
 
  

A SART Coordinator's Guidebook 
for Case File Review 

 

What Do Sexual  Assault Cases 

Look Like in Our Community?    

Jessica Van Iperen 
and James Pittenger 



 

 

 

  



 

Introduction ............................................................................................................ 1 

A Message to Multidisciplinary Teams and Team Leaders ...................................... 2 

The Sexual Violence Justice Institute at the Minnesota Coalition Against Sexual 
Assault (SVJI@MNCASA) ......................................................................................... 2 

Overview................................................................................................................. 3 

Why a Multidisciplinary Process? ............................................................................ 4 

{±WL Ϫ ab/!{!Ωǎ 9ȄǇŜǊƛŜƴŎŜ ǿƛǘƘ /ŀǎŜ CƛƭŜ wŜǾƛŜǿ .............................................. 5 

About the Pilot Sites ............................................................................................... 5 

The Law Enforcement Advisory Group .................................................................... 8 

Types of Cases Reviewed ........................................................................................ 8 

Who Should Use This Document ............................................................................. 9 

How to Use This Document ..................................................................................... 9 

Icons ..................................................................................................................... 12 

Key Terms ............................................................................................................. 13 

Case File Review Toolkit Modules ......................................................................... 15 

Module 1: Interest and Explanation Assessment .................................................. 17 

Module 2: Readiness Assessment ......................................................................... 23 

Module 3: Mapping the Existing System ............................................................... 33 

Module 4: Confidentiality, Privilege, and Privacy .................................................. 51 

Module 5: Case File Reviewers and Redaction ...................................................... 61 

Module 6: Mock Case File and Introduction to Tools and Team Agreement 
Form ..................................................................................................................... 77 

Module 7: Case File Review .................................................................................. 89 

Module 8: Reflection of Themes and Evidence.  Interpretation of Findings. ....... 101 

Module 9: Recommendations for Action and Positive Change............................ 113 

Table of Contents  



 
Appendix ............................................................................................................. 121 

SART Case File Review Process Frequently Asked Questions .............................. 123 

Readiness Assessment and Outcomes for Case File Review Handout ................. 127 

Engaging the Media ............................................................................................ 129 

Sexual Assault Scenarios ..................................................................................... 131 

What Can We Talk About? Common Rules and Regulations ............................... 135 

Simple Rules for Becoming Victim-/ŜƴǘŜǊŜŘΧ .................................................... 140 

Aligning Our Approach to Serving Victims Activity  ............................................. 142 

How Do We Align Our Approach to Serving Victims/Survivors? .......................... 145 

Team Agreement Form ....................................................................................... 147 

Observation Form ............................................................................................... 148 

Team Findings Form ............................................................................................ 152 

Roadmap for Response: A Tool for Prosecutors and Law Enforcement .............. 162 

Law Enforcement Case File Content .................................................................... 181 

Mock Case File Cover Sheet ................................................................................ 183 

Mock Case File .................................................................................................... 186 

Case File Review: Reflection and Interpretation Handout ................................... 199 

Case File Review: Action ..................................................................................... 201 

 

 
 
 
 
 
 
 

This project was supported by Grant No. 2014-TA-AX-K043. Awarded by the Office 
on Violence Against Women, US. Department of Justice.  The opinions, findings, 
conclusions, and recommendations expressed in this publication are those of the 
author(s) and do not necessarily reflect the views of the Department of Justice, 
Office on Violence Against Women.
 



Executive Summary  

 
This toolkit is a step-by-step guide that leads SART Coordinators through the SVJI 
process of reviewing law enforcement case files. In this toolkit, you will find an 
effective process for identifying areas where your SART is successful in its 
response to victims and areas where your SART can improve. Each of the core 
agencies (Law Enforcement, Medical, Prosecution, Advocacy, and Probation) will 
learn specific information about their response that can be further developed or 
sustained for an optimum response to victims. Throughout the case file review 
process, SARTs learn about their actual response to victims versus what they 
believe is happening during the response. The toolkit provides insights into how 
to make connections that help improve the criminal justice process for victims 
and agencies while also helping teams discover a multitude of opportunities and 
best practices to explore. Case file review can provide evidence to support 
necessary changes in policy and practice.  
  
Designed with SART Coordinators in mind, this toolkit has nine modules that are 
ŜŀŎƘ ōǊƻƪŜƴ ƛƴǘƻ ǘǿƻ ǎŜŎǘƛƻƴǎΥ мύ CŀŎƛƭƛǘŀǘƻǊΩǎ DǳƛŘŜ ŀƴŘ нύ [Ŝǎǎƻƴ tƭŀƴΦ ¢ƘŜ 
CŀŎƛƭƛǘŀǘƻǊΩǎ DǳƛŘŜ ƘƛƎƘƭƛƎƘǘǎ ǿƘŀǘ ǘƘŜ ŎƻƻǊŘƛƴŀǘƻǊ needs to know in order to 
facilitate the module, and the Lesson Plan is a guide for how to share information 
from the module with the SART. If a SART does not have a coordinator, this toolkit 
can be used by a team member who is comfortable facilitating their SART through 
this process. If finding a facilitator is not possible or a SART would like assistance, 
however, SVJI provides national technical assistance to SARTs on the Case File 
Review process.  
 
No matter where your SART is at, we are here to help. Please call or email 
questions so we can assist your SART in the Case File Review process today! 
 
Phone: 651.209.9993 
Email: svji@mncasa.org 
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A Message to Multidisciplinary Teams and Team 
Leaders 
You are about to embark on the exciting, informative, and energizing 
multidisciplinary team process known as case file review. This is an evaluative 
process of assessment and curiosity. Each team member will have their own 
insights, perspectives, and questions. Your team might answer some of those 
questions, but be prepared to come out of the process with even more questions. 
Those unanswered questions will lead your team on a path toward further 
exploration and will result in ŘŜŜǇ ŀƴŀƭȅǎƛǎ ƻŦ ȅƻǳǊ ŎƻƳƳǳƴƛǘȅΩǎ response to 
victims of sexual assault.  
 
 
 

The Sexual Violence Justice Institute at the 
Minnesota Coalition Against Sexual Assault 
(SVJI@MNCASA)  
This toolkit is a product of the Sexual Violence Justice Institute (SVJI), a special 
program of the Minnesota Coalition Against Sexual Assault (MNCASA). {±WLΩǎ 
mission is to encourage not only victim-centered responses to sexual assault cases 
but also victim-centered investigations and prosecutions of sexual assault cases.  
SVJI aims to achieve these outcomes by supporting multidisciplinary collaboration 
and providing multidisciplinary teams with training and resources. In Minnesota, 
these teams are most often Sexual Assault Multidisciplinary Action Response 
Teams (SMARTs), but Sexual Assault Response Teams (SART) will be used in this 
document.1 SVJI provides intensive technical assistance to 12 SMARTs within 
Minnesota in addition to several national teams. Because of these connections, 
SVJI is in a unique position to see the benefits and challenges that 
multidisciplinary collaboration brings to a case file review process.  
 
 
 

                                                      
1 Across the nation, multidisciplinary teams addressing the community and criminal justice response to sexual assault are also 

known by other acronyms, such as SART or SAIC. 
 



Introduction | 3 

Overview  
This toolkit will demonstrate Case File Review as an evaluative method for SARTs 
by highlighting the process followed, insights raised, and lessons learned from the 
review of three pilot sites. We at SVJI encourage you to use this as an evaluation 
for the entire SART and not a means to place blame or shame on a specific 
discipline. In this toolkit, we provide you with tangible steps to lead a SART 
through the Case File Review process. This toolkit assumes that your team is 
interested in reviewing case files, which is explored further in the Readiness 
Section (pg. 23). Please refer to this section before you begin the case file review 
process. If, after reading through the Readiness Section, you decide your team is 
not ready to do a case file review, many of the modules can still be helpful for 
your team to review. tƭŜŀǎŜ ŎƻƴƴŜŎǘ ǿƛǘƘ {±WLϪab/!{! ǘƻ ŘƛǎŎǳǎǎ ȅƻǳǊ {!w¢Ωǎ 
current work and what modules in this toolkit might fit your ǘŜŀƳΩǎ specific 
needs. 
 

A brief overview of how this document is organized:   
   

¶ Who Should Use This Document (pg. 9) 
 

¶ How to Use This Document (pg. 9) 
 

¶ How the Information is Divided 
This toolkit is divided into four sections. Within each section are modules 
designed to help coordinators understand the material, prepare the topic, 
and lead their SART through that process.  
 
The four sections are as follows: 
 

1. Foundation 
2. Preparation 
3. Case File Review 
4. Findings & Recommendations 

 

¶ Key Terms (pg. 13) 
Definitions of common language used throughout this document. 
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Why a Multidisciplinary Process? 
The benefits of working within a multidisciplinary framework are numerous. 
Strong multidisciplinary teams with active participants are able to communicate 
openly and honestly with one another. These partnerships among team members 
facilitate the evolution of existing policy, the creation of new policy, pinpointing 
gaps, and making system-wide improvements. This case file review process is 
designed to give all disciplines the opportunity to educate each other and to have 
ǎƛƎƴƛŦƛŎŀƴǘ ƛƴǇǳǘ ƛƴǘƻ ǘƘŜ ǘŜŀƳΩǎ ǊŜǎǇƻƴǎŜΦ ²ƘŜƴ ŘƛǎŎƛǇƭƛƴŜǎ ƘŀǾŜ ŀ ƘƛƎƘ ŘŜƎǊŜŜ ƻŦ 
commitment to the case file review process, all responders and victim/survivors 
will benefit.  Finally, a team that is able to hold its members accountable to a 
response can avoid problematic responses and can produce corrective criticism 
and action among all disciplines.   

 
Despite these benefits, multidisciplinary collaboration is not always easy! During 
true collaboration, professionals will come together to analyze how the criminal 
ƧǳǎǘƛŎŜ ǎȅǎǘŜƳ ƛǎ όƻǊ ƛǎƴΩǘύ ǿƻǊƪƛƴƎΦ  ¢Ƙƛǎ ǇǊƻŎŜǎǎ ƴŀǘǳǊŀƭƭȅ ǎǳōƧŜŎǘǎ ǘƘŜ 
performance of individual agencies to criticism.  Strong teams can learn how to 
turn any gaps within the current response into improvements without shaming or 
placing blame upon any one specific agency.  Ultimately, involving 
multidisciplinary professionals in this case file review process allows all team 
members to benefit and learn from differing perspectives, establish good 
communication patterns, and develop mutual respect.  
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SVJI @ MNCASA's Experience with Case File Review 
The information shared in this toolkit comes from our experience leading, 
designing, and facilitating in-depth case file review processes with three pilot 
sites.  Our expertise in this area also stems from technical assistance we received 
from Praxis International and lessons learned from working with several SART 
teams across the country.  
 
Case file review or text analysis, is a core activity detailed in the Praxis 
Institutional Analysis2, a process and set of tools for interagency teams to reform 
institutional structures that produce problematic outcomes in cases involving 
violence against women. Applied extensively to assess safety and accountability 
within the context of domestic violence, Praxis has conducted numerous in-depth 
ŎŀǎŜ ŦƛƭŜ ǊŜǾƛŜǿ ǇǊƻƧŜŎǘǎΦ {±WL ǎƻǳƎƘǘ tǊŀȄƛǎΩ ƎǳƛŘŀƴŎŜ ŀƴŘ ƛƴǇǳǘ ǘƻ ŘŜǾŜƭƻǇ 
strategies for case file review involving sexual assault crimes. SVJI appreciates the 
help and expertise of Praxis. 
     
We would like to issue a special thank you to the three sites that helped SVJI to 
develop the case file review process.  Those sites are: 
 

¶ The Rice County SMART in Faribault, MN: the first Minnesota team to 
embark on a case file review process;  

¶ The Hastings Police Department in Hastings, MN: invited SVJI to perform an 
audit of their sexual assault cases; and 

¶ The Tooele, Utah SART: the Tooele City Police Department took the lead in 
ǘƘŜ ǘŜŀƳΩǎ ŎŀǎŜ ŦƛƭŜ ǊŜǾƛŜǿ ǇǊƻŎŜǎǎ.  

 
 
 

About the Pilot Sites 
The Sexual Violence Justice Institute began case file review work in 2011. The first 
pilot site was a Sexual Assault Multidisciplinary Action Response Team (SMART) in 
Faribault, Minnesota, that chose to review Prosecution case files. This initial case 

                                                      
2 Praxis International is a non-profit national training, research, and technical assistance organization founded in 
1996 that supports communities and advocacy organizations to reform institutions in ways that close the gap 
between how those institutions are organized to act and the needs of the people they serve. To learn more, go to: 
www.praxisinternational.org 
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file review involved staff from SVJI and Praxis and a sub-committee of the team 
that included members from prosecution, advocacy, medical, and law 
enforcement. These members, referred to as άcore team members,έ reviewed 20 
sexual assault prosecution case files after receiving a day long training by Praxis 
on how to engage in case file review.  
 
The second pilot site came at the request of a Minnesota Police Chief who wanted 
to conduct a law enforcement audit of their response to sexual assault. This 
process went beyond the review of case files to include interviews with advocates 
and law enforcement, data collection, and ride-alongs with law enforcement 
officers. A key distinction is that this site did not have a SART/SMART before 
initiating the case file review process. Given {±WLΩǎ goal to develop resources for 
SARTs and to ensure a holistic review during the audit, SVJI invited subject matter 
experts from prosecution, medical, advocacy, and law enforcement to review 45 
law enforcement sexual assault cases files as part of the audit.  
 
The third and most recent pilot site was in Tooele, Utah where they conducted a 
review of law enforcement case files.  This case file review process involved a 
SART consisting of local city police and sheriff deputies, prosecution, medical, and 
advocacy team members along with Subject Matter Experts (SME) from AEquitas: 
¢ƘŜ tǊƻǎŜŎǳǘƻǊǎΩ wŜǎƻǳǊŎŜ ƻƴ ±ƛƻƭŜƴŎŜ !Ǝŀƛƴǎǘ ²ƻƳŜƴ, the International 
Association of Forensic Nurses (IAFN), and a Chief of Police. This team, SME, SVJI 
staff, and the SVJI law enforcement consultant reviewed 28 sexual assault cases.  
 
Thank you to the people and agencies who assisted in the case file review 
processes throughout the years.  Without their contributions in laying the 
groundwork, improvements in the process would not be possible.   
 

¶ Praxis International 

¶ Lt. Ann Clancey, Duluth (MN) Police Department;  

¶ Kim Day, SAFEta Project Director, International Association of 
Forensic Nurses; 

¶ Rhonda Martinson, J.D.;  

¶ Kari Ogrodowski, Melia Garza, Laura Williams, Sharon Haas, former 
Sexual Violence Justice Institute at the Minnesota Coalition Against 
Sexual Assault staff; 
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¶ James Pittenger, Ret. Captain, Rochester (MN) Police Department, 
SVJI@MNCASA; 

¶ John Wilkinson, Attorney Advisor, Aequitas: ¢ƘŜ tǊƻǎŜŎǳǘƻǊǎΩ 
Resource on Violence Against Women; and  

¶ The Rice County SMART. 
 
 
A special thank you to Subject Matter Experts who trained and reviewed case files 
in the most recent site, Tooele, Utah: 
 

¶ Kim Day, SAFEta Project Director, International Association of 
Forensic Nurses; 

¶ James Pittenger, Ret. Captain, Rochester (MN) Police Department, 
SVJI@MNCASA; 

¶ Chief Paul Schnell, Maplewood (MN) Police Department 

¶ John Wilkinson, Attorney Advisor, Aequitas: ¢ƘŜ tǊƻǎŜŎǳǘƻǊǎΩ 
Resource on Violence Against Women 

 
 

We also want to acknowledge and thank those who agreed to share their case 
files in the earnest desire to learn how to improve their ŎƻƳƳǳƴƛǘȅΩǎ response to 
victims of sexual assault.     
 

¶ Chief Ron Kirby, Tooele City (UT) Police Department  

¶ Lynne Mahaffey-Smith, Tooele City (UT) tƻƭƛŎŜ 5ŜǇŀǊǘƳŜƴǘ ±ƛŎǘƛƳΩǎ 
Assistance Coordinator 

¶ The Tooele SART  
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The Law Enforcement Advisory Group 
The Law Enforcement Advisory Group (LEAG) consists of representatives from law 
enforcement agencies that have conducted a case file review, along with SVJI staff 
and consultants.   
 
The LEAG is responsible for identifying the benefits of and barriers to case file 
review, evaluating the law enforcement specific contents of the case file review 
toolkit, and developing guidance for other agencies related to the policy, training, 
and staffing implications of an enhanced sexual assault response. 
 
A group of law enforcement officers from all pilot sites were invited to guide this 
project and assist on specific tool development.  The primary focus of the LEAG 
was to review tools, resources, and methods developed through this project and 
to serve as a resource for law enforcement agencies engaging in the case file 
review process. 
 
