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Instructor Overview 
Training Goal

The National Victim Assistance Academy (NVAA) Track 1, Foundation-Level Training is a skill-based training that provides professionals and volunteers who assist victims and survivors of crime with a broad understanding of the victim services field, and lays the groundwork for a career in victim services. Participants will learn the history of the victim services field, how to help victims attain their basic rights, how to navigate the criminal justice systems, how to communicate effectively with victims, how to effectively provide direct services to victims while recognizing cultural and spiritual issues that affect service, how to make ethical decisions, and how to increase resilience. 

Target Audience

The NVAA Track 1, Foundation-Level Training was designed for victim service providers and allied professionals who have 3 years or less experience in the victim services field. A broad range of participants is recommended to maximize the learning that occurs among participants. To the extent possible, participants should be selected to ensure that the group represents urban and rural areas; federal, state, county, local, tribal, military, and international jurisdictions; and community/nonprofit, faith-based, and hospital or medical organizations.  

Instructor Requirements

Each module within the NVAA Track 1, Foundation-Level Training was designed to be co-taught by scholars and researchers from the academic community and practitioners with years of experience providing direct services to victims. Scholars/researchers should hold an advanced degree and have experience teaching courses related to victim services. Practitioners should have at least 5 years of experience in providing direct services to crime victims. All instructors must have superior presentation skills and experience in training a target audience and applying adult learning methodologies.

Length of the Training

This training is designed to begin on Monday and conclude on Friday, with a total of 35 hours of classroom time. Additionally, participants must complete approximately 5 hours of pre-Academy assignments.
Training Approach

The training design is based on the principles of adult learning and active training. Adults learn best when:

· Training focuses on building skills rather then just transferring information.

· Participants are involved in meaningful activities to practice new skills.

· Participants can draw on and apply their own knowledge and experience to the training.

· Participants see the relevance of what they are learning to their jobs and their lives.

The training also incorporates a variety of methods and activities to appeal to visual learners, or those who learn best by seeing; auditory learners, or those who learn best by hearing; and kinesthetic learners, those who learn best by moving and doing.

Using This Instructor Manual

This Instructor Manual is a template to help NVAA instructors prepare for instruction and to guide the delivery of the training. It details the information to be discussed and how to introduce, conduct, and process group activities. It also contains a copy of all participant materials.

Each instructor should draw on her or his own knowledge and expertise to enrich the training and provide relevant examples and illustrations, while maintaining the integrity of the training design. To successfully conduct the modules that each instructor has been assigned, instructors should become familiar with all of the concepts and processing notes in their modules as well as with the material that their co-instructors will be presenting. Because each module will be co-taught, it is imperative that instructors who will be conducting the same training module discuss how they will divide the material to be presented. 

The Instructor Manual is organized into this overview and the following modules:

Module 1:  Introductions and Overview

Module 2:  History of the Crime Victims’ Rights Movement in the United States

Module 3:  Victims’ Rights Laws in the United States
Module 4:  Impact of Crime on Victims 
Module 5:  Navigating the Justice System 
Module 6:  Communication With Victims and Survivors
Module 7:  Direct Services

Module 8:  Cultural and Spiritual Competence
Module 9:  Ethics in Victim Services 
Module 10:  Developing Resilience
Module 11:  Resources for Victim Advocates

Module 12:  Taking It All Back Home

An outline is provided at the beginning of each module. The outlines include specific objectives, a list of worksheets that participants will use during the module, a list of required equipment and materials, preparation instructions, and notification of the time required to complete the module. All information and activities within the modules are presented in a timed sequence and have been chosen to help participants achieve the learning objectives for each module.

Icons

There are several icons that appear frequently throughout the Instructor Manual:

(
with directive “Show Visual” indicates that a PowerPoint slide is to be shown.

· indicates that an activity is to be conducted.

