibility requirements to apply for funding;

6. 
Criteria the Board uses in determining the funding of grant awards and these criteria are applied to all grant applicants

7. 
Eligibility requirements or criteria for funding that applies specifically to continuation grants and/or new grant applicants, if different from one another; and

8.
Application deadline (which shall be no less than 30 days after the Public 

                  
Announcement, unless the Board has determined that extenuating circumstances 

                 
exist).

D. PUBLIC MEETING NOTICE

The VALE Board Administrator shall post a notice through the Board of County Commissioners at Centennial Hall regarding any meeting the VALE Board will be conducting.  The meeting notice will be posted a minimum of 24 hours prior to the meeting and include the following:

1. 
Date, time, and location of meeting;

2. 
Purpose of the meeting; and

3. 
Person, address, and telephone number to contact for further information.
4.
Person, address and telephone number to contact to obtain a copy of the Board Minutes.
E.
REQUEST FOR PROPOSALS

1. The VALE administrator shall maintain a list of agencies and/or individuals that should receive a Request for Proposal.

2. Utilizing the financial reports from the VALE administrator, the VALE Board shall determine the amount of funds available for the grant cycle. The amount of funds available should be published in the Request for Proposal.  In the case of a targeted solicitation as described in Section B.4, the Board will utilize financial reports to determine the maximum number and value of awards that will be made.  This information will be published in any targeted Request for Proposal.
3. The VALE Board shall establish criteria for the funding of grant awards. This criteria shall be published in the Request for Proposal and apply to all grant applicants.
4. The application deadline shall be no less than 30 days from the issuance of the Request for Proposals.
5. Instructions on how to complete the 2014 Request for Proposal will be posted on the 4th Judicial District Attorney website.  
F.
WRITTEN APPLICATION

The VALE Board shall utilize a written application form for all applicants seeking

funding from the Board.  The application shall contain clear and concise instructions

and the following minimum elements:

1. 
A problem statement that is specific to the community the project will 

                        serve;

          2.
A description of the applicant agency;

          3.
Specific signing authorities including authorized official, project director, 

                        and financial officer;

         4.
A project description;

         5.
Two budgets including a project and an agency victim assistance budget 

                        that includes all funding sources.  A budget narrative that includes 

                        justification for requested items must also be provided;

6.
Goals and objectives that are measurable and specific;

7.
A timeline and work plan;

8.
A plan for evaluation;

9.         Statements supporting cooperation and referrals with other service 
            providers and non-duplication of services; 

10.
A 501 (c) (3) tax exempt certificate or evidence that application is in 

                        process (if the applicant is a non-profit organization).

11.
Any requirements listed in the statute including acknowledgement in writing that an agency or person(s) have read and understand the rights afforded to crime victims pursuant to C.R.S. 24-4.1-302.5 and the services delineated pursuant to C.R.S. 24-4.1-303 and 24-4.1-304; and
G. APPLICATION FOR SCHOLARSHIPS, TRAINING AND EQUIPMENT
1.
The Board shall utilize a written application form for all applicants seeking funding from the Board for scholarships.  The application at a minimum shall contain sufficient information to adequately document the amount requested, the reason for the request, the recipient of funds, and a report of actual expenditures by the recipient.

2.
Any requests for training and/or equipment by law enforcement will be   

included as part of the regular grant application.  The Board can create an      

abbreviated application for these requests outside the normal funding  

cycle if a targeted solicitation is announced by the Board.

SECTION II
GRANT REVIEW PROCESS

A. SCREENING OF APPLICANTS

The VALE administer and/or legal advisor may review grant applications to determine if the application is complete, if additional information is required, or obtain any additional information that is requested by the Board.  The VALE administrator and/or the legal advisor may not screen out any application. Only the VALE Board may determine if a grant is not eligible for funding. The VALE administer will provide summarized grant evaluation information to the VALE Board.