 
 

Types of Cases Reviewed 
SVJI has facilitated the case file review process for three sites. Two of those sites 
ŎƻƴǎƛŘŜǊŜŘ ǊŜǾƛŜǿƛƴƎ ŎŀǎŜǎ ǘƘŀǘ ǿŜǊŜ ŎƭŀǎǎƛŦƛŜŘ ōȅ ƭŀǿ ŜƴŦƻǊŎŜƳŜƴǘ ŀǎ άŎƭƻǎŜŘ ōȅ 
ŀǊǊŜǎǘέ ƻǊ άƻǇŜƴ-ƛƴŀŎǘƛǾŜΦέ ¢ƘŜ ǘƘƛǊŘ ǎƛǘŜ ŎƻƴǎƛŘŜǊŜŘ ŎŀǎŜǎ ǘƘŀǘ were classified by 
prosecution as closed either through a complaint filed against an offender(s) or 
through a decision to decline charges. This toolkit is focused primarily on law 
enforcement cases; however, teams can choose to review the case files of other 
agencies as long as the process is in line with data privacy laws, victim 
confidentiality, and any requirements or stipulations specific to the participating 
agencies.  
 
All case files reviewed were adult sexual assault cases.  We recognize each state 
has different ages of adulthood, but this should be front of mind as age relates to 
specific data privacy laws.  
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Who Should Use This Document 
This toolkit was created for SART Coordinators or other team leaders to help 
them guide a team through the case file review process.  In order for the case file 
review process to be successful, team leadership needs to be aware of potential 
άǎǘƛŎƪȅ Ǉƻƛƴǘǎέ όƛΦŜΦ ŀǊŜŀǎ ǘƘŀǘ ŀǊŜ ƭƛƪŜƭȅ ǘƻ ŎŀǳǎŜ ǘŜƴǎƛƻƴ ǿƛǘƘƛƴ ǘƘŜ ǘŜŀƳύ ǘƘŀǘ 
may arise and must intentionally design an effective, meaningful process that 
helps to avoid and protect against those sticking points.  Each module in this 
toolkit outlines a specific topic which requires a discussion with the SART team. 
There will be some directives where the team needs to make a collective decision 
and some directives focused on information sharing. Each module is intended to 
last for a 90-minute meeting.  If the module requires more than the standard 90 
minutes, it will be noted in the FacilitatorΩǎ Guide Section.    
 
 
 

How to Use This Document 
The modules are broken down into the following format: 
  

FacilitatorΩǎ Guide 
 

Overview 
A brief introduction to the topic 

 
Objectives 
What is intended to be accomplished within that module 
 
Materials Needed 
Forms, videos, and supplies needed to facilitate each module  

 
What You Need to Know 
This is specific information for the coordinator/leader to understand 
surrounding this particular topic/module.  This section will also 
ƻǳǘƭƛƴŜ ŀƴȅ ǇƻǎǎƛōƭŜ άǎǘƛŎƪȅ Ǉƻƛƴǘǎέ ŀƭƻƴƎ ǘƘŜ ǿŀȅΦ  tƭŜŀǎŜ ōŜ ŀŘǾƛǎed 
that we cannot possibly think or know of all potential experiences 
during the case file review process, so be prepared for the possibility 
ƻŦ ǎƻƳŜǘƘƛƴƎ ƻŎŎǳǊǊƛƴƎ ǘƘŀǘ ǿŜ ŘƛŘƴΩǘ ŎƻǾŜǊ ƻǊ ŀƴǘƛŎƛǇŀǘŜΦ 
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The next part of the module will then go into a Lesson Plan format which will 
provide a format for discussing a particular topic with the SART.  

 
 
Lesson Plan 

 

Introduce concept 
A brief introduction to the topic for the SART, e.g. why evaluation is 
important 
 

 
 

FacilitatorΩǎ Tip: These tips are sprinkled 
throughout the modules to help point to specific 
aspects of this process that coordinators should be 
aware of and attentive to during a specific 
module. For example: A common concern agencies 
ƘŀǾŜ ŀōƻǳǘ ŘƻƛƴƎ ŀ ŎŀǎŜ ŦƛƭŜ ǊŜǾƛŜǿ ƛǎ Ƙƻǿ ǘƻ άǎŜƭƭέ 
or get buy-in from the SART. One way to get buy in 
is to establish and build relationships with law 
enforcement leadership. Set up meetings to 
discuss the case file review process and present 
the idea of creating a Law Enforcement Advisory 
Group (LEAG) consisting of police and sheriff 
personnel to advice on this project. This might help 
advisory group members get bought into the 
benefits of this project.   

 
 

 
Learning/New content 
What is going to be explored in the module 
 
!ǇǇƭȅƛƴƎ ǿƘŀǘ ȅƻǳΩǾŜ ƭearned 
This is the facilitated discussion/conversation/activity you can lead 
your team through based on the learning/new content.  There will be 
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suggested resources to use and steps for facilitating; however, do 
what is most comfortable for you. 
 
Homework 
What you need the SART members to do after the meeting. This may 
include what they need to take back to their agency, what they need 
to accomplish before the next meeting, and/or what decisions they 
need to have made. There will not always be a lot to do in this 
section of the module. 

 
 
Setting the Stage for Modules 
In leading a team through the Case File Review process, there can be 
moments of wondering how to proceed. In the Setting the Stage section, 
you will find helpful processes and tips for preparing the case files, 
organizing the work, and making decisions. This work needs to be done in 
between the modules. After each of the sections: Foundation (1 and 2), 
Preparation (3, 4, and 5), Case File Review (6 and 7), Findings and 
Recommendations (8 and 9), you will find Setting the Stage for your behind 
the scenes work.   
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Icons 
Throughout the modules you will see the following icons when you need to 
consider the confidentiality requirements, sticky points, and decision points that 
should be brought up to the team. 

 
 

Confidentiality 
A reminder to review confidentiality standards in this part of the process. 
You will see it throughout this toolkit, and it will serve to refocus the 
team on evaluation, and to be cautious with the details that are shared 
including victim and case specific information.  
 

Sticky Point 
Potential areas that can cause tension or disagreement with team 
members or areas that may stall the process. As the coordinator, you get 
to navigate these sticky points and will learn a great deal from your team 
as you do. These are natural moments when working together and 
should not necessarily be avoided, but merely considered with caution. 
 

Decision Point 
Places where the team needs to make a decision. SVJI will share our 
insights and views on decision points, but ultimately the choice is up to 
you and the team. 
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Key Terms  
 

Agency/ Discipline 
The field where the SART member works, e.g. law enforcement, advocacy, 
medical, etc. 
 

 
Allied Members 
Disciplines such as ministerial, college, public health, adult protection, 
marginalized communities, behavioral health, etc. Some SART include 
Corrections/Probation in this status. 
 
 

Case File 
All of the documents and other records accumulated in response to a 
reported sexual assault. 
 
 

Case File Review 
The systematic process of examining case files and identifying compliance 
with or deviance from established policies and protocols. Case file review 
also can include a determination of gaps and barriers to an effective 
community response to sexual assault. 

 

 
Closed Cases 
Law enforcement has made an arrest in the case or has referred the case 
on to prosecution and the prosecutor has filed charges. For the purposes of 
case file review, we included cases that law enforcement classified as 
inactive with no immediate intent for follow up ŀǎ άŎƭƻǎŜŘ ŎŀǎŜǎέ. 
 

 
Core Team Members 
Team members from Law Enforcement, Medical, Prosecution, and 
Advocacy. Some SARTs include Corrections/Probation in this status. 
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SMART/SART 
Sexual Assault Multidisciplinary Action Response Team/ Sexual Assault 
Response Team.  
 
 

Subject Matter Expert (SME) 
Individuals from the sexual violence field who have specific knowledge and 
experience related to their discipline of study.  
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Case File Review Toolkit Modules 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Foundation 

¶ Module 1:  Interest and Explanation 
Assessment (pg. 17) 

¶ Module 2:  Readiness Assessment (pg. 23) 
 

¶ Module 3:  Mapping the Existing System 
(pg.33) 

¶ Module 4:  Confidentiality, Privilege, and 
Privacy (pg. 51) 

¶ Module 5:  Case File Reviewers and 
Redaction (pg. 61) 

 

Preparation 

Case File Review 

¶ Module 6:  Mock Case File and Introduction 
to Tools and Team Agreement 
Form (pg. 77) 

¶ Module 7:  Case File Review (pg. 89) 

¶ Module 8:  Reflection of Themes and 
Evidence. Interpretation of 
Findings. (pg. 101) 

¶ Module 9:  Recommendations for Action and 
Positive Change (pg. 113) 

 

Findings and 
Recommendations 
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Facilitator's Guide 
 
 

Overview 
This module is designed to explain the case file review process to a SART and 
assess their interest in doing the work. Deciding to conduct a case file review with 
your SART is one strategy to assess and evaluate aspects of the criminal justice 
response to sexual violence. Through a discussion format, team members will 
learn about the process and how it will unfold.  
 
 
 

Objectives 
Team members will understand the general concept of a case file review and will 
discuss anticipated outcomes. You are introducing the topic of case file review 
while setting the stage that team members will need to actively support and 
participate in the process.  This module will give you facilitation tips and includes 
a handout to share with SART members and leadership. 
 

 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ip:  As the coordinator or team 
leader, you can try two approaches when starting 
a case file review process: 1) first sharing goals 
and outcomes with law enforcement leadership 
about case file review, or 2) a SART-initiated 
approach. As the coordinator you will need to 
weigh which approach might be best.  
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Law enforcement leadership 
Begin the case file review process by first approaching law enforcement 
leadership. It can be a smoother process for law enforcement 
representatives on the team if leadership is supportive of case file review. 
When leadership takes responsibility for the law enforcement response, it 
may take pressure off of individual officers when their case files are being 
reviewed.  
  

 

SART-Initiated 
This approach works if core team members see the benefit of doing case 
file review, are invested in doing the work, have a desire to make 
improvements to their agency response, wish to improve the victim 
experience, and want to monitor the effectiveness of existing protocols. If 
using this approach, it is still critical to have support of law enforcement.   
 
 

 
 

FacilitatorΩǎ ¢ip: Taking this another step forward, 
ƛǘΩǎ ǇǊƻōŀōƭȅ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ ŘƛǎŎǳǎǎ ǘƘƛǎ ǇǊƻŎŜǎǎ 
with law enforcement team member(s) before 
introducing the concept in a full SART meeting in 
order to engage law enforcement as a key partner. 
Each approach has potential benefits and 
challenges.  

 
 
Materials Needed 
¶ White board or flip chart 

¶ SART Case File Review Process Frequently Asked Questions (pg. 123) used to 
inform team members about the project 

¶ Checklist of questions/concepts to assess interest (to use with your team, 
bulleted below).  
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FacilitatorΩǎ Tip: The SART Case File Review 
Process Frequently Asked Questions (pg. 
123) is designed to be customizable. 
Consider adding additional items that may 
have been suggested during the exploratory 
meetings to develop a document that SART 
members can share with agency leadership 
and colleagues. 

 
 
 
 

Questions for coordinator to assess interest 
¶ Is there a desire to assess the systemsΩ response to sexual assault 

victims? 

¶ Are the core agencies of law enforcement, prosecution, medical, 
advocacy, and possibly probation/corrections willing to undertake 
this process? 

¶ Does this assessment process align with team goals?   

¶ Could this process challenge the team to initiate an unbiased analysis 
of the response? 

¶ Is the team ready to take a step back and look at the big picture of 
what is happening in the community?   

 
 
 

What You Need to Know 
Teams may be excited about this process as it is a mechanism for assessment and 
learning.  Some team members may feel hesitant because it may pinpoint 
individual or agency shortcomings.  Some team members might also feel reticent 
to share their concerns, especially those that represent the agency presenting the 
case files for review.  As the coordinator, it is imperative to specifically point out 
ǘƘŀǘ ǘƘƛǎ ǇǊƻŎŜǎǎ ƛǎ ŀ ƳŜŀǎǳǊŜ ŦƻǊ ǊŜǾƛŜǿƛƴƎ ǘƘŜ ǎȅǎǘŜƳǎΩ ǊŜsponse to sexual 
assault and is not a performance measure of one person or organization. 
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Lesson Plan 
 
 

Introduce the concept 
Perhaps your team has already discussed how to measure SART effectiveness or 
members know of this approach and are actively asking to review case files. 
Explain to the team that you will be having an exploratory discussion about the 
ŎŀǎŜ ŦƛƭŜ ǊŜǾƛŜǿ ǇǊƻŎŜǎǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ƛǘΩǎ ŀ ƎƻƻŘ Ŧƛǘ ŦƻǊ ȅƻǳǊ ǘŜŀƳ ǊƛƎƘǘ ƴƻǿΦ 
 
 
 

Learning/New content 
This is an opportunity for your team to get concrete on what will be expected of 
everyone throughout this process.   

¶ Email in advance of the meeting and/or hand out the SART Case File Review 
Process Frequently Asked Questions (pg. 123) during the meeting.  

¶ Facilitate a team discussion regarding the questions and concerns they 
have about the case file review process.  

¶ Ask the team to generate ideas of how case file review can be used to 
improve the response to victims.  

¶ Wrap up discussion with next steps for the team (found in the homework 
section). 

 
 
 

FacilitatorΩǎ Tip: It is important for the coordinator 
to be aware of and address team concerns. Create 
opportunities for team members to share their 
concerns ǿƘŜǘƘŜǊ ƛǘΩǎ Ǿƛŀ ŜƳŀƛƭΣ ŀ ǎǳǊǾŜȅΣ ƻǊ ŀƴ 
individual discussion with you.  
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Applying What You've Learned 
Following the meeting, connect with your law enforcement SART member(s) to 
set up a meeting with law enforcement leadership to discuss case file review.  
 
 
 

Homework 
Encourage your team to share the FAQs they received from you today with their 
agencies, but also know that the next step for your team will be assessing 
readiness.  
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Facilitator's Guide 
 
 

Overview 
In this module, team members will assess readiness to undertake the case file 
review process. 
 
 

Objectives 
This module will help coordinators and SART members identify parameters that 
need to be in place to conduct case file review.  Along with understand the 
expected outcomes. 
 
 

Materials Needed 
 

¶ Readiness Considerations (pg. 25) 

¶ Readiness Assessment and Outcomes for Case File Review Handout (pg. 
127) 

¶ Easel paper/Flip chart 
 
 

What You Need to Know 
Module 2 and Module 1 will likely intersect as the team is exploring everything it 
must consider for doing Case File Review.  Review the Readiness Considerations 
on the next page and assess for what information you need to know as the 
coordinator and what you need to share with the SART.  The Readiness 
Assessment and Outcomes for Case File Review Handout highlights what your 
SART and your law enforcement will get out of doing this review. Be prepared to 
discuss these with your team and answer any questions they may have.  
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Readiness considerations 
1. Does your SART have established protocols? A SART protocol is a 

written response agencies will refer to and use when responding to 
victims of sexual assault.  Protocols formalize roles and responsibilities 
for all responders and guide not only how each agency responds, but 
also how agencies interact with each other to meet victim needs. This 
written document needs to be created and customized at the local level 
through a negotiations process among SART members. This negotiation 
process involves SART members incorporating best practicesΣ 
ƳŀƛƴǘŀƛƴƛƴƎ ǘƘŜ ǾƛŎǘƛƳπŎŜƴǘŜǊŜŘ ƭŜƴǎΣ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ŀƎŜƴŎȅ ƻōƭƛƎŀǘƛƻƴǎΣ 
ŀƴŘ ŎǊŜŀǘƛƴƎ ŎƻƴǎŜƴǎǳǎ ŀǊƻǳƴŘ ǿƘŀǘ ǘƘŜ ŎǊƛƳƛƴŀƭ ƧǳǎǘƛŎŜ ǎȅǎǘŜƳǎΩ 
ǊŜǎǇƻƴǎŜ ǎƘƻǳƭŘ ƭƻƻƪ ƭƛƪŜ ƛƴ ŀ ǇŀǊǘƛŎǳƭŀǊ ŎƻƳƳǳƴƛǘȅΦ If your SART already 
has established protocols, this case file review process may be a 
strategy for assessing gaps in the existing response.  Having existing 
protocols ƛǎ ŀƴ ƛƴŘƛŎŀǘƻǊ ƻŦ ǊŜŀŘƛƴŜǎǎ ŦƻǊ ǘƘŜ ŎŀǎŜ ŦƛƭŜ ǊŜǾƛŜǿ ǇǊƻŎŜǎǎΦ 

 
2. If your SART does not have protocols in place, your SART can still 

consider this process; however, proceeding into case file review may 
present unique challenges that should be addressed.   
 

¶ Case file review may require more time for team members to 
understand the roles and responsibilities of each agency, as well as 
ǘƘŜ ǊŜŀǎƻƴǎ ōŜƘƛƴŘ ΨƘƻǿΩ ŀƴŘ ΨǿƘȅΩ ŀƎŜƴŎƛŜǎ ǊŜǎǇƻƴŘ ƛƴ ŀ ŎŜǊǘŀƛƴ 
way. 

¶ The focus of the review is not reflective of established protocols, so 
you will be focused on how SART member agencies are responding to 
sexual assault.  There is a benefit of doing this without written 
protocols, as the review might become a driving force for more 
effective teaming.  

¶ This process has both benefits and challenges for all teams, 
regardless of how long a team has existed.  Newly formed teams may 
ŦƛƴŘ ǘƘŜ ǇǊƻŎŜǎǎ ǳǎŜŦǳƭ ŀǎ ǘƘŜȅΩǊŜ Ƨǳǎǘ ōŜƎƛƴƴƛƴƎ ǘƻ ŘŜǾŜƭƻǇΣ ŀƴŘ 
older teams may find this process brings their team to the next level.  
 