Activities are included in each module to provide participants with opportunities to apply or process information that has been presented, to enhance skill-building, and to underline the transfer of knowledge and skills to the participant’s job following the training. Each activity includes steps to follow and time estimates to conduct the activity. 


indicates that the worksheet used in the activity that follows is to be collected after the activity.

DVD 
indicates that you are to show a DVD that is embedded in the PowerPoint presentation by clicking on the edge of the black box in the corresponding PowerPoint slide.
Using the Visuals

The visuals for this training provide the instructor with an outline they can use to guide the activities in each module. The visuals include “talking points” for use during lectures as well as cues for the instructor to conduct an activity, ask for questions from the participants, or transition to the next module. As mentioned above, the directive “show visual” followed by a number appears throughout the Instructor Manual. Within each module, the visuals are numbered sequentially starting with 1-1 (indicating the first slide for the first module). For clarity, the visual number appears at the bottom of the slide. This allows the instructor to determine, at a glance, both the module number and the number of the particular visual within that module.

Other Material To Support the NVAA Track 1, 
Foundation-Level Training

There are two manuals and a resource thumb drive that support the NVAA Track 1, Foundation-Level Training.  

· The Instructor Manual, previously described, includes the template for instructors to deliver the training.

· The Participant Manual includes the agenda, copies of the PowerPoint slides with room to take notes, and copies of worksheets participants will use during activities.

· The NVAA resource thumb drive contains the following items:   
· Participant Text: Background reading to supplement the material in each module

· Statistical Overviews and Resources: Excerpt from 2009 National Crime Victims’ Rights Week Resource Guide 
· Resource papers on the following topics:

· Child Abuse 
· Drunk Driving
· Domestic Violence
· Elder Abuse
· Homicide

· Human Trafficking
· Identity

· Sexual Assault 

· Worksheets 
Additionally, the resource thumb drive includes a comprehensive list of victim assistance-, criminal-, and juvenile justice-related Web sites as well as resources on specific victim topics.
The topic-specific resource papers can be used as a “refresher” for those who are already providing services in these areas or as an introduction for those who are new to serving victims in a specific topic area. The resource thumb drive will not be used during the Academy.

Equipment and Materials 
Instructors will use the following equipment and materials consistently throughout the training:

· Instructor Manual.

· Participant Manual.

· PowerPoint presentation.

· Laptop PC (with PowerPoint), LCD projector, and screen.

· Tear sheets, masking tape, and easel.

· Multicolored, thick markers for use with tear sheets; dark colors should be used so participants can see the writing on the tear sheets.

· Name tents and name tags.

· Pens (one per participant).

· Sticky notes.

Additionally, if a module requires specific equipment and materials, they are listed in the outline that precedes each module and also are included in the summary table in this Overview. 

Worksheets and Handouts
Most modules include worksheets that participants use during one of the activities in a module. The worksheets for all of the modules are after the final module, behind the tab marked Participant Worksheets. They are labeled sequentially by module (e.g., Worksheet 4.1 is the first worksheet in Module 4). A complete list of worksheets is provided at the end of this Overview. 

When worksheets have Instructor versions (which include answers or preferred responses), they are behind the tab marked Instructor Worksheets.

Handouts are in the Instructor Manual only. Handouts are material that is not provided to participants in the Participant Manual. OVC TTAC will supply copies of the material for each participant in the training event. 

Participant Manual

Participants will receive a comprehensive training manual that includes the agenda, copies of the PowerPoint slides with room to take notes, and copies of worksheets participants will use during activities. 

Room Layout

If at all possible, try to avoid a traditional classroom-style layout in the training room. This type of layout makes it more difficult for participants to see and hear the instructor and the audiovisual equipment, and to interact with each other. Instead, try to organize the room so participants are seated in a series of small groups. This arrangement encourages discussion and participation. Remember that you will need a small table at the front of the room for your training supplies, as well as a larger table for supplementary materials for participants. 

Advance Preparation for Training Delivery

Instructors should become familiar with participants by reviewing their NVAA applications. This will provide an overall picture of the range of experience that participants bring to the Academy.