B.
CRITERIA AND WRITTEN RECORDS OF GRANT REVIEW PROCESS

1. The VALE Board shall create a written record of the grant review process by completing score sheets or other written evaluation instruments. Such written evaluations shall be a factor in the funding recommendation, but shall not supercede a consideration of all pertinent factors, such as those listed in section I A.  Written evaluation instruments will be destroyed by VALE Administrator after the appeal process.
2. The VALE Board shall consider continuation and new programs on an equal basis. Each grant shall be reviewed to determine if it meets a community need and if alternate sources of funding are available.

3. The VALE Board shall vote on each application, the written record shall be preserved in the minutes of the meeting.

4. The VALE Board may designate from which fund, Victim Assistance or Law Enforcement, grant awards shall be made. All grants which provide victim witness services shall be paid from the Victim Assistance Fund.
5. The VALE Board may require applicants to attend the grant workshop in the event that one is held.  The workshop date, time and place will be announced on the RFP packet if it will be offered.
C.
APPLICATION FOR FUNDS BY THE DISTRICT ATTORNEY’S OFFICE, 
            JUDICIAL ADMINISTRATOR’S OFFICE OR A VALE BOARD MEMBER

1. A VALE Board member or an agency in which a VALE Board member has an interest may apply for funds and shall have the same opportunity to make written proposals and oral presentations as is afforded to any other grant applicant applying for the same funds.

2. Any staff member from the district attorney’s or judicial administrator’s offices shall have the same opportunity to make written proposals and oral presentations as is afforded to any other grant applicant applying for the same funds.  

3. The co-existence of (1) a legislatively mandated role of the district attorney to lend support, assistance and legal advice to the VALE Board and (2) legislation which describes priority VALE funding for the implementation of the constitutional amendment for victim rights and certain victim services which can only be provided through the district attorney’s office provides an inherent conflict of interest which shall be balanced by 5 and 6 in this section.

4. The co-existence of (1) a legislatively mandated role of the judicial district administrator as the financial officer to the VALE Board and (2) legislation which allows the judicial administrator to apply for VALE funds for restitution collection programs provides an inherent conflict of interest which shall be balanced by 5 and 6 in this section.

5. In such cases, a Board member or a staff member from an applicant agency may not augment the written or oral presentation by making additional comments or answering additional questions after a written or oral presentation is completed. In this way, equal access to the VALE Board is assured for all applicants.

6. In order to avoid any appearance of a conflict, when the Board member or a staff person from the district attorney’s office is applying for a grant, the Board member or staff person will leave the room when the Board is making a decision regarding that grant application.

7. Communication relating to the VALE grants and / or processes is prohibited between the VALE Board and grantees during the funding cycle.  

8. Upon the commencement of the funding cycle, grantees are to direct questions and/or comments to the VALE Administrator.

9. It is the responsibility of the Chair to enforce this section.

D.
DECISION MAKING PROCESS

The VALE Board shall engage in an impartial and equitable decision making process, utilizing the criteria for eligibility and funding decisions contained in the request for proposals.

E. GRANT PRESENTATIONS

Oral presentations may be required to provide the Board with more detailed information concerning the grant application.

F. NOTIFICATION OF FUNDING DECISIONS

The written policy regarding notification to applicants of the Board’s decision to 

approve or deny their grant request shall be as follows:
Applicants shall be notified in writing within fourteen working days of the denial of their grant request.  Notification will include the reason for denial and the circumstances under which an applicant may request a reconsideration of the Board, and the grant review process for those decisions shall be recorded in the minutes.
Applicants shall be notified regarding approval of their grant in writing within (7) days of the Board funding meeting and reconsideration meeting.  

G. FINAL FUNDING DECISIONS

Funding decisions shall not be final, and no disbursement of funds for the grants under consideration shall take place until the reconsideration process has been completed, unless at the discretion of the Board, there are adequate funds available for successful reconsidered applications.