3. Has your SART discussed each disciplinŜΩǎ ǊƻƭŜΚ Do all members 
understand the function and mission of the team? Has the SART 
ƴƻǊƳŀƭƛȊŜŘ ǿŀȅǎ ƻŦ ǿƻǊƪƛƴƎ ǘƻƎŜǘƘŜǊ ŀƴŘ ŘƛǎŎǳǎǎŜŘ ǘƘƻǎŜ άƴƻǊƳǎέ 
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ƻǇŜƴƭȅΚ CƻǊ ŜȄŀƳǇƭŜΣ ŀ άƴƻǊƳέ Ƴŀȅ ōŜ άǘƻ ōŜ ǊŜǎǇŜŎǘŦǳƭ ƛƴ Ƙƻǿ ȅƻǳ 
ǎƘŀǊŜ ȅƻǳǊ ŦŜŜŘōŀŎƪ ƻǊ ŎƻƳƳŜƴǘǎΦέ LŦ ǘƘese norms are not already in 
place, they will need to be explored as part of the case file review 
process.   
 

4. Are members of law enforcement and/or prosecution willing to allow 
ǘƘŜƛǊ ǎǇŜŎƛŦƛŎ ŀƎŜƴŎȅΩǎ ŎŀǎŜ ŦƛƭŜǎ ǘƻ ōŜ ǊŜǾƛŜǿŜŘ ǿƛǘƘƛƴ ǘƘŜ {!w¢Κ It is 
imperative that law enforcement /  prosecution leaders are allies in this 
process and understand the vision of case file review.  As stated by one 
of the coordinators at a pilot siteΣ άthis project would not have happened 
ƛŦ ǘƘŜ /ƘƛŜŦ ŘƛŘƴΩǘ ƘŀǾŜ ǘƘŜ Ǿƛǎƛƻƴ ŦƻǊ ƛt.  I can say I want to do this as a 
ǿŀȅ ǘƻ ƛƳǇǊƻǾŜ ƻǳǊ ǊŜǎǇƻƴǎŜΣ ōǳǘ ǘƘŜ /ƘƛŜŦ Ƙŀǎ ǘƻ ŜƴǾƛǎƛƻƴ ƛǘΦέ  
Additionally, there needs to be trust between the agency supplying the 
case files and the coordinator/facilitator of this project.  If that is not the 
case, the ramifications of pushing it could be detrimental to future 
working relationships.  {±WLΩǎ ŜȄǇŜǊƛŜƴŎŜ ǿƻǊƪƛƴƎ ǿƛǘƘ ǘŜŀƳǎ Ƙŀǎ ǎƘƻǿƴ 
that focusing on efforts to enhance existing, positive relationships 
between agencies contributes greatly to more effective interactions and 
more constructive outcomes. It is our belief that compelling a case file 
review might have a short term outcome that is viewed positively by the 
team members insisting on the review, but the longer term outcomes 
might include a deterioration of team relationships and increased 
resistance to assessment, and improvement of policies and practices.  
 

5. Is there shared agreement on the types of cases, number of cases, and 
the status of the cases to be reviewed? The type of case being reviewed 
(e.g. intimate partner sexual violence (IPSV), alcohol-facilitated, non-
stranger sexual assaults, etc.) does not necessarily need to be in place to 
begin; however, if you are trying to get law enforcement leadership on 
board with case file review, having a discussion with them about which 
cases should be included may help create trust and reciprocity.  Also, 
because this is an assessment method, you must include a high enough 
number of cases to review in order to identify themes in the response. A 
sample size large enough to produce themes is all that is needed.  SVJI 
has found themes with as little as 20 cases, and has also conducted 
reviews with as many as 45 cases.  Decide on a number that is high 
enough to produce themes but not too high that it will overwhelm the 
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SART.  Another area to explore is case status. Will you include cases that 
are closed or open? SVJI strongly recommends only including closed 
cases to start your review.  Focusing on closed cases may relieve a few 
concerns law enforcement has about reviewing their cases.  You will also 
ǿŀƴǘ ǘƻ ŎƭŀǊƛŦȅ ƛŦ ǘƘŜ ŎŀǎŜǎ ƘŀǾŜ ōŜŜƴ ŘŜŜƳŜŘ άŎƭƻǎŜŘέ ōȅ ǇǊƻǎŜŎǳǘƛƻƴ 
or law enforcement. 

 
6. Is the team coordinator or leader equipped to lead the team through 

the case file review process?  This Toolkit provides substantial resources 
for the coordinator to rely on, but that person must be willing and able 
to take on this process (with support from their home agency). 
 

7. Has the coordinator received substantial assistance and investment 
from the agency providing the case files? It is imperative that the 
coordinator is deeply connected with the law enforcement agency that 
is pulling and prepping case files for review.  A suggested practice would 
be for a coordinator to have a specific point of contact within the law 
enforcement agency to work with on this project. 
 

8. Is there an understanding that this is a method that assesses the 
criminal justice system and that the process is collaborative in nature?  
Having this frame of mind is crucial when conducting a case file review. 
Keep in mind that in Module 3, the team will map the response to sexual 
assault in your community.  This process will highlight areas the team 
can focus the review on.  For example, your team may identify through 
the Mapping Exercise that there are significant gaps during the interview 
process with sexual assault victims.  You can then focus your case file 
review on the interview portions of the response to help improve that 
particular area.  The important thing to keep in mind is that you and 
your team will go into the case file review process with questions. While 
you might answer some of those questions through the process, you will 
definitely come out with more questions not yet considered.  In the final 
module, we suggest the importance of those unanswered questions and 
that they can be used to spark further work. The key takeaway is that 
this process can lead to a deeper analysis of the inner workings of the 
criminal justice system.  
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Lesson Plan 
 
 

Introduce the Concept 
In your last meeting, you discussed the case file review process and explored the 
ǘŜŀƳΩǎ ƛƴǘŜǊŜǎǘ ƛƴ ǳǘƛƭƛȊƛƴƎ ǘƘŀǘ ǇǊƻŎŜǎǎΦ  Lƴ ǘƘƛǎ ƳŜŜǘƛƴƎΣ ŀƴǎǿŜǊ ŀƴȅ ƭƛƴƎŜǊƛƴƎ 
concerns or questions from team members.  The goal of this meeting will be to 
discǳǎǎ ǘƘŜ ǘŜŀƳΩǎ ǊŜŀŘƛƴŜǎǎ ǘƻ ǘŀƪŜ ƻƴ ŀ ŎŀǎŜ ŦƛƭŜ ǊŜǾƛŜǿ ǇǊƻƧŜŎǘΦ  ¢ƘŜǊŜŦƻǊŜΣ ǎǘŀǊǘ 
the meeting by reviewing the Module 2 Readiness Assessment and Outcomes for 
Case File Review Handout (pg. 127) and Readiness Considerations (pg. 25).  Team 
members can share the Readiness Assessment and Outcomes for Case File Review 
Handout with their agency.  
 
 
 

Learning/New Content 
In order for your team to do a case file review, it is important to explain the 
timeline necessary for an effective case file review.  At a minimum, you will need: 
 

¶ 7-18 months for the full process; 

¶ Six months to decide what type of case files to review and prepare the case 
files (More information regarding these steps can be found in Setting the 
Stage for Modules 3, 4, and 5, pg. 30); 

¶ The actual review of case files can take two to three full days;  

¶ The last phase of finalizing the themes identified in the review and 
interpreting that information should take 1-2 meetings.  After that the SART 
may take 1-2 meetings to turn the interpretations into recommendations 
and create action steps.   
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Applying What You've Learned 
The next step is to ask the team to discuss readiness and intended outcomes of 
the case file review process.  This discussion will help illuminate reasons that a 
case file review might be beneficial for your team.  You can add intended 
outcomes your team mentions to the Readiness Assessment and Outcomes for 
Case File Review Handout (pg. 127) and ask team members to disseminate the 
document to their agencies. 
 
 
 

Homework  
All SART members report back to their respective agencies to ask about any 
concerns their agencies might have about case file review and to answer 
questions about the process. 
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Setting the Stage for Modules 3, 4, 
and 5 

 
 
Exciting! The team has agreed to do case file review, and now is the time to do 
some behind-the-scenes work. You will begin this work by compiling or asking 
your law enforcement point of contact to create a spreadsheet of the case files 
that meet the criteria your team has agreed upon. For example, SVJI requested 
the last five years of sexual assaults reported to law enforcement. From there, 
law enforcement created a spreadsheet that listed specific information. See the 
table below for a suggested template, but feel free to deviate from this template 
as needed. 
 
 

Case 
Number 

Suspect 
initials 

Suspect 
Age 

Victim 
Age 

Relationship Arrest Charging 
Decision 

Pages Audio/ 
Video 
Recorded? 

Medical/ 
Forensic Exam 
done? 

          

          

          

 
 

The information found in this spreadsheet may illuminate patterns of 
interest.   
For example, you might notice cases were charged when there was a medical 
forensic exam done, but not charged when an exam was not completed.  This 
could be information that is included in a report of the findings from the case file 
review and brought to the ǘŜŀƳΩǎ ŀǘǘŜƴǘƛƻƴ ŦƻǊ ƴŜȄǘ ǎǘŜǇǎΦ !ƭǎƻΣ ƭŀǿ ŜƴŦƻǊŎŜƳŜƴǘ 
that is providing the case files will appreciate knowing this information and see 
ŀƴȅ ƻǘƘŜǊ ǘǊŜƴŘǎ ǘƘŀǘ ŀǇǇŜŀǊ ǊŜƎŀǊŘƛƴƎ ƘƻǿκǿƘȅ ŎŀǎŜǎ Řƻ ƻǊ ŘƻƴΩǘ ƳƻǾŜ ŦƻǊǿŀǊŘΦ 
 
 

Preparing the list of case files: SVJIΩǎ ƛƴǎƛƎƘǘǎ ǘƻ ŎƻƴǎƛŘŜǊ 
Pay close attention to ǘƘŜ ǾƛŎǘƛƳΩǎ ŀƴŘ ǎǳǎǇŜŎǘΩǎ ŀƎŜǎ to avoid looking at juvenile 
cases because there are more data privacy laws for juvenile suspects. Also, when 
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the victim is a minor, there seems to be a slightly different investigation and 
information gathering process involving non-core agencies who will not be a part 
of the review.   
 
 

Focus of review 
As mentioned earlier, the team will have focus areas they want to look into during 
the review. At one of the pilot sites, non-stranger sexual assaults were a focus 
area, so the SART did not look at cases where the suspect was unknown. Basically, 
you will want to hone in on the cases that fit what your team and law 
enforcement want to review. After making those determinations, you will know 
how many cases are available for review.  
 

Decision Point:  Number, status, and type of case files to include 
Formally or informally, you and your SART will need to decide the 
number of case files to review, what status of case files you want to 
include (closed, etc.), and the type of case files to include (stranger, drug-
facilitated, etc.). This should have been discussed with the SART during 
the first two modules, and this is your reminder to finalize those 
decisions before proceeding. 
 
 
Decision Point: How to review the case files 
SVJI has approached Case File Review with three full days dedicated to 
reviewing.  One site reviewed 45 cases, another reviewed 20 cases, and 
another reviewed 28 cases. At the end of those three days of review, 
each site had identified several themes. ̧ƻǳǊ ǘŜŀƳΩǎ ŘŜŎƛǎƛƻƴ ǘƻ ƳŀƪŜ ƛǎ 
whether they want to review the case files in three days or spread it out 
over multiple SART meetings. (This decision point was mentioned in the 
first two modules, and this decision needs to be made now.)   
 
 
Decision Point: Publicity 
This might be a good time to consider engaging the media about the 
work your SARTτspecifically law enforcementτis doing to improve 
sexual assault investigations.  Invite all team members to be a part of this 
announcement.  This is a great publicity opportunity for all agencies, and 
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might be a helpful way to get team members and agencies to buy in to 
doing this project. Besides inviting the newspaper to cover what the 
team is doing, your team can also speak to the city council or any other 
community outreach groups, including Rotary, Lions, etc.  The idea is to 
generate some positive buzz about the Case File Review Project, and it 
can help hold agencies accountable. Refer to Engaging the Media (pg. 
131) in the Appendix for more information.    

 
 

After Module 2: Consider which order of Modules 3 and 4 is the best 
fit for your team. 
The toolkit was written with the intention for users to proceed in numerical order 
with one exception:  the order in which you review Modules 3 and 4. You may 
switch their order if you see fit. The choice is yours. Please see below for a brief 
description of Modules 3 and 4 to help you decide which order will work best for 
your team.  
 
 

Module 3 
Shared understanding of roles and responsibilities is vital to developing a 
collaborative response to sexual violence. In order to work together effectively, 
each team member must know what can be expected from their own and other 
disciplines and must trust that other responders will act, as much as possible, in 
the interest of the victim. Module 3 includes an exercise meant to explore and 
define the current response in your community. 
 
 

Module 4  
Confidentiality is a core principle of a victim-centered response. Victims must feel 
safe sharing information with responders, and feel assured that what they say 
ǿƻƴΩǘ ōŜ ǎƘŀǊŜŘ ǿƛǘƘƻǳǘ ǘƘŜƛǊ ƪƴƻǿledge and consent. When team members 
understand and comply with policies and laws about information sharing, they 
create an environment that can help victims cope with the trauma of sexual 
assault and make decisions necessary for them to move toward recovery. Module 
4 includes an exercise meant to identify legal requirements related to 
confidentiality and information sharing while also establishing expectations for 
team members in conducting a case file review.  
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Facilitator's Guide  
 

Overview 
This exercise will help your team identify and appreciate the expectations and 
requirements of each agency that responds to sexual assault in your community. 
The mapping process also will help your team develop a shared understanding of 
what actually happens in your community with regard to sexual assault response. 
Finally, through the process of discussing and diagramming what individual 
agencies regularly do when responding to a sexual assault, your team will 
document standard practice3. By considering these factors, team members will 
begin to develop questions for consideration and examination during the case file 
review. Another useful strategy for analysis of the response is a strategy referred 
to as άprocess mappingέ (pg. 48) which is a more detailed look into a specific 
agencies response.  For more information about process mapping, reach out to 
SVJI. 
 

Objectives 
 

¶ Help participants gain a better understanding of the actual response to 
ǎŜȄǳŀƭ ŀǎǎŀǳƭǘ ǾƛŎǘƛƳǎ ƛƴ ǘƘŜƛǊ ǎȅǎǘŜƳΣ ǘŜŀƳ ƳŜƳōŜǊǎΩ ǊƻƭŜǎ ŀƴŘ ǊŜǎƻǳǊŎŜǎΣ 
and potential problem areas that could be addressed during case file 
review. 

¶ Highlight areas of delay, miscommunication, or lack of communication 
during the sexual assault response so that effective plans can be 
formulated to improve coordination. 

¶ Begin establishing patterns of communication to be used as the case file 
review process progresses. These communication patterns will improve 
clarity and candor in team interactions. 

¶ Set the stage for a more detailed examination of problems, needs, and 
ǎƻƭǳǘƛƻƴǎ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ ǘŜŀƳΩǎ ǎŜȄǳŀƭ ŀǎǎŀǳƭǘ ǊŜǎǇƻƴǎŜΦ 
 

                                                      
3 Standard practice: In the context of mapping the existing system, this is what 
team members agree happens consistently when they respond to sexual 
assault. It is what they actually do, regardless of whether it conforms to policy 
or protocol. 
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Materials Needed 
 

¶ Flip charts or other large sheets of paper 

¶ Post-It® notes 

¶ Markers 

¶ Pens 

¶ Wall space 

¶ Masking tape 

¶ Sexual Assault Scenarios (pg. 131) (Provided in this module. You should 
insert the appropriate local jurisdiction information into the scenario forms 
before passing them out to team members.) 

 
 
 

What You Need to Know 
¢ŜŀƳ ƳŜƳōŜǊǎ ƳƛƎƘǘ ōŜ ǘŜƳǇǘŜŘ ǘƻ ƎƛǾŜ ǘƘŜ άƛŘŜŀƭέ ǊŜǎǇƻƴǎŜ ƻǊ ǘƘŜ ǊŜǎǇƻƴǎŜ 
dictated by policy, but encourage them to talk about what actually happens in 
response to the scenario they are given. One way to describe what you are trying 
to do is to ask participants to imagine they are trying to explain what to expect, as 
honestly as possible, to a victim going through the system. Encourage team 
members to document points in their response to the sexual assault scenarios 
where they are unsure of what would happen, where there is disagreement about 
what would happen, or where they need clarification. 
 
This exercise should take 1 ½ - 2 hours to complete, depending on the size of the 
group. Some sites have done this as part of a longer multidisciplinary training, but 
the Mapping the Existing System exercise could be done during a regularly 
scheduled team meeting. The exercise includes small group discussion of a sexual 
assault scenario, small group mapping of the response to the scenario, small 
group presentations, and a large group discussion. The scenarios are relatively 
short, but the discussions of both the scenario and the best method of 
documenting the response can be lengthy. 
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ !llow at least half of the allotted 
time for small group discussion and mapping the 
response to the scenario. The remainder of the 
time should be dedicated to small group 
presentations and large group discussion. 