In addition to studying and preparing for each module, instructors should be sure to visit the training room before the Academy begins. Picture the layout of the training room, including the location of furniture and audiovisual equipment, and determine if you need any additional tables or chairs. Make sure all electrical outlets are functioning and check to see if there are shades on the windows to control any glare that could interfere with audiovisual presentations. Test all the equipment to be sure it is functioning properly.

Pre-Academy Assignments 

The following sections include the instructions sent to participants prior to the Academy. 
Module 1: Introductions and Overview

Prior to attending NVAA Track 1, please visit the OVC Oral History Project (OHP) online at http://vroh.uakron.edu/index.php. At the OVC OHP site, please click on interviewees and scroll down to view one of the following interviewees:   

If your last name begins with the letter:

A – F, please view Steve Derene.

G – L, please view James Rowland.

M – R, please view Roberta Roper.

S – Z, please view the OVC Directors Panel.

Steve Derene. Steve Derene helped craft and worked to pass the federal legislation that resulted in the Victims of Crime Act of 1984 (VOCA). He is currently the Executive Director of the National Association of VOCA Assistance Administrators.

James Rowland. James Rowland is a founding member of the National Organization for Victim Assistance. He is also the former Director of the California Department of Corrections, former Director of the California Youth Authority, and founding Chair of the American Correctional Association's Task Force on Victims of Crime. Rowland is also recognized as "the father of the victim impact statement." 

Roberta Roper. Roberta Roper became a victim activist following the murder of her daughter Stephanie in 1982. She and her husband Vince co-founded the Stephanie Roper Foundation (now called the Maryland Crime Victims’ Resource Center), one of the leading nonprofit state-level victim advocacy groups in America.

OVC Directors Panel. Featured in this discussion are Aileen Adams, a former OVC Director and victims’ rights advocate; John Gillis, the recent past OVC Director, who became a victim activist following the murder of his daughter Louarna in Los Angeles in 1978, and helped co-found a number of grassroots victim assistance organizations; the Honorable Lois Haight, who chaired the 1982 President’s Task Force on Victims of Crime and is currently a Juvenile Court Judge in Alameda County, CA; and Dr. Jane Nady Sigmon, a former OVC Director who currently works on behalf of international trafficking victims at the U.S. Department of State.

Please review the entire interview. You can also review the print transcript, as well as the summary of the interview.

Written assignment: Based on the interview, please answer the following questions:

· What were the biggest challenges the interviewee faced?

· What accomplishments in the victims’ rights field did the interviewee identify?

· What three points from the interview most surprised you?

Module 2: History of the Crime Victims’ Rights Movement in the United States

Participants were asked to complete part of an online module from Victim Assistance Training Online (VAT Online) and to read the material in Basics/Victim Service Provider Overview/Victims’ Rights Movement. Pay particular attention to the document link in Activity 1: “History of the Crime Victims’ Movement in the United States,” by Steve Derene, Steve Walker, Ph.D., and John Stein, JD.
Module 3: Victims’ Rights Laws in the United States

Please locate, obtain, and bring to the Academy as many of the following laws pertaining to victims’ rights as may be applicable to your particular jurisdiction:

· State constitutional amendment (primarily for state participants).

· State victims’ bill of rights (primarily for state participants).

· Federal Crime Victims’ Rights Act (primarily for federal participants).

· Victim notification legislation.

· Victim impact statement legislation.

· Restitution legislation.

· Protection from intimidation and harm legislation.

If your jurisdiction does not have some or any of these rights codified in “legislation” but they do exist in other forms, such as an oral tradition (primarily for tribal participants) or in other written policy statements (e.g., that may exist on military installations), please bring whatever information you can on the above core victims’ rights.

Helpful Hints:

In many jurisdictions, the basic victims’ rights are summarized and catalogued by VOCA Administrator’s offices, other government agencies (e.g., the office of the Governor, Attorney General, State/County/District Attorney, or statewide victim services coalitions). Visiting those Web sites may provide a helpful reference to what those laws are and where they can be located.