H. ALLOCATION OF FUNDS FOR VICTIM ASSISTANCE AND LAW ENFORCEMENT GRANTS

All grants that provide victim and witness services, as described by section 24-4.2-103(5) shall be paid from the Victim Assistance portion of the VALE fund, even if a law enforcement agency is providing the services.  Such grants shall comprise not less than 85% of the funds available for grants.  Grants that fund other law enforcement expenditures, as described in Section 24-4.2-105(3) and Section 24-4.2-105(4.3) shall not exceed 15% of the funds available for grants.  Expenditures from the law enforcement portion of the VALE fund shall be for expenses that are directly related to the implementation of the rights afforded to crime victims pursuant to Section 24.4.1-302.5 and the provision of services delineated pursuant to Sections 24-4.1-303 and 24.41.-304.
SECTION III

 RECONSIDERATION OF FUNDING DECISIONS

1. WRITTEN DOCUMENTATION OF REASONS FOR DENIAL AND NOTIFICATION OF RIGHT TO REQUEST RECONSIDERATION

A. Applicants shall be notified in writing within fourteen (14) days of the Board’s decisions including the specific reasons for the denial of funding.

B. Applicants who are denied funding shall be notified of their right to request a reconsideration of the Board’s decision and the conditions under which a funding decision may be reconsidered.   This information shall be provided to the applicant no less than five (5) working days prior to the deadline to request reconsideration.  An applicant may request  a reconsideration of the Board’s decision if the applicant can show that:

1) Additional information is available, or

2) A change in circumstance has occurred.

C. The instructions shall include the time frame within which the Board will review the request for reconsideration and make a decision.

D. The right to request reconsideration does not extend to reductions in funding.

E. Whenever the local VALE Board denies funding to any agency making application for VALE funding, the specific reasons for the denial of funding and the grant review process for those decisions shall be recorded in the meeting minutes.

2. CONDITIONS OF REQUEST FOR RECONSIDERATION

A. Agencies must submit a written request within fourteen (14) calendar days from the date of notice of denial.

B. Requests for reconsideration must be based upon the applicant showing that additional information is available or a change in circumstance has occurred.

C. Requests submitted after the deadline will not be heard.

D. A request for reconsideration is limited to the reasons for which the application was denied funding.

3. BOARD MEETING REGARDING RECONSIDERATION REQUESTS

A. If the Board has received a request for reconsideration it will hold a special meeting within thirty (30) days of the request deadline.  Approval or denial of the request must be decided by a quorum of the Board within a specified period of time.  

B. The Chair may impose such time limits during the discussion on requests for reconsideration as he/she deems appropriate.

C. The Chair may authorize a meeting to consider requests by telephone conference as appropriate.

D. The Board shall state the specific reasons for the denial or the reversal of the denial resulting in partial funding of a grant application after the reconsideration decision.

E. Funding decisions made at a reconsideration hearing shall be documented in the Board meeting minutes and shall include the reason(s) for the final decision.

4. DECISIONS FOR FUNDING

A. After any requests for reconsideration are exhausted, the local VALE Board shall make a final decision regarding the funding of grant applicants.

B. The applicant agencies shall be notified of the Board’s decision within 7 days of the Board meeting.

C. The local VALE Board shall ensure that all actions taken on matters related to grant applications and awards are recorded in the meeting minutes.

SECTION IV
WRITTEN AGREEMENTS (CONTRACTS) BETWEEN THE VALE BOARD AND GRANT RECIPIENTS

The VALE Board shall issue a written agreement (hereafter grant), to the funded agency for the purchase of goods or services from local VALE funds, which must contain the following elements:


1.
A statement of the purpose of the agreement and the specific goods or 

services being purchased;


2.
The duration of the agreement and the ability to amend the terms;


3.
The specific dollar amount approved including the payment schedule and a 

disclaimer stating that the grant is contingent upon the availability of funds;


4.
Any special conditions to the agreement;

5.
The reporting requirements and consequences for non-compliance including the conditions under which a grant may be suspended;

6.
The termination of a grant for cause must be written in the agreement;

7.
The requirement that funded agencies shall make written financial and programmatic reports at least semi-annually;
8. 
A statement that if the grant award is for a scholarship/training event or equipment, that the funded agency may, at the discretion of the Board, submit one financial and programmatic report.

9. 
The conditions of ownership of equipment purchased with VALE funds and circumstances under which the equipment may be used by others or when ownership may be transferred.  At the option of the Board, ownership may be transferred to the funded agency with no further conditions;

10. A statement that audit/financial statements may be requested by the Board, and the agency’s books shall be available for review upon request.