 
 
 
Prior to starting the exercise, team members should be divided into small 
multidisciplinary groups of 3-4 people in each small group. It would be preferable 
to have 5-person groups that represent the core agencies: Advocacy, Law 
Enforcement, Medical, Prosecution, and Probation. Whenever possible, separate 
people who work together regularly or who might tend to have similar ideas 
about how agencies in your community should respond to sexual assault. You will 
need enough space for each small group to have a supply of materials and a table. 
 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ ²ƘŜƴ ǎǇŀŎŜ ǇŜǊƳƛǘǎΣ ƛǘ ƛǎ 
preferable to have all small groups work in the 
same general area so the facilitator can answer 
any questions raised by one group for the benefit 
of all groups.  

 
 
 
Distribute the Sexual Assault Scenarios (pg. 131) after everyone has joined their 
assigned small group. 

 
If team members ask, about the scenarios, during the introduction, you can 
tell them that the scenarios are: 
 

¶ Scenario 1: A victim presents at a medical facility shortly after being 
sexually assaulted. (pg. 131) 

¶ Scenario 2: A victim contacts law enforcement several weeks after 
being sexually assaulted. (pg. 132) 
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¶ Scenario 3: A victim contacts a sexual assault hotline several days 
after being sexually assaulted. (pg. 133) 

¶ Scenario 4: A third party contacts law enforcement after a victim 
discloses a sexual assault. (pg. 134) 

 
 

Small Group Discussion of a Sexual Assault Scenario: Suggested 
Questions 
Below are sample questions that facilitators can ask and/or hand out to 
team members to help them understand the kinds of things to consider as 
they complete the small group mapping: 

 
Medical 

¶ What is the intake process like when the victim arrives at the 
hospital? 

¶ How are advocates notified that a victim is at the hospital, and 
how long does it take before the advocate typically arrives? 

¶ How long is the victim at the hospital? 

¶ Is the hospital complying with VAWA regulations and offering the 
ŜȄŀƳ ƛŦ ǘƘŜ ǾƛŎǘƛƳ ƘŀǎƴΩǘ ȅŜǘ ŘŜŎƛŘŜŘ ǘƻ ǊŜǇƻǊǘ ǘƻ ƭŀǿ 
enforcement?  

¶ Does it make a difference which hospital or medical facility the 
victim goes to? 

-  If so, how is the response different? 

¶ Are there any written procedures that medical staff follows when 
dealing with sexual assault victims? 

-  Are those procedures always followed? 
-  What factors influence whether or not the procedures are 

followed? 

¶ What statutes and agency guidelines do medical professionals 
need to abide by?  (information sharing, minor consent, ensuring 
victim consent, evidence collection from intoxicated victims, etc.) 
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Advocacy 

¶ ²Ƙŀǘ ƛǎ ǘƘŜ ŀŘǾƻŎŀǘŜΩǎ ǊƻƭŜ ŀǘ ǘƘŜ ƘƻǎǇƛǘŀƭΚ 

¶ What is the ongoing role of the advocate? 

¶ Whŀǘ ƛǎ ǘƘŜ ŀŘǾƻŎŀǘŜΩǎ ǊƻƭŜ ƻǊ ƛƴǾƻƭǾŜƳŜƴǘ ǿƘŜƴ ǘƘŜ ǾƛŎǘƛƳ ǿŀƴǘǎ 
to report to law enforcement? 

¶ What services are provided to victims who report? 

¶ What services are provided to victims who do not report? 

¶ What are the professional obligations of advocacy? 
 
Law Enforcement 

¶ Who typically responds to a sexual assault? (patrol officer, 
investigator, etc.) 

-  What factors influence this? 

¶ What are the steps in an investigation? 
-  What factors influence this? 

¶ How much contact does law enforcement have with the victim 
during the investigation process? 

¶ Are there circumstances under which law enforcement will not 
make a formal report? 

¶ Is every report forwarded on for prosecution? 

¶ What are the professional obligations of law enforcement? 
 

Prosecution 

¶ Who reviews sexual assault cases that are forwarded on for 
prosecution? 

¶ How is the decision made whether or not to file charges? 

¶ ²Ƙŀǘ ŦŀŎǘƻǊǎ ƛƴŦƭǳŜƴŎŜ ŀ ŎŀǎŜΩǎ ŎƘŀƴŎŜ ŦƻǊ ǇǊƻǎŜŎǳǘƛƻƴΚ 

¶ How long does it typically take to make the charging decision? 

¶ At what point is contact made with the victim? 

¶ What happens if the prosecutor wants more information? 

¶ What happens when cases are declined for charges? 

¶ What interaction does the prosecutor have with other system 
professionals? 

¶ What are the professional obligations of prosecution?  
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Corrections 

¶ At what point does corrections typically get involved? 

¶ What type of interaction does corrections have with other 
professionals in the response? 

¶ Under what circumstances does corrections staff have contact 
with the victim? 

¶ What are the professional obligations of corrections? 

 
 

Small group presentations and large group discussion  
 

Similarities and Differences 
The facilitator should consider the expectations and requirements of 
each responding discipline when discussing the similarities and 
differences between the scenarios. There could be significant 
differences identified based on how, when, or where a victim discloses a 
sexual assault. For example, a victim who presents at a medical facility 
shortly after being sexually assaulted might experience a different law 
enforcement response than a victim who contacts law enforcement 
several weeks after being sexually assaulted. The similarities and the 
differences between these two scenarios will help to highlight any gaps, 
barriers, or inconsistencies in the response to sexual assault. 
 
Uncertainty or disagreement 
The facilitator should consider the requirements of individual agency 
policy and practice when discussing the small group presentations. The 
discrepancy between agency requirements and best practice can help 
identify issues that the team might address through direct action or 
through advocacy for policy change. 
 
Gaps or barriers 
The facilitator should consider any gaps, barriers, or disparate levels of 
service that are identified in the small group presentations. For example, 
advocacy might provide services for people who speak English and 
interpretive services for people who speak other prominently 
represented languages, but might not provide services for deaf and hard 
of hearing individuals or people who speak underrepresented 
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languages. Gaps and barriers such as this could make it difficult for all 
victims to receive or even have access to advocacy services. 

 
 

Anticipated Outcomes 
¶ Even members who think they have a good understanding of what 

the response is in their system should learn things they were 
previously unaware of about what occurs as a sexual assault victim 
goes through the criminal justice system.  

¶ Each team member will provide details about how their agency 
would respond to the scenario. This practice should allow all team 
members to gain insight into how each agency fits into a coordinated 
response to sexual assault  

¶ Make the important point that if professionals involved in the 
ŎǊƛƳƛƴŀƭ ƧǳǎǘƛŎŜ ǎȅǎǘŜƳ ŘƻƴΩǘ ŀƭǿŀȅǎ ƘŀǾŜ ŀƴ ŀŎŎǳǊŀǘŜ ǳƴŘŜǊǎtanding 
of what is happening as cases proceed, it is even more confusing for 
the victim to understand what to expect. 

¶ Every agency can benefit from a regular review of the way the 
system responds to sexual assault victims and an honest assessment 
of problem areas within the response. It can also be important to 
review the response as new trends emerge in sexual assault cases or 
the criminal justice system. 

¶ There is always room for improvement.  This kind of assessment 
must be built into the system as a regular part of an ongoing process 
if people truly want to provide the best possible response to sexual 
assault victims. 

¶ Improving the response to sexual assault victims requires looking not 
only at individual agency responses but also focusing on the 
coordination and communication among agencies. 

¶ The small groups all came up with significantly different responses to 
a disclosure of sexual assault. What do you think that means? Why 
do you think that is? 
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Lesson Plan 
 
 

Introduce the Concept 
Begin by introducing the Mapping the Existing System (pg. 47) exercise. Tell the 
team they will be reading and discussing one of four mock Sexual Assault 
Scenarios (pg. 131). The scenarios are based on incidents that happen regularly in 
many communities. The purpose of the exercise is to identify and document the 
response the agencies in your community would have to each scenario. 
 

¶ Give each small group a copy of a sexual assault scenario to use as their 
starting point for mapping the system. If possible, give each small group a 
different scenario. 

¶ Set a time limit for the small groups to complete their discussion and 
mapping work. Ask them to select a spokesperson(s) to present their 
scenario map to the large group. 

 
 

Instructions on Scenarios 
¶ Using the materials provided, groups must create a visual 

representation of how their system currently responds. This can be 
done in a variety of ways including pictures, graphics, flow charts, 
etc. Participants should be told to focus on what really would 
happen during a response to the scenario, rather than describing an 
ideal response. 

¶ Ask participants to be very specific and to indicate who/what agency 
does what and within what time frame.  Points of interaction, 
communication, and coordination among different agencies and 
professionals must be included.  The way in which the interaction or 
communication occurs should also be specifically described, e.g. via 
phone, in person, after a certain period of time, etc.  

¶ 5ǳǊƛƴƎ ǘƘŜ ƳŀǇǇƛƴƎ ǇǊƻŎŜǎǎΣ ŜŀŎƘ ƎǊƻǳǇ ǎƘƻǳƭŘ ƛŘŜƴǘƛŦȅ άǘŜƴǎƛƻƴ 
Ǉƻƛƴǘǎέ ǿƘŜǊŜ ƛƳǇǊƻǾŜƳŜƴǘ ƛǎ ŘŜǎƛǊŀōƭŜΦ  ¢ƘŜǎŜ ŀǊŜŀǎ Ŏŀƴ ƛƴŎƭǳŘŜ 
points of confusion, disagreement, or uncertainty that the group 
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identifies.  The points can be marked with a different color, have a 
symbol next to them, be tracked on a separate page, etc. 

 
 
 

Learning/New Content  
(Small group presentations) 
The issues brought out during the small group presentations will likely fall into 
one of three previously mentioned categories:  
 

1. Similarities and differences 
2. Uncertainty or disagreement 
3. Gaps and barriers 

 
Other issues might arise, such as lack of services or community/cultural 
concerns.  
 
The facilitator should be ready to document and categorize these issues as they 
are surfaced during the presentations.  
 
 

 
FacilitatorΩǎ ¢ip: It is recommended that someone 
other than the facilitator documents these issues 
for the group on easel paper, ask for a volunteer. 
The facilitator should be aware that some points 
might fit into more than one category.  

 
 
 
After the groups have finished mapping or the allotted small group time has 
passed, have each group read their scenario and share their Response Map to the 
larger group.  They should explain how they thought about things, challenges they 
identified, etc. 
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Once all groups have presented their Response Map, talk about any differences in 
how the groups approached the task, their mapped response, etc. Ask the large 
group for observations about the task and the similarities or differences between 
the groups.  Could one or some of the differences be caused by the disciplines or 
agencies represented in each group?  How well did everyone know the roles of 
ƻǘƘŜǊǎΚ ²ŜǊŜ ǘƘŜǊŜ άǘŜƴǎƛƻƴ Ǉƻƛƴǘǎέ ƻǊ ŀǊŜŀǎ ƻŦ ǳƴŎŜǊǘŀƛƴǘȅ ƛƴ ǘƘŜ ǊŜǎǇƻƴǎŜ ŀǊŜŀǎ 
of disciplines that were not represented in that mapping group? 

 
Ask the large group how the responses look in terms of victim-centeredness. Are 
there areas in the response that are very victim-centered? Are there areas that 
could use improvement? What steps could be taken to improve victim-
centeredness? 
 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ Tip: If your team does not have a 
ǿƻǊƪƛƴƎ ŘŜŦƛƴƛǘƛƻƴ ƻŦ άǾƛŎǘƛƳ-centered,έ ȅƻǳ ƘŀǾŜ 
two options:  
 

1. Stop and lead them through the Aligning 
Our Approach to Serving Victims Activity, 
(pg. 142) found in the appendix, to create a 
ōŜǘǘŜǊ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǿƘŀǘ άǾƛŎǘƛƳ-
ŎŜƴǘŜǊŜŘέ ƳŜŀƴǎ ǘƻ ȅƻǳǊ {!w¢Φ 

2. wŜǾƛŜǿ {±WLΩǎ Simple Rules for Becoming 
Victim-/ŜƴǘŜǊŜŘΧ (pg. 140) and agree to 
use it as your foundation for what is victim-
centered.  

 
 
 
 
 
Ask whether anyone learned something new about the way in which sexual 
assault cases are handled (or how victims are treated) in their community. Ask if 
this information resulted in people beginning to have ideas about how they might 
improve their own response to sexual assault victims. 
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Applying What You've Learned  
 

Narrowing the focus 
The exercise presented in this module is meant to define the response 
provided by your team, increase understanding of the work done by 
responders, and enhance relationships between team members. Beyond 
that, though, this exercise will identify dynamics of your response that 
could be improved, such as: differences in response based on who, when, 
or how a sexual assault is reported; discrepancies in what individual 
responders expect of other agencies; and practices that tend to make it 
more difficult for some victims to engage in the criminal justice system. The 
differences, discrepancies, and disparate practices are what your team 
should consider in developing a more victim-centered response. 
 
 

Options 
Most teams find there are many differences in response and gaps in service 
in their community. For example, a Utah team identified 12 specific issues 
that affected the efficacy of their response. It can be difficult for a team to 
effectivŜƭȅ ŀŘŘǊŜǎǎ ǘƘƛǎ Ƴŀƴȅ ƛǎǎǳŜǎΣ ǎƻ ƛǘΩǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ǘŜŀƳǎ ƭƛƳƛǘ 
the issues they consider. SVJI suggests teams limit their focus during case 
file review to three issues at one time. This requires the prioritization of 
issues and team agreement on what should be addressed. Although this 
prioritization can take many forms, SVJI suggests two specific ways to 
establish team agreement about how to proceed: consensus and ranked 
choice. 

 

¶ Consensus 
Consensus is a concentrated effort to reach agreement about an 
issue. There are specific conditions that must be met in order to 
reach true consensus: 

 
-  As many team members as possible should be included in 

the process (the assumption is that all will participate 
unless they specifically opt out). 
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-  Those who choose to participate should be expected to 
contribute opinions, suggestions, and feedback.  

-  Collaboration means everyone agrees to build on the ideas 
of others with the intent of coming to a decision that is 
acceptable to all team members (majority does not rule). 

-  All input should be considered equal and each team 
member should have the opportunity to change or offer 
another view. 

 
Reaching consensus is a process of facilitated discussion, so there 
are no specific actions that must be taken other than accurately 
documenting the opinions expressed and the items that are 
agreed upon. There is no point in the process when team 
members vote on what issues the team should consider. There 
are advantages to the consensus process. For example, each team 
member has the opportunity to explain their opinion about issues 
affecting the team. Group members also can build closer 
relationships with one another through discussion and 
collaboration. This process can be very time consuming, however. 
AdditionallyΣ ƛǘ ŘƻŜǎƴΩǘ ǿƻǊƪ ǿŜƭƭ ƛŦ ǘhere is any animosity or 
mistrust between team members or their agencies. 

 

¶ Ranked Choice 
Ranked choice allows each team member to identify their top 
priorities on the list of issues identified by the team. The items 
identified as priorities with the most team members become the 
team priorities. As with the consensus process, there are some 
conditions that must be met to encourage a positive outcome: 

 
-  Make sure team members understand the meaning of each 

issue. This can be done by asking the small group that 
identified the issue to explain what it means to them. 

-  Explain the process and make sure all team members agree 
to accept the outcome (majority rules). 

-  Items not selected should be retained for future 
consideration by the team. 
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In order to complete ranked choice selection, display the flip chart 
page(s) documenting the issues identified by the team. Each team 
member should be given three adhesive dots. Ask them to place 
their dots besides the items on the flip chart page(s) that are their 
top priorities. A team member may choose to put all dots next to 
one item, or they may select two or three items. 
 
After all team members have selected their priorities, the 
facilitator counts the dots next to each item. The items with the 
most dots become the priorities for the team. If there are two or 
more items in the top three that have the same number of dots, 
the team should determine what issues they will address. For 
example; if one issue has six dots, one issue has five dots, and two 
issues have four dots, the team must decide which of the four-dot 
issues should take precedence. 
 
There are advantages to ranked choice selection. The process 
allows some opportunity for individuals to explain their priorities. 
It can be accomplished in a relatively short time and 
acknowledges the opinions of a majority of team members. 
RŀƴƪŜŘ ŎƘƻƛŎŜ ŘƻŜǎƴΩǘ ŀƭƭƻǿ ǘŜŀƳ ŘƛǎŎǳǎǎƛƻƴ ƻŦ ǘƘŜ ƳŜŀƴƛƴƎ ŀƴŘ 
implications of all items, however. Because of this, relatively 
important issues might be set aside; therefore, SVJI suggests that 
all issues be retained for future consideration.  
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Homework 
The Mapping the Existing System exercise will likely point out practices by one or 
more agencies that seem to contribute to gaps, barriers, problems, or disparate 
levels of service for victims. Representatives of those agencies might not know or 
might be unable to explain the rationale for why their agency would respond as 
described. If this is the case, ask agency representatives to research their policies, 
practices, and regulatory requirements. Have members report back about their 
agency-specific requirements at a future meeting so the team can better 
understand the described response. This is also an opportunity to challenge the 
team to push past the accepted status quo and to meaningfully reflect on areas 
that need to improve. 
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Two examples of process mapping: 
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Facilitator's Guide 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ Tip: You may need two full meetings 
for this discussion.  