Module 7: Direct Services

Locate and bring a copy of your state compensation form with you to the NVAA.

Module 9: Ethics in Victim Services

You will be asked to complete part of an online module from Victim Assistance Training Online (VAT Online). You will receive a separate e-mail that details exactly what you will need to do to access this online training.

Once you have registered for VAT Online, please read the material in Basics/Ethics in Victim Services: Foundation. Complete the Activity: Guiding Values Match Game.
Written assignment: Sometimes our personal interests conflict with our professional responsibilities as a victim services professional. Please think of a time in your work with victims where you experienced a conflict between your personal interests and professional responsibilities. Write a summary of the situation (350-400 words), describing your personal interests and your professional responsibilities and what happened or how it was resolved. 
Module 10: Developing Resilience

Please complete the Compassion Satisfaction/Fatigue Self-Test for Helpers and answer the questions following the self-test. Bring your test scores to the Academy.

Worksheets/Handouts, Equipment/Materials, and Preparation
	Module
	Worksheets
	Equipment / Materials
	Preparation
	PowerPoint Slides

	1

	None
	· Agenda for the training 

· List of participants and instructors for the training

· Pre-printed name tents:

· Survivor
· Subject Matter Expert: VOCA

· Grass Roots Victim Advocate

· OVC Directors

	Instructor:

· Place a Participant Manual, highlighter, sticky notes, and pen at each participant position
· Prepare tear sheet entitled “Parking Lot”

· Place name tents on tables

· Go to: http://vroh.uakron.edu/index.php and review interviews of Steve Derene, James Rowland, Roberta Roper, and OVC Directors Panel
	

	2

	· Instructor Worksheet 2.1, History of the Field Jeopardy: Questions and Answers 
	· Play money for Jeopardy game

· Jeopardy History PowerPoint slides 


	Instructor:

· Review and practice using History of the Field Jeopardy game questions and answers

· Go to https://www.ovcttac.gov/vatonline/index.cfm and register for Victim Assistance Training Online (VAT Online)

· Read the material in Basics/Victim Service Provider Overview/Victims’ Rights Movement (see Instructor Manual for details)

· Go to http://vroh.uakron.edu/ and become familiar with the content and format of the OVC Oral History Project Web site
OVC TTAC:

· Prepare packets of $500 (in $100 bills) for 4-5 teams
	


	Module
	Worksheets
	Equipment / Materials
	Preparation
	PowerPoint Slides

	3

	· Worksheet 3.1, Case Scenario–Edith, Charles, and Daniel

· Worksheet 3.2, Identifying and Documenting Losses for Victim Restitution


	None


	Instructor:

· Read Chapter 3, “Victims’ Rights Laws in the United States,” in the Participant Text

· Prepare 10 tear sheets; each has one basic victims’ right written as the header

OVC TTAC:

· Prepare copies of victims’ rights laws from a sampling of states to distribute to those participants who did not bring their state laws with them to the Academy
	Visual 3-31:
Following the activity, collect Worksheets 3.1 and 3.2 and give to the room monitor

	4
	· Worksheet 4.1, Case Scenario–Janet

· Worksheet 4.2, Possible Victim Impact–Physical, Psychological/ Emotional, Financial, and Spiritual Impact
	· DVD: Victim Impact: Listen and Learn
	Instructor:

· Read Chapter 4, “Impact of Crime on Victims,” in the Participant Text 


	

	5
	· Worksheet 5.1, Basic Victims’ Rights and the Criminal Justice System

· Worksheet 5.2, The Role of Victim Service Providers Across the Criminal Justice System


	None
	Instructor:

· Read Chapter 5, “Navigating the Justice System,” in the Participant Text

· Prepare five tear sheets labeled Law Enforcement, Prosecution, Courts, Community Supervision (Probation and Parole), and Institution Corrections
	Visual 5-12:

Following the activity, collect Worksheet 5.1 and give to the room monitor


	Module
	Worksheets
	Equipment / Materials
	Preparation
	PowerPoint Slides

	6
	· Worksheet 6.1, Case Scenarios – Open- and Close-Ended Questions

· Worksheet 6.2, Communication 
Self-Assessment
	· DVD player and external speakers
· Listen to My Story:  Communicating with Victims of Crime DVD.
	Instructor:

· Read Chapter 6, “Communication with Victims and Survivors,” in the Participant Text
· Preview Listen to My Story:  Communicating with Victims of Crime video

OVC TTAC:

· Test the DVD player and set up DVD. 