11. The procedure of the Board for the timing, frequency, and percentage of VALE funds disbursed during the grant period; and

12. The signature of the authorized official, financial officer, project director, and 

VALE Board chairperson.

The grant shall be completed and signed by all parties prior to the beginning of the grant award.


No funds shall be released to any grant recipient until a written agreement (grant) has been signed by the appropriate parties.


Any equipment purchased with VALE funds must remain with the grant recipient.  Equipment must be used for the purposes designated in the grant application.   If the grantee has no further use for the equipment, this information shall be given to the VALE Board in writing and the Board shall determine what is to be done with the equipment.

SECTION V

DISBURSEMENT OF FUNDS

A. All awards are contingent upon the availability of VALE funds.

B. The Board will disburse funds in quarterly installments, unless the award is for the purchase of equipment or some other type of lump sum expense.  The first payment will be on or about the beginning of the grant period.  The remaining three quarterly payments will be made following local VALE Board approval of all required reports and verification of expenses.  Exceptions to this disbursement pattern can be made by a majority vote of the Board.

C. The local VALE Board shall send written authorizations to the Judicial District Administrator for the release of these funds.
D. Any delegation of signing authority for the program must be in written form, signed by the official or the Board delegating this authority, and maintained by both the Court and the District Attorney’s Office.
SECTION VI

REPORTING REQUIREMENTS


The VALE Boards grant monitoring process shall be as follows:


Grant recipients shall be required to report both financial and programmatic information to the Board on a quarterly basis, as requested on the quarterly report form provided by the VALE Coordinator on behalf of the local VALE Board.  The Coordinator shall review all quarterly reports and discuss with VALE Board prior to the release of any additional funds being provided to the grant recipient.  The final reports must also include the expenditures of all VALE funds received by the grant recipient.


The VALE Board, at its discretion, may also conduct site visits.

SECTION VII
UNSPENT FUNDS BY GRANT RECIPIENTS

If the grant recipient does not expend all of the monies within the contractual period, 

the Board in its discretion may extend the time period of the contract or request that monies not used be repaid to the Board.  All unspent funds shall be returned to the VALE board unless the grant recipient makes a request in writing fifteen days after the end of the grant period for use of the funds beyond the grant period and such request has been approved by the VALE Board.

SECTION VIII
TERMINATION OF GRANT

The Board retains the right to terminate any grant if the recipient does not comply with the conditions listed in the written agreement. Notification of termination of a grant will be made in writing to the grant recipient.  The grant recipient will have ten days to reply to the allegations of the Board.  Following this reply, the Board will make a final determination as to the status of the grant and mail the notice within ten working days.  No moneys will be given to the grant recipient during this time period.

SECTION IX
EMERGENCY REQUESTS OUTSIDE THE NORMAL GRANT CYCLE
The Board may choose to consider emergency requests outside the normal grant cycle if an agency approaches the Board with new information that could impact the agency’s services to crime victims.  The request must be submitted to the Coordinator in writing for the Board members to review and determine whether their current grant can be revised. If the Board approves a revision, a new SOGA and contract will be signed.  
SECTION X

FINANCIAL & PROGRAMMATIC PLANNING

A. FINANCIAL REVIEW

The local VALE Board, assigned staff within the District Attorney’s Office, and the Judicial District Administrator shall conduct an annual financial review to assess the effectiveness of the financial policies of the program. The review shall be documented in the minutes and shall include: 



1.
A review of the amount of VALE funds received since the last review and 

an analysis of the increase or decrease in the amount of dollars coming into the fund.  Only those funds actually available and unencumbered will be awarded in grants.



2.
If the VALE Board encumbers funds to meet obligations made to grantees, 

the review shall include, an evaluation of the amount of the fund’s unpaid obligations from prior funding cycles, length of time funds have been encumbered and an analysis of the funds that have been encumbered and an analysis of the Board’s ability to pay encumbrances when due.  The VALE Board shall have a process by which unpaid obligations, which have not been utilized, can be periodically cleared, as follows:




Grant awards will not extend beyond a one-year time period without 

express consent of the VALE Board.  Any unused funds will be required to be returned to the VALE fund and a written request will be issued to the grantee requesting the refund.