 
 
 

Overview 
This module will give an overview of common sources of rules that pertain to 
confidentiality and privacy, including: statutes and case law, funder restrictions, 
contractual obligations, agency policies, licensure certification and requirements, 
and victim-centered response. Adhering to confidentiality, privilege, and privacy 
are common areas of concern for SARTs and may raise questions about 
conducting a case file review. It is essential that a SART delves into these 
considerations to avoid unintended harm to a victim or the case. When SARTs 
adhere to the information found in this module, an effective, ethical, and 
meaningful case file review process can be designed. 
 
 
 

Objectives  
 

¶ ¢ŜŀƳ ƳŜƳōŜǊǎ ǿƛƭƭ ƘŀǾŜ ŀ ōŜǘǘŜǊ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ŜŀŎƘ ŀƎŜƴŎȅΩǎ 
confidentiality standards and what information team members can or 
cannot share.  

¶ Team members will understand how laws, professional ethics, funding, and 
agency policies influence confidentiality.  

¶ Team members will learn to create guidelines and operating principles for 
case file review.  

¶ Team members will decide how they will protect against confidentiality 
breaches.  

¶ Team members will discuss what will happen if information is inadvertently 
shared. 
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Materials Needed 
 

¶ Easel paper/Flip chart  

¶ Note taker 

¶ Webinar: Respecting Information, Sharing Norms Across Disciplines (pg. 
59) by Alicia Aiken, JD with the Confidentiality Institute. This webinar 
discusses the definitions of privacy, confidentiality, and privilege.  

¶ {±WLΩǎ What Can We Talk About? Common Rules and Regulations handout 
(pg. 135) that explains aspects of confidentiality including rules, statutes, 
laws, funder restrictions, Personally Identifying Information (PII), and much 
more.  

 
 

FaciliǘŀǘƻǊΩǎ ¢ip: A discussion regarding the Brady 
vs. Maryland Supreme Court decision and how it 
applies to case file review will need to be discussed 
with the team. For more in-depth information on 
.ǊŀŘȅ ǾǎΦ aŀǊȅƭŀƴŘ ŀƴŘ ǎǇŜŎƛŦƛŎ ǎǘŀǘŜǎΩ Řŀǘŀ 
privacy laws, plŜŀǎŜ ǊŜŦŜǊ ǘƻ {±WLϪab/!{!Ωǎ 
video άWhat Can We Talk About? Considerations 
for how SARTs Discuss Sexual Assault Casesέ (pg. 
59). The most relevant information is from 24:46 ς 
40:00. This video will help your team learn more 
about common sources of rules that pertain to 
confidentiality and privacy. 
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What You Need to Know 
Team members should explain the confidentiality laws and policies that affect 
their positions so that everyone understands one ŀƴƻǘƘŜǊΩǎ ƻōƭƛƎŀǘƛƻƴǎΦ !ƭǎƻ 
request that team members share professional ethics, (e.g. social worker code of 
ethics, do not disclose who is a client, etc.) in an effort to discuss and 
demonstrate how those standards impact confidentiality. This helps to avoid 
misunderstanding about why certain information cannot be shared during the 
case file review process and team meetings. System-based advocates and 
community-based advocates have different roles that impact how they uphold 
confidentiality, privilege, and professional ethics. These confidentiality and ethical 
standards should be explored from the outset. Some team members will know 
their privacy and confidentiality policies very well, but others may not.  

 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ip: It is best to give team members 
advance notice about the discussion topic and 
guidance about what to bring to the meeting so 
that everyone is able to contribute to this 
conversation and create an environment for 
learning and team development.  

 
  



Module 4 | 55 

Lesson Plan 
 
 

Introduce Concept 
Explaƛƴ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƻŘŀȅΩǎ ŘƛǎŎǳǎǎƛƻƴ ǘƻ ǘƘŜ {!w¢Υ ǘƻ ǳƴŘŜǊǎǘŀƴŘ ŀƭƭ ǘŜŀƳ 
ƳŜƳōŜǊǎΩ ƭŀǿǎ ŀƴŘ ǇƻƭƛŎƛŜǎ ǘƘŀǘ Ŏŀƴ ƛƴǘŜǊǇƭŀȅ ǿƛǘƘ the case file review. All team 
members will have an opportunity to explain what laws and/or policies are 
relevant to case file review. For example, each state has different confidentiality 
standards for victim service providers; therefore, the advocates will need to 
provide those confidentiality standards to the team. 
 
 
 

Learning/New Content  
In this discussion, team members will define confidentiality parameters for the 
team and engage in how those rules affect the case file review process. The 
following areas need to be discussed by your SART: 
 

¶ Data privacy statutes 

¶ Confidentiality statutes 

¶ Health Insurance Portability Accountability Act (HIPAA) 

¶ Brady vs. Maryland decision 

¶ Agency policies or practices 

¶ Professional licensure and ethics 

¶ State and federal laws regarding information sharing 

¶ Mandated reporting 
-  Team members can discuss their overall mandated reporting obligations 

and how they will handle reporting if it becomes necessary due to 
information revealed in case file review.  
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FacilitatorΩǎ ¢ip: A discussion of mandated 
reporting might uncover differences between 
statute/case law, the practices of a particular 
agency, and an inŘƛǾƛŘǳŀƭ ǊŜǎǇƻƴŘŜǊΩǎ ǇŜǊǎƻƴŀƭ 
values and beliefs. Because of this, the topic can 
become somewhat contentious. You should be 
prepared to direct any conversation toward the 
facts of statute and case law and away from 
ƻǇƛƴƛƻƴǎ ŀōƻǳǘ ǘƘŜ ǊŜƭŀǘƛǾŜ άǊƛƎƘǘƴŜǎǎέ ƻf the legal 
requirements in your jurisdiction. It might be 
helpful to remind team members that the purpose 
of this discussion is to develop common 
understanding and to set ground rules for 
confidentiality during case file review. 

 
 
 
 

Applying What You've Learned 
To get started, listen to webinar of Alicia Aiken, from the Confidentiality Institute 
or ask team members to watch it in advance.  

¶ After the webinar, ask team members to share their confidentiality 
standards, privilege standards, privacy requirements, and professional 
ethics. Facilitate a discussion that demonstrates how these standards and 
requirements impact what can and cannot be discussed by some SART 
members.  

¶ As the coordinator, share funding source guidelines that may influence 
confidentiality standards for the team (e.g. Violence Against Women Act 
(VAWA), Family Violence Prevention and Services Act (FVPSA), or Victims of 
Crime Act (VOCA)). 

¶ Ask team members to explain the law or policy that impacts their role when 
working with victims and, ultimately, performing a case file review. 

¶ Ask your medical team members for information regarding HIPAA and how 
that applies. 

¶ Ask your prosecutor for information regarding Brady vs. Maryland and how 
that applies. 
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¶ LŦ ƴŜŜŘŜŘΣ ǊŜŦŜǊŜƴŎŜ {±WLΩǎ What Can We Talk About? Common Rules and 
Regulations handout (pg. 135). 

¶ Discuss and develop guidelines for case file review that incorporate 
appropriate confidentiality standards   

 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ Tip: This discussion will set the stage 
for addressing when and how to redact certain 
information from a case file. The next module, 
Case File Reviewers and Redaction (pg. 61), 
ƻǳǘƭƛƴŜǎ {±WLΩǎ ǎǘŀƴŎŜ ƻƴ ǊŜŘŀŎǘƛƻƴ ŀƴŘ ǿƘƻ ǿŜ 
recommend be a part of the case file review 
process. Look ahead to Module 5 for any insight as 
team members might ask questions. 

 
 
 

άtŀǳǎŜ .ǳǘǘƻƴέ aƻƳŜƴǘǎ  
Reviewing case files will spark conversation, which is an intended 
outcome of this process. These conversations can serve as a bridge-
building activity among SART members. Conversations that come 
up in case file review can also help the SART move forward in 
creating changes that will benefit the response to future victims. 
Some conversations can be detrimental, possibly damaging, and 
ultimately break the rules of the aforementioned policies, laws, 
funder restrictions, and certification standards. Therefore, SVJI 
ŜƴŎƻǳǊŀƎŜǎ ǳǎƛƴƎ ǘƘŜ άtŀǳǎŜ ōǳǘǘƻƴέ ŎƻƴŎŜǇǘΦ Lƴ ŀ tŀǳǎŜ ōǳǘǘƻƴ 
moment, a group discussing a case file might broach a restricted 
topic. We encourage the group to Pause and ask themselves the 
following questions: 

 

¶ What type of situation is this?  Lǎ ƛǘ ŀ ά.ǊŀŘȅ ǎƛǘǳŀǘƛƻƴΣέ 
meaning someone is sharing information that could be 
exculpatory and therefore needs to be turned over to the 
ŘŜŦŜƴǎŜΚ ¢Ƙƛǎ ǎƘƻǳƭŘƴΩǘ ōŜ ŀǇǇƭƛŎŀōƭŜ ƛŦ ǘƘŜ ŎŀǎŜ ƛǎ ŎƭƻǎŜŘΣ 
unless new evidence comes up. 
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¶ What are the roles and obligations of team members?  How 
do these roles and obligations impact the current 
conversation? 
 

¶ What other things do you need to consider?  In order to 
improve outcomes for victims of sexual assault, is this relevant 
information? 
 

¶ Where to go from here?  
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ip: As the coordinator, be cognizant 
of and prepared to direct these conversations as 
needed. 

 
 
 

Some examples of possible Pause Button Moments: 
 

¶ A team member shares information that is not technically breaking 
confidentiality but that exposes personally identifying information, thus 
exposing victim identity.  

¶ A team member shares information without permission, ultimately 
ǾƛƻƭŀǘƛƴƎ ŀ ǾƛŎǘƛƳΩǎ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅΦ  

 
These types of mistakes can be divisive for the team, this process, andτmost 
importantlyτǘƻ ǾƛŎǘƛƳǎΩ ǿŜƭƭōŜƛƴƎΦ  
 
The team will need to discuss what information can be shared when reviewing 
ŎŀǎŜ ŦƛƭŜǎΦ ¢Ƙƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ǎƘƻǳƭŘ ŀƭǎƻ Ŧƛǘ ǿƛǘƘ ǘƘŜ {!w¢ ƳŜƳōŜǊǎΩ 
confidentiality standards. Having a working definition of ǿƘŀǘ ƛǎ άƻƪέ ǘƻ ŘƛǎŎǳǎǎ 
and what is not will ideally prevent the team from inadvertently sharing victim 
information.  
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛp: This conversation will also serve 
as a way to keep this concept top of mind when 
doing the actual review.  

 
 
 

Homework  
Ask team members to review this information with their home agency. Encourage 
SART members to discuss any concerns they or their agencies may have with this 
process. As the coordinator, offer to follow up with anyone who would like more 
information or has questions.  
 
Ask team members to share with their agencies what they learned about the 
other SART agencies that might have been surprising or new.  
 
 
 

References 
 
Webinar: Respecting Information, Sharing Norms Across Disciplines by Alicia 
Aiken, JD with the Confidentiality Institute found at 
http://www.bwjp.org/resource-center/resource-results/confidentiality-norms-
across-disciplines.html   
 
{±WLϪab/!{!Ωǎ ǾƛŘŜƻ άWhat Can We Talk About? Considerations for how SARTs 
Discuss Sexual Assault /ŀǎŜǎΦέ   
https://www.youtube.com/watch?v=CGT_DGXFlYQ 
 
Victim Rights Law Center for questions regarding confidentiality, please email 
privacyTA@victimrights.org, http://www.victimrights.org/ 
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Facilitator's Guide 
 
 

Overview 
There are many decisions in the case file review process that teams must 
consider, including which team members will participate in the review, what 
information should be reviewed, and whether or not they will include outside 
reviewers known as Subject Matter Experts (SME).  Although SARTs often include 
both core and allied team members in developing team protocol, SVJI 
recommends limiting case file review to core team members (pg. 13). As 
mentioned in the Module 2 Readiness Assessment and Outcomes for Case File 
Review Handout (pg. 127), SMEs can enhance the depth and scope of the case file 
review, and suggest alternatives for how a team acts on the information they 
gather. Finally, the information available to the SART in case file review will also 
be discussed as it relates to confidentiality and information sharing covered in 
Module 4 (pg. 51). 
 

There will be two Decision Points that need to be addressed in this 
module: Subject Matter Expert (pg. 65) and Redaction (pg. 66). {±WLΩǎ 
recommendations are noted.  

 
 
 

Objectives  
 

¶ Team members will understand that only core SART members will be 
present for the case file review. 

¶ Team members will explore the idea of inviting subject matter experts to 
be a part of the case file review process. 

¶ Team members will discuss and decide whether to redact. If choosing to 
redact, team members must also decide what information is redacted.  
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Materials Needed 
 

¶ Simple Rules for Becoming Victim-/ŜƴǘŜǊŜŘΧ (pg. 140) 

¶ Aligning Our Approach to Serving Victims Activity for team members (pg. 
142) 

¶ Easel paper/Flip chart for team to create a redaction pro/con list  
 
 
 

What You Need to Know 
¢ƘŜ ǘŜŀƳ Ƴǳǎǘ ƘŀǾŜ ŀƭǊŜŀŘȅ ŎƻǾŜǊŜŘ ŜŀŎƘ ǘŜŀƳ ƳŜƳōŜǊΩǎ ǇǊƻŦŜǎǎƛƻƴŀƭ ŜǘƘƛŎǎ 
and confidentiality standards before starting this section (Module 4, pg. 51).  
 
SVJI has facilitated three case file reviews, each one with a different mixture of 
reviewers. At the first site, the core team members and a few SVJI staff 
participated. At the second location, there was no SART in place so SVJI brought in 
SME from Law Enforcement, Prosecution, Medical, and Advocacy. The third 
review consisted of core SART members as well as SMEs from Law Enforcement, 
Medical, Prosecution, and Advocacy. Each of the aforementioned sites began the 
case file review with a working definition of a victim-centered response.  
 
SVJI recommends including only core team members for the review. This 
recommendation is based on: 

¶ Confidentiality standards of the core members,  

¶ The speed at which core members who are familiar with the criminal justice 
process can review such material, and  

¶ TƘŜ ŘŜǎƛǊŜ ǘƻ ƭƛƳƛǘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ŜȅŜǎ ƻƴ ŀ ǾƛŎǘƛƳǎΩ ǎŜȄǳŀƭ ŀǎǎŀǳƭǘ ŎŀǎŜ ŦƛƭŜΦ  
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CŀŎƛƭƛǘŀǘƻǊΩǎ Tip: As previously mentioned in 
Module 4, if your team does not have a working 
ŘŜŦƛƴƛǘƛƻƴ ƻŦ άǾƛŎǘƛƳ-centered,έ ȅƻǳ ƘŀǾŜ ǘǿƻ 
options:  

1. Stop and lead them through the Aligning 
Our Approach to Serving Victims Activity 
(pg. 142) found in the appendix, to create a 
ōŜǘǘŜǊ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǿƘŀǘ άǾƛŎǘƛƳ-
ŎŜƴǘŜǊŜŘέ ƳŜŀƴǎ ǘƻ ȅƻǳǊ {!w¢Φ 

2. wŜǾƛŜǿ {±WLΩǎ Simple Rules for Becoming 
Victim-/ŜƴǘŜǊŜŘΧ (pg. 140) and agree to 
use it as your foundation for what is victim-
centered.  

 
 
 

Reviewers 
Since core team members will be conducting the actual case file review, 
allied members might feel like they are missing out; however, they can be 
involved in preparing for the review.  They also have an opportunity to 
participate in the analysis and interpretations of the findings and the action 
planning of the recommendations found in Modules 8 and 9. Therefore, the 
allied members only miss out on the actual work of reviewing case files and 
still will be able to learn with the team. When explaining and discussing the 
idea of limited participation to your SART, present the following concepts: 
 

¶ The agency (usually law enforcement) that provides the case files 
might want the review process limited to core SART members. As the 
site coordinator, you will want to find out whether this is the case 
before discussing who should be involved in the review with the full 
team. Perhaps it came up when/if you met with law enforcement 
leadership about this project in the beginning. If law enforcement 
leadership is only allowing case files to be reviewed by core team 
members, then inform the team of this fact.  

¶ This process may identify victims to team members who do not work 
in the criminal justice system and might not know someone was a 
victim of sexual assault. 
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¶ Reviewing actual case files can be upsetting. Many core SART 
members have read sexual assault reports, experienced the criminal 
justice system, or have written case files. SART members who work in 
non-criminal justice fields might not have the experience of reading 
the detail and description included in a law enforcement case file, 
and that could be overwhelming and distressing for anyone to 
experience. Discuss this with your team, regardless of whether non-
criminal justice members are involved.  