	Visual 6-9:

Show the DVD embedded in the PowerPoint

Visual 6-31:

Following the activity, collect Worksheet 6.2 and give to the room monitor

	7

	· Worksheet 7.1, Crisis Role Plays

· Worksheet 7.2, Advocacy Tasks and the Justice System


	None
	Instructor:

· Read Chapter 7, “Direct Services,” in the Participant Text

· Prepare three tear sheet pads for the “Brainstorm Crisis Intervention” activity by labeling one with “Safety/Security,” another with “Ventilate/Validate,” and one with “Predict/Prepare”

· Prepare five tear sheets with the following headings and post around the room: After a Crime is Reported; After-Arrest; Pre-Court; Court; and Post-conviction
	

	8
	· Instructor Worksheet 8.1, Case Studies (18) 

· Worksheet 8.1, Case Studies (18)

· Worksheet 8.2, Case Study: Vickie and Bill


	None
	Instructor:

· Read Chapter 8, “Cultural and Spiritual Competence,” in the Participant Text

· Prepare tear sheet of large iceberg with water line so that 1/10 of iceberg is above the water line

· Select 4-6 case studies from Instructor Worksheet 8.1 to be used by the group, based on participants’ occupations, demographics of their communities, and those they serve
	Visual 8-8:

Show the DVD embedded in the PowerPoint
Visual 8-25:

Show the DVD embedded in the PowerPoint


	Module
	Worksheets
	Equipment / Materials
	Preparation
	PowerPoint Slides

	9


	· Handout: NVASC Standards for Victim Assistance  Programs and Providers

· Instructor Worksheet 9.2, Elderly Victim 

· Worksheet 9.1, Self-Awareness Inventory

· Worksheet 9.2, Elderly Victim

· Worksheet 9.3, Applying the Decisionmaking Process


	None
	Instructor:

· Read Chapter 9, “Ethics in Victim Services,” Participant Text

· Tear sheets numbered separately 1 to 5 and taped around the training room

· Go to https://www.ovcttac.gov/vatonline/index.cfm and read material in Basics/Ethics in Victim Services: Foundation

OVC TTAC:

· Make one copy of each of the ethical dilemmas that were part of the Pre-Academy Assignments. 

· Prepare laminated copies, one for each participant, of the NVASC standards handout.


	Visual 9-20:

Following the activity, collect Worksheet 9.2 and give to the room monitor
Visual 9-21:

Show the DVD embedded in the PowerPoint

	10

	· Worksheet 10.1, Resilience Assessment

· Worksheet 10.2, Personal Resilience Development Plan

· Worksheet 10.3, Resilience Strategies


	None
	Instructor:

· Read Chapter 10, “Developing Resilience,” in the Participant Text

· Prepare five tear sheets, one with each of these headings: Self-Knowledge and Insight, Sense of Hope, Healthy Coping, Strong Relationships, and Personal Perspective and Meaning


	


	Module
	Worksheets
	Equipment / Materials
	Preparation
	PowerPoint Notes

	11
	· Instructor Worksheet 11.3, Resources for Victim Advocates Word Search

· Worksheet 11.1, Roster of Victim- and Justice-Related URLs

· Worksheet 11.2, Federal and National Toll-Free Information and Referral Resources

· Worksheet 11.3, Resources for Victim Advocates Word Search


	None
	None
	

	12
	None
	· Business envelope and sheet of paper for each participant
	None 
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