3.
A review of existing methods, such as audit review, shall be used to 

determine the amount of VALE funds available and an assessment of the accuracy of the determination.

4.       The VALE Board and designated staff shall assess their ability to meet  

                       unpaid obligations prior to making new financial commitments.
5. 
The District Attorney and designated staff within the District Attorney’s 

Office shall assure t5hat a record of administrative fund encumbrances is maintained.
B. REVIEW OF COLLECTION PROCESS

1. Every three years, representative of the judicial administrator’s office and the district attorney’s office shall conduct a review of the VALE collections and an assessment of the collection process.

2. A report of this review shall be provided to the Chief Judge, District Attorney, the VALE Board, and the Victim Compensation and Assistance Coordinating Committee.

C. PROGRAMMATIC PLANNING

1. The VALE Board, along with the assigned administrative staff shall conduct an annual programmatic review, which shall be documented in the meeting minutes. This review shall include, but not be limited to:

a. The current grant process;

b. The effectiveness of the reporting process for the grant recipients;

c. An analysis of the services provided to victims within the district; and 

d. A review of the priorities of the Board to determine if they are still applicable.

2. The VALE Board shall use this review to amend the policies and procedures as appropriate.
D. UNCLAIMED RESTITUTION

1. The Chair of the VALE Board and the Victim Compensation Chair agree to allow unclaimed restitution for 2016 to be deposited into the VALE account and every other year, and thereafter into the Victim Compensation account.  

SECTION X

GENERAL POLICIES

A. AGENDA

1. The conduct of business shall be directed by an agenda prepared by the VALE administrator with the approval of the Chair.

2. Any member may add an agenda item to a regular or special meeting by calling the VALE administrator in advance of the meeting, subject to the approval of the Chair. Agenda items may also be added at the time of the meeting by consensus of the VALE Board or a majority vote of the VALE Board.

B. MINUTES

1. Minutes shall be kept of all regular and special meetings of the VALE Board and shall be approved at the next appropriate meeting.

2. Minutes shall include, but not solely be limited to:

a. Records to document which Board members were in attendance, that a quorum of Board members were in attendance and any votes that were taken;

b. Any discussion regarding Board member or staff conflict of interest and action taken as a result of the conflict of interest;

c. Any motions made by Board members;

d. Decisions made by the Board;

e. Any appeals by applicant agencies and the process, which was used to make the decision regarding the appeal.

C. ANNUAL MEETING RESPONSIBILITIES

The Board shall conduct an annual meeting during the first quarter of each calendar year to conduct non-grant activities, including, but not limited to the following:

1. Review bylaws and policies and make any appropriate changes;

2. Review the written expenditure agreement for the administrative funds, the budget for the administrative funds and a year-end expenditure of the administrative fund for the previous calendar year;

3. Review the appropriate reports regarding the financial management of the VALE funds; and

4. Review the appropriate programmatic policies of the grant funding cycle, this may be done during the second quarter of the calendar year.

D. RECORDS RETENTION

1. All VALE program records should be retained at least seven years after the grant period expires.
2. A list of all agencies funded by the program should be kept on record.
3.        Minutes of the VALE meetings will be maintained permanently.
SECTION XI

INFORMATION FOR THE DIVISION OF CRIMINAL JUSTICE

A. REPORTS

1. The Division of Criminal Justice (DCJ) is the central repository for VALE data.  The VALE administrator shall send to the Division of Criminal Justice (DCJ) on an annual basis a report, on the forms provided by DCJ, pertaining to the activities of the Board. This will include a copy of the administrative fund expenses.

SECTION XII
PROCESS TO AMEND THE POLICIES AND PROCEDURES

A. These policies and procedures may be amended at any regular or special meeting of the VALE Board by an affirmative vote of at least three members, provided that a minimum of five working days notice of the proposed amendment(s) has been given to all VALE Board members.  Any amendment(s) to the Policies and Procedures shall be documented in the meeting minutes.

These policies and procedures supercede previous policies and procedures and shall remain in

effect until amended or abolished.
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