 
 

Subject Matter Expert (SME)  
SMEs can be very helpful in identifying best practices, subject matter 
training, and technical assistance prior to doing a case file review as a way 
to inform the SART about specific issues they want to consider. An example 
might be that your team wants to use the review process to determine if 
the law enforcement response is victim-centered. Training on what 
practices demonstrate a victim-centered response would be beneficial for 
the team. Some other examples of training and technical assistance SMEs 
can offer are:  
 

¶ Using the language of non-consensual sex in reports. This 
practice can clarify the context and dynamics of a reported sexual 
assault. A SME can help teams to better understand the 
importance of accurately documenting what's reported.  If SMEs 
are not available, use the EVAWI Online Training Institute, 
specifically the module entitled Effective Report Writing: Using 
the Language of Non-consensual Sex.  
 

¶ Another opportunity for teams to assess and enhance the criminal 
justice response is through the tool entitled Roadmap for 
Response: A Tool for Prosecutors and Law Enforcement (pg. 
162). Subject matter experts from the IAFN, AEquitas, Paul Schnell 
& Associates, law enforcement, and SVJI developed the Roadmap 
for Response: A Tool for Prosecutors and Law Enforcement. This 
tool defines levels of performance, from marginal (1) to best 
practice (5), in a variety of response criteria. Prior to doing a case 
file review, SMEs could provide training regarding current best 
practices in sexual assault response. After doing the review, SMEs 
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could help the SART to identify how well the team is performing, 
to determine what practices could be implemented to improve 
the law enforcement response, and to increase the likelihood that 
cases will move forward to charging and prosecution. A SART 
might want to discuss the various response steps in the 
Roadmap and decide which practices would have the greatest 
effect in their jurisdiction. 

  
SMEs could be former SART members, experts within your community, or 
other experts within the sexual violence field. Utilizing SMEs might not be 
an option because of the potential cost to have them present or be a part 
of the review; however, if the team is interested, engaging with SMEs might 
be an avenue to explore.  

 
 

Redaction 
Maintaining confidentiality protections for victims is a primary 
aspect of being victim-centered. Your team also might be subject 
to data privacy laws or funder requirements that prohibit sharing 
information that could identify a particular victim. Therefore, your 
team might be required to redact some information from case 
files.  

 
Although only one team member agency will be providing case files, SVJI 
believes case file review is an assessment for the entire SART because all 
agencies can learn from what is found.  It is not meant to focus on 
individual responders, the victim, or the suspect, so we recommend 
redacting the following information: 
 

¶ ±ƛŎǘƛƳΩǎ ƴŀƳŜ ŀƴŘ ŀŘŘǊŜǎǎΤ 

¶ {ǳǎǇŜŎǘΩǎ ƴŀƳŜ ŀƴŘ ŀŘŘǊŜǎǎΤ 

¶ Law enforcement names and badge numbers;  

¶ Medical personnel name; 

¶ Advocates name; and 

¶ ²ƛǘƴŜǎǎŜǎΩ ƴŀƳŜǎ and addresses.  
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ hƴŜ ǎƛǘŜ ǊŜŎƻƳƳŜƴŘŜŘ ǊŜƳƻǾƛƴƎ 
ǘƘŜ ǾƛŎǘƛƳǎΩ ŀƴŘ ǎǳǎǇŜŎǘǎΩ ŘŀǘŜǎ ƻŦ ōƛǊǘƘ ŀƴŘ 
replacing it with their ages for ease in reviewing 
the information. 

 
 
 

Ultimately, the choice to redact is up to the SART; below is a list of possible 
pros and cons for each approach ǘƘŀǘ Ŏŀƴ ōŜ ǳǎŜŘ ƛƴ ȅƻǳǊ ǘŜŀƳΩǎ 
discussion. 
 
Reasons to redact 

¶ Violence Against Women Act (VAWA) funding requires the protection 
of Personal Identifying Information (PII). 

¶ Data Privacy Acts (look specifically to yoǳǊ ǎǘŀǘŜΩǎ ƭŀǿǎ for guidance 
on this). 

¶ Challenges associated with contacting victims to request permission 
to review a case file (e.g. unable to reach a victim to request 
permission or, if able to reach victim, may be triggering or 
traumatizing for those who have moved on, etc.) 

¶ Not everyone on a SART knows who in the community has been a 
victim of sexual assault. Redaction protects victim privacy among 
team members. 

¶ Ability to hold the system accountable, as opposed to focusing on the 
specific people involved in the case.

 
 
Reasons to not redact 

¶ Cost of redaction (time, money, etc.). 

¶ If using closed case files, those are already classified as public 
information.  

¶ Ability to hold all members of the response accountable (e.g. law 
enforcement supervisor signing off on case files, knowing which 
officer conducted an investigation, etc.). 

¶ You have signed permission from a victim to review the case file. 
¢Ƙƛǎ ŘŜŎǊŜŀǎŜǎ ǘƘŜ ƴŜŜŘ ǘƻ ǊŜŘŀŎǘ ǘƘŜ ǾƛŎǘƛƳǎΩ ƛƴŦƻǊƳŀǘƛƻƴΣ ōǳǘ ƛŦ ȅƻǳ 
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are looking for an assessment of the entire system you will still want 
to redact the rest.  

 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ LŦ ǘƘŜ {!w¢ ŎƘƻƻǎŜǎ ǘƻ ǊŜǉǳŜǎǘ 
permission from victims to review case files, 
clearly articulate to victims that this does not 
mean the case will be re-opened. The purpose of 
reviewing case files is for team learning and 
advancement of improved responses for victims.  

 
 
Another piece of the process when ǇǊƻǘŜŎǘƛƴƎ ǘƘŜ ǎŀƴŎǘƛǘȅ ƻŦ ǘƘŜ ǾƛŎǘƛƳǎΩ 
information and the process that allows SARTs to focus on the systemsΩ 
response requires creating a defined agreement among the reviewers. The 
Team Agreement Form (pg. 147) identifies boundaries regarding where and 
when conversations about case files can and should take place, who will 
handle and store the case files, and who may be privy to the information 
included within the case files.  See Team Agreement Form in the Appendix for 
more details. In Module 6, you will have team members review this form, 
discuss amendments, and sign in agreement. 
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CŀŎƛƭƛǘŀǘƻǊΩǎ Tip: The SART has two options when 
discussing the redaction concept:  
 
1. The first option is to run through the following 

questions below with your team. This process 
may help generate additional support and 
interest from the team members (team 
members should already be bought-in by this 
point, however).  

2. The second option is to go with the 
recommended redactions (pg. 66) that SVJI 
suggested above. This process supports the 
assessment lens SARTs should adopt in order to 
improve and create system change.  

 
 

 
Potential questions to ask your team when having the redaction discussion 
  

¶ What kinds of information might we run into that is of concern?  

¶ Who would be involved in redacting the case files?  

¶ What is the scope of this job? 
-  Size of a typical file? (Does that include transcribed interviews?) 
-  How many case files will the SART review? (Discussed within 

Module 2 (pg. 31), but if no decision was made then, decide now. 
SVJI has used anywhere from 20-45 cases). 

¶ What information should we redact (e.g. see SVJI recommendations on 
pg. 66) 

¶ What are the legal/liability issues (or other rules) that we should 
consider?
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Lesson Plan 
 
 

Introduce Concept 
Explain to the team that, today, you want to discuss: 

¶ Which team members will be involved in the review;  

¶ The option of involving Subject Matter Expert(s); and, 

¶ The redaction of case files 
 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ Tip: It would be helpful to start this 
ƳŜŜǘƛƴƎΩǎ ŎƻƴǾŜǊǎŀǘƛƻƴ ōȅ ǊŜŎŀǇǇƛƴƎ ŜŀŎƘ ǘŜŀƳ 
ƳŜƳōŜǊΩǎ ŀƎŜƴŎȅΩǎ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅ ǎǘŀƴŘŀǊŘǎ ƻǊ 
asking those members to give a brief summary. 
This will lead into why SVJI recommends having 
core members review the case files.  

 
 
 

Learning/New Content   
1. Reviewers.  Team members need to know who will be reviewing the case files. 

Present the three bullets mentioned under the What You Need to Know section 
(pg. 63) for team members to understand why core members will be doing the 
review.  Add in any additional thoughts to support this concept.  

2. Subject Matter Experts (SME) discussion and decision point will be whether to 
invite outside reviewers, such as SMEs from the field of sexual violence.  

3. Redaction discussion and decision point will be whether or not the case file 
review process requires redacting information.  
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ We know that team learning is a 
great starting place for this process. People in 
groups work better on a task they already are 
familiar with, which helps to create a more 
thorough group understanding of the concepts. 
This is why bringing in a SME, using an online 
training module, or having SART members train 
the team on a specific focus for case file review is 
a great place to start before the actual review. 
This will be addressed in more depth in the mock 
case file review.  

 
 
 

Applying What You've Learned 
 

1. Reviewers.  Facilitate a conversation regarding team member involvement.  
Inform team members that allied members will be involved in Module 6, the 
Mock Case File review. They will become involved again in Modules 8 and 9, the 
analysis and interpretation of the findings and the development of action steps to 
ƳŜŜǘ ǘƘŜ ǘŜŀƳΩǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎΦ !ƭƭƻǿ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ŦƻǊ ǘŜŀƳ ƳŜƳōŜǊǎ ǘƻ 
discuss their level of participation in the case file review process. Open the 
discussion for all team members to provide input.  
 

2. SME. Lead SART members through a discussion about including SME(s). 
Give team members the option to think about bringing in SME(s), and 
what the pros and cons would be (e.g. pro: increased knowledge of 
current best practices and emerging practices, con: there could be a cost 
to bring them in). If possible, come to a decision or resume/decide at the 
next team meeting. 

 
3. Redaction. Facilitate the redaction discussion by including takeaways 
ŦǊƻƳ ǘƘŜ ƭŀǎǘ ƳŜŜǘƛƴƎΩǎ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅ ŘƛǎŎǳǎǎƛƻƴΣ ǘƘŜ ƛƴŎƭǳŘŜŘ pro/con 
ƭƛǎǘ ŦƻǊ ǊŜŘŀŎǘƛƻƴΣ {±WLΩǎ ǎǳƎƎŜǎǘƛƻƴ ǘƻ ǊŜŘŀŎǘ ŀƭƻƴƎ ǿƛǘƘ ǿƘŀǘ ǘƻ ǊŜŘŀŎǘΣ 
and the aforementioned questions to ask your team when having the 
redaction discussion (pg. 69)  
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇ: If you met with law enforcement 
leadership to discuss this project, they may have 
suggested/requested that you redact certain 
information. If that was the case, this process may 
be viewed as more of an internal review and 
therefore the redaction discussion point might 
seem moot. Share with the team any outside 
information you have gleaned regarding 
redaction. It is still important for team members to 
have an understanding of why redaction is so 
important or necessary for many agencies.  

 
 

 
 
Homework 
Have team members follow up with their agencies for clarification on any lingering 
questions and request that they report back to the SART what they learned at the next 
meeting. If the team chooses to invite SME, begin developing a plan for how they will be 
included and selected, along with who will invite them to join the review process. 
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Setting the Stage for Module 6 
 
Preparation for Module 6 
By now, your team has decided whether or not to invite subject matter experts and 
whether to redact the case files. If you have chosen to redact, some insights into that 
process and other lessons learned from preparing case files are below. 
 
 
All of the case file content you can access.  Work with your law enforcement point of 
contact to ensure that you have all the files and documents for each case.  It is not 
uncommon for law enforcement to have electronic files available to search and print for 
the general public, but they also might have more detailed investigative notes stored in 
another area. Work with your law enforcement to know what you can and cannot 
access. 
 
 
Redaction. If your team has decided to redact, begin redacting the appropriate 
information immediately. It is best to have an additional person review documents once 
they have been redacted to ensure that itŜƳǎ ǿŜǊŜƴΩǘ ƳƛǎǎŜŘΦ  ¢Ƙƛǎ ǇǊƻŎŜǎǎ Ŏŀƴ ǘŀƪŜ 
some time, so the team might want to take a month or two off from meeting (if you 
meet monthly) to give yourself and your redaction team enough time to prepare the 
files. At one site SVJI worked with, there were three to four redactors who took a few 
hours each day to redact 30 case files. This process took a few months. The point is, 
redaction takes longer than you might expect, so allow for extra time. 
 
 
Case file template.  In Module 6, the team will review a mock case file. Work with your 
law enforcement point of contact or law enforcement partner on this project to format 
the provided mock case file into the existing template for law enforcement reports. 
 
 
Begin creating the multidisciplinary mini-SARTs for the case file reviews. These will be 
the groups used for the mock case file review in Module 6 and then again in the actual 
review in Module 7. You will need to assign SART members to multidisciplinary mini-
SARTs in advance so that each team consists of one core member from each core 
agency. For example, each mini-SART should include at least one member from law 
enforcement, prosecution, advocacy, medical, and probation (the core members).  
(Keep in mind you can invite allied members for Module 6, but not for the review in 
Module 7). 
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ ²ƘŜƴ ǎŜƭŜŎǘƛƴƎ ǘƘŜǎŜ Ƴƛƴƛ-SARTs, 
consider the various team member relationships and 
which team members work well together. You want 
this review to be a positive encounter and an 
opportunity for team members to build dynamic 
relationships, so choose accordingly.   

 
 
 
Dividing the case files.  If your team is reviewing 30 case files with three 
multidisciplinary groups, each group would get 10 case files. You will notice some case 
files might be 10-15 pages long, others might have two pages, and there might be some 
with 40 pages, etc.  Since your case files will not be equal length, make sure that each 
group has relatively the same number of pages. The total number of case files may end 
up being different across the groups. It is more important to ensure that each group has 
a similar number of total pages they are reviewing than for each group to have the same 
number of actual cases. This step is important as it helps to ensure that the groups finish 
reviewing around the same time. 
 
It is also important to ensure that each group has the opportunity to review cases that 
represent a variety of the closed cases selected, such as: closed by arrest, open-inactive, 
and declined for prosecution.  
 
 

Decision point: Interviews 
Another area to consider is whether to include the transcribed interviews 
conducted during the investigation of the case within the review. If your team 
decided to review transcribed interviewsτwhich SVJI highly recommendsτ
you will want to distribute those evenly among the case files you give each 
group. Because there can be discrepancies between the summary or narrative 
of the interview and the actual interview transcript, SVJI recommends including 
at least some of the interviews in the review. At the three sites, SVJI ensured 
that roughly a third of the case files included interview transcripts. In making 
this determination, it is important to know whether your law enforcement 
agency transcribes interviews regularly or not. If they do not transcribe 
interviews, those audio-recorded interviews will require transcription and 
redaction. If interviews are normally transcribed, the transcripts will still need 
redaction. The transcription and redaction processes inevitably require both 
time and money. 
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Decision point: Case File Cover Sheet 
A Case File Cover Sheet is a write-up that summarizes the information in each 
case file and will need to be completed by someone who has access to the case 
files. It is divided into the following sections: 
 

A. Persons Involved 
B. Responders 
C. Table of Contents 
D. Timeline 
E. Evidence 

 
See Appendix for an example (Mock Case File Cover Sheet, pg. 183) and decide 
whether you want to create one for each case file.  It might be helpful to ask 
your team whether they see the need for these cover sheets after reviewing 
the mock case file. 

 
 

Decision point: Law Enforcement Case File Content 
If you see the need for your team to have a more thorough understanding of 
the content within a law enforcement case file, go through a Law Enforcement 
Case File Content review (pg. 181) with them.  Ask your law enforcement point 
of contact to present this information to the team, as it can be very insightful 
for the entire SART to hear.    

 
 

Decision point for coordinator. The core team members will review the case 
files. You can invite the entire team to the mock case file review activity if you 
want all members to understand more thoroughly what will be happening 
during the case file review process, however.  A caution: If you think inviting the 
entire team will create more trouble, for whatever reason, do not invite 
everyone.  
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ  Inviting the entire team to 
participate in the review will require more time, 
especially when reviewing the mock case file (as 
non-core members will be unfamiliar with the 
format and content of case files) and during the 
debriefing process. Non-core members will likely 
require more information about the criminal 
justice system in order to fully understand and 
keep up with the conversation. For example, a 
school social worker on a team might not know 
that the stateτnot the victimτpresses charges 
against a suspect. This type of information will 
need to be explained, when needed, and is a great 
way to include the entire team in some group 
learning. All members must be aware that this 
process will take time and should be prepared to 
be patient with one another.       
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Facilitator's Guide 
 

Overview 
This module outlines the process for leading your team through the review of a mock case file 
in preparation for the actual review. The SART will learn two new tools to use during the 
review and sign an agreement form for how the case files are handled, stored, and discussed. 
The team will also create group ground rules for this process. Please review Setting the Stage 
for Module 6 (pg. 73) for any prep work.   
 
  
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ 9ȄǘŜƴŘ ǘƘŜ ƳŜŜǘƛƴƎ. You will want 
to schedule this meeting for three hours. You can 
break this into two meetings, but it will be harder 
to restart the second meeting (since the first part 
of this meeting sets the stage for the review). 
Ultimately, the choice is yours. 

 
 
 

Objectives 
¶ SART members create the group ground rules for reviewing case files. 

¶ SART members are introduced to and apply five documents: Team Agreement 
Form, Observation Form, Team Findings Form, Mock Case File Cover Sheet, and 
Mock Case File.  

¶ SART members identify information found in the mock case file and identify any 
themes. 

 
 

Materials Needed 
¶ Team Agreement Form (pg. 147) 

¶ Observation Form (pg. 148) 

¶ Team Findings Form (pg. 152) 

¶ Mock Case File Cover Sheet (pg. 183) 

¶ Mock Case File (pg. 186) 

¶ Easel paper/Flip chart for documenting group ground rules 

¶ Note cards ς one card for each team member, at minimum 
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What You Need to Know 
During this meeting, team members will develop the group ground rules for case file 
review, refresh each other on their confidentiality standards, read through an 11-page 
mock case file, learn and apply the Observation and Team Findings Forms, and then 
debrief the mock case file in groups.  
 
 

What the tools are and how to use them 
The Observation Form4 is designed to identify the key points (best practices) that 
are somewhat universal to most sexual assault cases. Its purpose is to provide a 
guide for team members as they review the case files. The mapping exercise in 
Module 3 (pg. 48) helped the team identify focus areas for the case file review; 
this tool will help team members find evidence that supports or refutes those 
focus areas.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                      
4 ¢ƘŜ hōǎŜǊǾŀǘƛƻƴ CƻǊƳ ǿŀǎ ŀŘŀǇǘŜŘ ŦǊƻƳ tǊŀȄƛǎ LƴǘŜǊƴŀǘƛƻƴŀƭΩǎ ǘƻƻƭ ŦƻǊ ǊŜǾƛŜǿƛƴƎ ŘƻƳŜǎǘƛŎ ǾƛƻƭŜƴŎŜ ŎŀǎŜǎΦ {±WL ōŜƎŀƴ ƻǳǊ ŎŀǎŜ file 

review process with that tool and adapted the information to reflect the needs of a sexual assault case. SVJI reviewed and 
incorporated information gleaned from:  

¶ End Violence Against Women International;  

¶ Sexual Assault Response Team SART Handbook; 

¶ Oregon Sexual Assault Task Force; 

¶ Rice County, Minnesota SMART Protocol; 

¶ Commonly accepted best practices; and 

¶ Hastings Police Department Sexual Assault response policy (IACP).  
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ When going through the 
Observation Form (pg. 148), stress the importance 
of answering the questions with corroborating 
examples. For example, under the Initial Response 
section of the Observation Form, the first bullet 
ŀǎƪǎΣ ά²ŀǎ ŀƴ !ŘǾƻŎŀǘŜ ƻŦŦŜǊŜŘΚέ  ¢ŜŀƳ ƳŜƳōŜǊǎ 
ǎƘƻǳƭŘ ǿǊƛǘŜ ƳƻǊŜ ǘƘŀƴ Ƨǳǎǘ ŀ ǎƛƳǇƭŜ άȅŜǎέ ƻǊ άƴƻέ 
so that your team can evaluate whether the 
response aligns with the protocol. If your protocol 
ǎŀȅǎ ά[ŀǿ ŜƴŦƻǊŎŜƳŜƴǘ ǿƛƭƭ Ŏŀƭƭ an advocate when 
they are notified a victim is coming in for an 
interview,έ ǘƘŜƴ ŀ άȅŜǎέ response does not tell you 
anything about when the advocate was notified. 
The Observation Form should help members 
decipher whether the response within the case file 
correlates with what the protocol says. (Even if 
your teams focus areas are not protocol specific, 
you want more than a yes or no answer because 
they will impact the results of the review). 

 
 
 
 
The second tool is the Team Findings Form (TFF) (pg. 152), which corresponds with the 
hōǎŜǊǾŀǘƛƻƴ CƻǊƳΩǎ sections. For example, the first section on both forms is the Initial 
Response area. On the Observation Form, there are specific bullets that guide team 
members as they review case files. On the TFF, there are three questions for each area: 
 

1. What was done well in this area? 
2. What can be improved upon? 
3. Recommendations related to this area?   

 
This TFF creates an opportunity for group discussions. Each mini-SART will have one TFF 
for the mock case file.  
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Team Agreement Form  
!ƴƻǘƘŜǊ ƭŀȅŜǊ ŦƻǊ ǇǊƻǘŜŎǘƛƴƎ ǘƘŜ ǎŀƴŎǘƛǘȅ ƻŦ ǘƘŜ ǾƛŎǘƛƳǎΩ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǘƘŜ 
process that allows SARTs to assess their response requires a defined agreement 
among the reviewers. The Team Agreement Form (pg. 147) identifies boundaries 
regarding where and when case file conversations can and should take place, who 
will handle and store the case files, and who may be privy to the information 
included within the case files. The Team Agreement Form sets the stage for 
standards that SART members agree to uphold when reviewing case files and 
after the review process is over. It also extends beyond the confidentiality 
standards that members have in place through their organizations. 
 
 

Mock Case File 
This Mock Case File (pg. 186) is not your SARTΩǎ ǎǇŜŎƛŦƛŎ ŎŀǎŜ ŀƴŘ, therefore, is 
intended to decrease the intensity and invasive nature of case file review for the 
law enforcement agency that is supplying the files. The mock case file is a great 
opportunity for team members to understand the case file review process, 
practice giving feedback, sharing insights, and developing themes. 

  
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇ: How the team discusses the case 
after reviewing the file can be very useful in 
helping you understand where you need to 
redirect or encourage the conversation.  

 
 
 

The team will need direction about how to discuss the cases, ŀƴŘ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ 
be aware of some potential pitfalls to avoid as well as some areas that encourage 
excellent discussion (these two can sometimes be intertwined). As mentioned 
before, we cannot outline all potential problem areas, so please remain attentive 
to and document questionable areas.  Below are a few examples: 

 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ LǘΩǎ ƎǊŜŀǘ ǘƻ ƘŀǾŜ ŀ ŎƻƭƭŜŀƎǳŜ ǿƛǘƘ 
whom you can discuss issues in order to have 
support as you shape how your SART discusses 
cases, e.g. your law enforcement colleague or 
partner on this project.  
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Evaluation of system vs. criticizing individual performance 
[ŜǘΩǎ ǎŀȅ ǘŜŀƳ ƳŜƳōŜǊǎ ƴƻǘƛŎŜ ǘƘŀǘ ŀƴ ŀŘǾƻŎŀǘŜ ƛǎ ŀǎƪƛƴƎ ǉǳŜǎǘƛƻƴǎ ŘǳǊƛƴƎ ŀ 
victim interview with law enforcement in one of the case files. This observation 
should prompt SART members to discuss whether advocates should ask questions 
during interviews, and the group should have a discussion about how that can be 
ŘŜǘǊƛƳŜƴǘŀƭ ǘƻ ǘƘŜ ŀŘǾƻŎŀǘŜΩǎ ǊƻƭŜ ǿƛǘƘ ǘƘŜ ǾƛŎǘƛƳΦ ¦ƭǘƛƳŀǘŜƭȅΣ ǘƘƛǎ ƛǎ ŀƴ ŀǊŜŀ ŦƻǊ 
excellent discussion. This topic can also turn into an unproductive discussion, 
though. CƻǊ ŜȄŀƳǇƭŜΣ ǎƻƳŜƻƴŜ ƳƛƎƘǘ ǎŀȅΣ ά²Ŝƭƭ, I know for a fact that was (fill in 
name) who was a part of that interview, and members of her agency do that all 
ǘƘŜ ǘƛƳŜΦέ  ¢ƘŜ concept ƻŦ ŀŘǾƻŎŀǘŜǎ ǎǇŜŀƪƛƴƎ ŘǳǊƛƴƎ ŀƴ ƛƴǘŜǊǾƛŜǿ ƛǎ ǿƘŀǘΩǎ 
important to focus on for a productive evaluation discussion. Team members 
should not point out a specific person or agency as a means to place blame.  

 
 

The surrounding population 
9ǾŜƴ ƛŦ ȅƻǳ Ŧƻƭƭƻǿ {±WLΩǎ ǎǳƎƎŜǎǘŜŘ ǊŜŘŀŎǘƛƻƴΣ {!w¢ ƳŜƳōŜǊǎ ǿƛƭƭ ƭƛƪŜƭȅ ōŜ ŀōƭŜ ǘƻ 
recognize who certain people are in a case file, even in metro sites. Some possible 
problems that might come up based on population size are:  
 

¶ Rural sites: Most team members may assume everyone on the SART knows 
the people in a case file, which might cause team members to talk about 
those involved more loosely. As the coordinator, you will need to re-direct 
as appropriate and remind members to resist assigning specific identities to 
the report. 

¶ Urban sites: Team members may think others do not know the people in a 
specific case file and might speak more freely about a specific case; a larger 
population does not necessarily mean team members do not know who the 
people are, however. This can endanger the confidentiality of the victim 
and responders. Those speaking may accidentƭȅ ǎŀȅ ŀ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ƛƴ ǘƘŜ 
case and others would then be alerted to who that person is, ultimately 
ōǊŜŀƪƛƴƎ ±!²!Ωǎ ǊŜǉǳƛǊŜƳŜƴǘ ƻŦ ƴƻ tLL. Again, pay attention to when you 
might need to redirect these discussions.  
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Uncomfortable conversations intersecting with confidentiality 
The conversations your SART has while reviewing case files is where the 
magic can come in this process. There will be interesting and insightful 
information shared and discussed within the groups. These conversations 
can fill in gaps of information responders might be seeking. They also help 
team members understand the parameters within which each agency is 
required to work, and they create areas of opportunity for better 
connection among agencies. However, conversations can also cross the line 
of confidentiality without even mentioning a specific name. As you know, 
ŀƭƭ ǘŜŀƳ ƳŜƳōŜǊǎ Ƴǳǎǘ ǳǇƘƻƭŘ ǘƘŜƛǊ ŀƎŜƴŎȅΩǎ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅ ǎǘŀƴŘŀǊŘǎ ŀǘ 
all times. This might be difficult because your team members are going to 
read cases anŘ ǎŀȅ άL ǊŜƳŜƳōŜǊ ǘƘƛǎ ƻƴŜέ and then start mentioning some 
ŀŘŘƛǘƛƻƴŀƭ ŘŜǘŀƛƭǎ ƭƛƪŜΣ ά²ŜƭƭΣ L ǘƘƛƴƪ ǎƘŜ ǿŀǎ ƘƛƎƘΧ ƛǘ ǇǊƻōŀōƭȅ ǿƻƴΩǘ ƎŜǘ 
ŎƘŀǊƎŜŘΧ ǘƘƛǎ ǿŀǎ ƭƛƪŜ ǘƘŜ ŦƻǳǊǘƘ ǘƛƳŜΦέ These SART members may NOT be 
ōǊŜŀƪƛƴƎ ǘƘŜƛǊ ŀƎŜƴŎȅΩǎ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅ ǎǘŀƴŘŀǊŘǎΣ BUT this might 
inadvertently identify who that case involved. If a statement does identify 
ǘƘŜ ǾƛŎǘƛƳΣ ǘƘŜƴ ǘƘŀǘ ŎƻƴǾŜǊǎŀǘƛƻƴ ƛǎ ōǊŜŀƪƛƴƎ ±!²!Ωǎ ǊŜǉǳƛǊŜƳŜƴǘ ƻŦ ƴƻ 
Personally Identifying Information. However, this information potentially 
could deepen understanding of the decision-making as it relates to 
discipline specific roles.  This also might make team members 
understandably uncomfortable with how their colleagues discuss victims 
and/or cases. This may cause unease yet can be a learning opportunity, so 
please document for further discovery, to discuss at a later time without 
identifying the victim. Hold all the layers of confidentiality in your mind and 
have the SART members remind each other of those boundaries before 
beginning the mock case file discussions. 

 
 

Losing sight of the goal 
Be prepared for team members to need refocusing or redirecting. Sometimes 
team members can give negative and non-productive feedback during the debrief 
which can be detrimental to the overall SART. For example, a team member might 
identify that a law enforcement officer did not audio record an interview. The 
teams focus for review was documentation by law enforcement, so while not 
recording an interview is considered bad practice, perhaps the officer 
documented the reason for not recording the interview (e.g. batteries were dead 
on the recorder). This is upsetting, unfortunate, and a bad practice; yet the officer 
documented in the file why the recording is missing, and reviewers should look 
for what is documented. If the SART decides to harp on the officer for not 
bringing batteries, you should step in and remind the team that, although an  
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important step was missed, the officer documented the reason why, so there is 
no need to pour on the criticism. Remind them that this process is an assessment 
of the entire system and not this particular officer.  
 

Groupthink  
Sometimes in large group discussions, team members might all agree on a 
theme or an idea. This is great; consensus has been reached!!  Sometimes, 
however, someone in the group disagrees with an idea based on their 
ƪƴƻǿƭŜŘƎŜ ŀƴŘκƻǊ ŘƻŜǎƴΩǘ ŦŜŜƭ ŎƻƳŦƻǊǘŀōƭŜ ǎǇŜŀƪƛƴƎ ǳǇ. Others may feel 
that when they do speak up, they are seen as the negative person on the 
team. This is yet another opportunity for the facilitator and their law 
enforcement colleague to foster an environment where all team members 
are able to voice their findings.  

 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ ¢Ǌȅ ǘƘŜ ŘŜǾƛƭΩǎ ŀŘǾƻŎŀǘŜ ŀǇǇǊƻŀŎƘ 
by asking team members for a differing 
interpretation or thought behind a specific finding. 
By asking for an opposing viewpoint, you are 
making it possible for someone to speak up.  
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Lesson Plan 
 
 

Introduce Concept 
Explain to the SART that they will review a mock case file to give everyone a practice 
round for using the tools and understanding the process. Everyone will be split into 
multidisciplinary SARTs to review the mock case file with an Observation Form (pg. 148) 
for each person and a Team Findings Form (pg. 152) for each mini-SART.  After the 
review, the team will come back together and discuss what everyone found.  
 
 
 

Learning/New Content 
After you have outlined the agenda for the meeting with your team, start developing 
the guidelines of the review process with the team. 

 
 

Developing ground rules by the SART 
Distribute the note cards to the team. Ask team members to write down at least 
one thing they want their team members to do so that they can engage in the 
process. Answers to this question will become the ground rules for the process 
and will be a way for you as the coordinator to uphold their expectations of each 
other. After everyone has written at least one expectation, collect the cards and 
write the responses on flip chart paper or something that can be visible to 
everyone while reviewing the case files. (You will bring these ground rules back to 
the actual review.) Ask whether anyone wants to further elaborate on a specific 
ground rule. A ground rule you ǎƘƻǳƭŘ ƳŀƪŜ ǎǳǊŜ ǘƻ ƭƛǎǘ ƛǎ ά/ƻƴŦƛŘŜƴǘƛŀƭƛǘȅΦέ  
 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ  Feel free to come up with any 
ground rules you want the team to observe as 
well. 
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A few examples of ground rules created by teams: 

¶ άCƻŎǳǎ ƻƴ ǘƘŜ ǎystemέ 

¶ άLaughǘŜǊέ 

¶ άBe good fact findersέ 

¶ άLƴǾŜǎǘƛƎŀǘŜ ŀƴŘ Ǌeport all factsέ 

¶ άwŜƳŜƳōŜǊ ƻǳǊ Ŏase loadέ 

¶ άKeep in mind there are no ΨǇŜǊŦŜŎǘΩ victims (behavior varies)έ 

¶ άThis is a collaborative effort!έ 
 
Then present the Team Agreement Form (pg. 147) to the team. Run through all of 
the bullet points on the form, and allow time for people to read and discuss. Once 
that process is complete, ask team members to sign their form and turn it in to 
you. If time allows, facilitate a discussion regarding any changes people want to 
make to the form. Allow people to follow-up with you after the meeting for any 
additional suggestions relating to the Team Agreement Form. 
 

 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ LŦ ǘŜŀƳ ƳŜƳōŜǊǎ ǿŀƴǘ ǘƻ ƳŀƪŜ 
changes to the Team Agreement Form that is fine. 
Know that if changes are made, you will have to 
incorporate those changes before the actual case 
file review because you will want all of them to 
sign the agreement on the day of the review. 

 
 
 

The Mock Case File and Cover Sheet 
Once the ground rules have been set and team members have signed the Team 
Agreement Form, ƛǘΩǎ ǘƛƳŜ ǘƻ ōŜƎƛƴ ǊŜǾƛŜǿƛƴƎ ǘƘŜ Mock Case File (pg. 186).  
Although the Mock Case File is not an actual case, it will give the team an 
introduction to the Observation Form (pg. 148), the Team Findings Form (pg. 152), 
and what the case file review process will be like.  
 
Begin by telling the team members which of the mini-SARTs they are in and give 
each person a copy of the Mock Case File, a Mock Case File Cover Sheet (pg. 183) 
and an Observation Form. Give each mini-SART one Team Findings Form.  Explain 
to them they will individually review the Mock Case File (and document more 
than a yes or no on the Observation Form) and then in their mini-SARTs complete 
a Team Findings Form.     
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Applying What You've Learned  
After team members have individually reviewed the mock case file with the Observation 
Form (pg. 148) and in their mini-SARTs answered the Team Findings Form (pg. 152), 
bring the entire SART together to discuss and document findings. Facilitate the ǘŜŀƳΩǎ 
discussion about what they found.  
 

 
 
CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ 5ǳǊƛƴƎ ǘƘƛǎ ŀŎǘƛǾƛǘȅΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ 
to uphold the ground rules set by the group earlier 
in the meeting. Be prepared for all of the 
aforementioned pitfalls within the What You Need 
to Know section (pg. 79). As the mini-SARTs 
present their findings to the team, have your law 
enforcement colleague (or someone who will not 
be providing feedback) document key findings on 
an easel and star or mark those that occur more 
than once in order to denote a recurring theme. It 
is really difficult to facilitate, capture concepts 
team members share, AND make sure all of the 
ground rules are being followed simultaneously, so 
having a partner through this process is incredibly 
helpful.  

 
 
 
Pull together similarities found among the groups and discuss those similarities. 
Also discuss items that only one mini-SART identified and have those team 
members explain their rationale to the entire team. This is a great opportunity for 
ƭŜŀǊƴƛƴƎ ŀƴŘ ŜȄǇƭƻǊŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ǘŜŀƳΣ ǎƻ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ŎǊŜŀǘŜ ŀƴ 
environment that fosters those outcomes. Some of the ideas that team members 
bring up might be concepts that can go into a Parking Lot for later team meetings. 
(See Module 7 Parking Lot, pg. 94).  
 
Once completed, ask for any questions or concerns team members have about 
doing the actual review process. 
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Homework 
Ask whether team members found the Mock Case File Cover Sheet (pg. 183) useful or not. 

 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ Be aware that creating a Case File 
Cover Sheet for each case takes time and 
personnel, so find out how much they really 
like/will need the cover sheet.  

 
 
 

Ask team members to further consider the Team Agreement Form (pg. 147) and 
whether or not they have any additions or changes. Remember to create an avenue for 
SART members to discuss this process with you and your law enforcement colleague 
whenever possible. After doing this mock review, team members might have some 
concerns that they need addressed, so be open to hearing and addressing those 
concerns. As the coordinator, you set the tone for this project. 
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Facilitator's Guide  
 
 

Overview 
This module will lead the SART into and doing the case file review.  You will start by 
reminding all team members about the confidentiality standards that must be in place 
to do the review.  You will have team members sign the Team Agreement Form (pg. 147) 
created by SVJI, (or a modified version if your SART has chosen to edit it).  If your team 
has identified some concerns with doing case file review, there are some tips included 
for how to manage a few of those concerns in this module as well.  Finally, if you have 
chosen to invite the media, now would be the time.  Refer to the Appendix for more 
information.  
 
 
 

Objectives  
¶ Team members will review case files in multidisciplinary groups based on the 

number of cases chosen by the team (this number should have been determined 
during the foundation work). 

¶ Team members will identify themes that appear in the case files and discuss them 
together. 

 
 
 

Materials Needed  
¶ Case files (one copy of each file for each reviewer in the mini-SART) 

¶ Case File Cover Sheets (pg. 183) that correspond with each case file (if your SART 
chose to utilize them) 

¶ Observation Forms (pg. 148) (each reviewer will need one for each case file they 
review) 

¶ Team Findings Forms (pg. 152) (one form for each case file the mini-SART reviews) 

¶ Easel paper/Flip chart for each mini-SART (to document themes) 

¶ Group ground rules (list on easel paper for each room in which a mini-SART will be 
reviewing case files) 

¶ The three focus areas for your case file review (on easel  paper in each room that 
a mini-SART will be in) 
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ LŦ ǇƻǎǎƛōƭŜ, set up separate rooms 
for the mini-SARTs.  During the TFF there will be 
discussions that will interrupt others who are 
reading and break their concentration. 

 

 
 
What You Need to Know 
When SVJI originally led the case file review process, the pilot SARTs were divided into 
mini-SARTs, each containing members from across the core agencies. This helped to 
decrease the number of eyes on a specific case, further protecting the confidentiality of 
the information. Creating small groups can also expedite the case file review process. 
While one multidisciplinary SART is great if you have a small SART, larger teams should 
consider splitting into smaller multidisciplinary SARTs that each look at a different 
subset of cases.  
 
Regardless of how many groups you have, each multidisciplinary mini-SART should be 
given approximately the same amount of case files to review.  Refer back to Setting the 
Stage for Module 6 (pg. 73) for more insight into multidisciplinary grouping and case file 
distribution.  
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Lesson Plan 
 
 

Introduce Concept  
Today your SART is going to start reviewing the case files.  Before beginning the review, 
thank all attendees for their time on this project and address any concerns that team 
members have mentioned.  If you have the law enforcement leadership on board with 
this project, you can invite them to the start of this meeting to offer a thank you to the 
SART members for taking on this project.  It would be helpful for law enforcement 
leadership to explain to the SART why they want their case files reviewed.   
 
After that remind the team of the focus areas they established earlier on for this review, 
(remember those came from one of two places:  
 

1. What the team initially sought to find out by doing a case file review  
2. !ǎǇŜŎǘǎ ƻŦ ǘƘŜ ǊŜǎǇƻƴǎŜ ǘƘŀǘ ŀǇǇŜŀǊŜŘ ŀǎ άƎŀǇǎέ ŘǳǊƛƴƎ Module 3 (pg. 33).  

 
 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ  LŦ ȅƻǳ ƘŀǾŜ ŜƴƎŀƎŜŘ ǘƘŜ ƳŜŘƛŀΣ 
invite them to the onset of this work and have 
them interview the law enforcement leadership 
and any other SART member you think would be 
advantageous for the public to hear from, e.g. the 
county attorƴŜȅΩǎ ƻŦŦƛŎŜΦ  
 
5ƻƴΩǘ ƛƴǾƛǘŜ law enforcement leadership if their 
investment in this project is not sincere, and/or if 
there is a contentious relationship between the 
team and the law enforcement agency.  Use your 
best judgment about whether or not inviting Law 
enforcement leadership will relieve pressure from 
the law enforcement members doing the case file 
review. 
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Set the stage for an environment that encourages this review as a learning 
endeavor for all team members. Establish that this process is not an opportunity 
to place blame on individuals or agencies. Ask team members to be curious while 
conducting this review and to ask questions of each other from that standpoint.  
For example, when a group is reviewing a case file and has started to debrief, 
answering the Team Findings Form (pg. 152), encourage members to ask 
information-ǎŜŜƪƛƴƎ ǉǳŜǎǘƛƻƴǎ ǎǳŎƘ ŀǎΣ ά/an you explain this process to me a bit 
moreΚέ ƛƴǎǘŜŀŘ ƻŦ ά²Ƙȅ ŘƛŘƴΩǘ ȅƻǳ Řƻ ƛǘ ǘƘƛǎ ǿŀȅΚέ  ¢Ƙƛǎ ǇǊƻŎŜǎǎ can already be 
uncomfortable for team members who feel like they or their agencies are being 
reviewed.  As the coordinator, you need to be attentive to this potential tension, 
and step in if someone is placing blame on other members or agencies.      
 

¶ Review the ground rules that the team established in Module 6 (pg. 77) 

¶ Have team members sign the Team Agreement Form (pg. 147) 

¶ Ask each mini-SART to document themes that appear as they discuss the 
Team Findings Form  

¶ Break into the multidisciplinary mini-SART to which you have assigned each 
member  

 
 
 

Learning/New Content 
Team members will explore and debrief with each other as they review the case files.  
These discussions can be particularly positive and generative, helping team members 
truly start to build relationships and expand connections with one another.  After 
ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ ǊŜǾƛŜǿΣ ƻƴŜ Ǉƛƭƻǘ ǎƛǘŜ ŎƻƻǊŘƛƴŀǘƻǊ ǎŀƛŘΣ άǘƘƛǎ ǿŀǎ ŀ ōǊƛŘƎŜ ōǳƛƭŘƛƴƎ 
ŀŎǘƛǾƛǘȅ ŦƻǊ ƳŜΦέ  aŀƴȅ ƻŦ ǘƘŜ ǘŜam members at that same site talked through services 
their agencies could offer that other team members were not aware of until it came up 
in debriefing the case files.      
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CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ip: Be sure to move around the 
room(s) throughout the day, sit with the mini-
SARTs, and take notes about what you hear.  The 
information you hear should give you great 
insights for future work the SART needs to do and 
learn more about.  Feel free to capture those 
questions and ideas on easel paper for team 
members to see and review them with the group.  
This can be called the άtŀǊƪƛƴƎ [ƻǘέ which 
includes items that do not fit within the focus 
areas, but should be discussed by the SART.  For 
example, a team could have questions about the 
criminal labs that are testing forensic medical 
exam kits.  This would be a great opportunity to 
invite a lab representative to speak to your SART.  
This will give the team more to work on within the 
SART and their individual agencies while the 
coordinator prepares the material needed for the 
final modules.  

 
 
 
 
At the close of each review day, ask each mini-SART to present the themes they 
identified during their review.  Ask each group to discuss the themes as they relate to 
the focus area(s) (should be on easel paper) the team established for this review.   
 
Ask group members whether there were any other issues, insights, or disagreements 
within their mini-SART that could be instructive to the entire team. For example, a small 
group at one site referred to their discussion of suspectsΩ ǊƛƎƘǘǎ ŘǳǊƛƴƎ ǉǳŜǎǘƛƻƴƛƴƎΦ 
Their particular concern was about establishing consistency in how law enforcement 
should proceed when a suspect invoked their Miranda rights midway through an 
interview. This comment led to a team discussion of the practices of the different law 
enforcement agencies in that jurisdiction and how those practices reflected current case 
law. 
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Applying What You've Learned 
As the review progresses, compile all the themes together under the focus areas your 
team has identified.  You can do this by yourself or with the assistance of your SART.   
 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ip: The SART has been doing a lot of 
work, so they might appreciate you taking this 
initiative. 

 
 
 
aŀƛƴǘŀƛƴ ŀ ǎŜǇŀǊŀǘŜΣ ǊǳƴƴƛƴƎ ƭƛǎǘΣ ŀƭǎƻ ƪƴƻǿƴ ŀǎ ŀ άtŀǊƪƛƴƎ [ƻǘΣέ ǘƻ ƪŜŜp track of 
information that needs to be explored further but doeǎƴΩǘ ŘƛǊŜŎǘƭȅ ǊŜƭŀǘŜ ǘƻ ǘƘŜ ŦƻŎǳǎ 
ŀǊŜŀǎ ƻŦ ǘƘŜ ǊŜǾƛŜǿΦ  ¢ƘŜ ŀōƻǾŜ aƛǊŀƴŘŀ ŀƴŘ ŎǊƛƳŜ ƭŀō ŜȄŀƳǇƭŜǎ ŎƻǳƭŘ ōŜ άtŀǊƪƛƴƎ [ƻǘέ 
items.   
 
At the end of the review process, lead the team through a discussion of the themes and 
any insights they might have about the information that was identified.  A few sample 
questions include: 
 

¶ Was there anything that surprised you during the review?   

¶ Were the themes and findings what you expected to see?  
 
At the end of the discussion, be sure to thank the team members for their work! 
 
 
 

Homework 
LǘΩǎ ŀƭǎƻ ƛƳǇƻǊǘŀƴǘ ǘƻ ŀǎƪ ŦƻǊ ŀƴȅ ŦŜŜŘōŀŎƪ ǘŜŀƳ ƳŜƳōŜǊǎ ƘŀǾŜ ŀōƻǳǘ ǘƘŜ ǇǊƻŎŜǎǎΦ  
There is always room for further development of the review process, and SVJI 
encourages you ǘƻ ǎƘŀǊŜ ŀƴȅ ƻŦ ȅƻǳǊ ǘŜŀƳΩǎ ŦŜŜŘōŀŎƪ ǿƛǘƘ ǳǎΦ LƴŦƻǊƳ ǘƘŜ ǘŜŀƳ ŀōƻǳǘ 
the next steps in this process: you will compile all of the data and bring it to them for 
analysis, interpretation, and action.   
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CŀŎƛƭƛǘŀǘƻǊΩǎ TƛǇΥ LǘΩǎ ƴŀǘǳǊŀƭ ŦƻǊ ǘŜŀƳǎ ǘƻ ŎȅŎle 
through high and low energy phases.  After such a 
high energy part of the project, the team might 
need to take a break.  The team has done a great 
deal of work and some might want to celebrate 
the success of getting this much done, some 
members might want a break, and some might 
want to continue.  As the coordinator, it might be 
time for a breather as well, therefore solicit 
feedback from your team about taking a month or 
two off; sometimes that revitalizes a SART.  There 
will also be some compilation that needs to be 
done, and this will take some time. Consider and 
ŀǎǎŜǎǎ ǘƘŜ ǘŜŀƳΩǎ ŀƴŘ ȅƻǳǊ ƴŜŜŘǎ ŀƴŘ ŜƴŜǊƎȅ 
before proceeding to the Recommendations & 
Findings sections
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Setting the Stage for Module 8 
 
Preparation for Module 8 
Your first task before the meeting will be to pull together the themes and evidence that 
were captured during the Case File Review session(s).  (It was suggested that after each 
day of case file review and on the final day of review, the team should discuss and 
capture themes identified by each mini-SART).  Your next step is to take the evidence 
(what your SART members wrote on their Observation Forms, pg. 148) and put it under 
the theme it supports. 
 
The evidence is found in the five areas: 
 

¶ Initial Response 

¶ Victim In-Depth Interview 

¶ Suspect Interview 

¶ Evidence Collection/Witness Identification 

¶ Overall Questions  
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ Lƴ ǘƘŜ /ŀǎŜ CƛƭŜ wŜǾƛŜǿ ǇǊƻŎŜǎǎΣ 
not all information documented by reviewers will 
become evidence to support a particular theme, 
nor will it lead the team to significant findings. 
This type of information might indicate a 
developing theme, however, so it could be 
documented for possible future consideration by 
the team. 

 
 
 
If you find evidence in the Observation Form that does not support a previously decided 
theme, you have two options. The first option is to keep that evidence where it is in the 
Observation Form because it does not support an already determined theme.  The 
second option, which will require more time and expertise, is to collect the information 
separately by its evidence category for a more thorough review by either the team or 
the coordinator at a later date.   
 
See Themes and Evidence Outline Handout (pg. 98) on the following page for guidance 
on the handout and examples. 
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Themes and Evidence Outline Handout  

(with examples) 
 

 
 
 

ωTheme 1 Involvement of victim advocate

ωEvidence:Advocacy services not explained or offered by law 
enforcement

ωEvidence: Inconsistent contact with advocacy during the course 
of the investigation

ωTheme 2 Responder training and experience in trauma informed 
practices

Focus Area 1 Victim-Centered Response

ωTheme 1 Inconsistent oversight of sexual assault cases

ωEvidence: Lack of established process for supervisor review of 
investigative strategies and case progress

ωEvidence: Unclear expectations regarding responder 
responsibilities and the process for case hand-off 

Focus Area 2 Law Enforcement Case Management

ωTheme 1

ωEvidence

ωTheme 2

ωEvidence

ωTheme 3

ωEvidence

Focus Area 3
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Terms: 

¶ Focus Area 
What the team decided they were looking for in case file review and further 
solidified during the Mapping Exercise (pg. 48). Examples: 1) Victim-centered 
response, 2) Law enforcement case management, etc. 
 

¶ Themes 
The information that the team presented to the large group at the end of the 
review days (typically what the team wrote on the Team Findings Form, pg. 152). 
The themes demonstrate a re-occurring pattern that shows up for the mini-SARTs. 
Examples of themes that might appear under the above focus areas are: 1) 
Involvement of victim advocate, 2) Inconsistent oversight of sexual assault cases, 
etc. 
 

¶ Evidence 
The concrete information from the case files that demonstrates a particular 
action or behavior. Each individual team member wrote these on their 
Observation Form. From the above focus areas and themes, evidence could be: 1) 
Advocacy services not explained or offered by law enforcement, and 2) Lack of 
established process for supervisor review of investigative strategies and case 
progress. 
 

¶ Guiding Questions 
These questions seek to finalize the themes with the entire SART based on what 
reviewers found. They will help the group understand what themes are most 
relevant.  The questions are found in the Case File Review: Reflection and 
Interpretation Handout (pg. 199), for example: Are these the correct themes? Are 
there any questions or deviations from best practice? 
 

¶ Evaluation Questions 
These questions seek to address and assess the focus areas of the review process. 

 
Next, you will turn the focus areas into evaluation questions for the team.  For example, 
a focus area (a reason why your SART wants to do case file review) may be to 
understand whether the protocol is creating a victim-centered response. That focus 
area turns into an evaluation question ǎǳŎƘ ŀǎ ά¢ƻ ǿƘŀǘ ŜȄǘŜƴǘ ŘƻŜǎ ǘƘŜ ǇǊƻǘƻŎƻƭ ŎǊŜŀǘŜ 
a victim-ŎŜƴǘŜǊŜŘ ǊŜǎǇƻƴǎŜΚέ  
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Lastly, you will create copies of the Case File Review: Reflection and Interpretation 
Handout for each team member.  Be sure to include the evaluation question you 
created for each focus area on the handout. On the handout, you might want to create 
larger boxes for all four of the categories based on the number of themes and evidence 
you find.
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Module 8: Reflection 

of Themes and 

Evidence.  

Int erpretation of 
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Facilitator's Guide 
 
 

Overview 
Coordinators have many options when it comes to compiling case file review findings 
and sharing that information with the SART. In this module, SVJI highlights one approach 
that has proven effective for other teams. With this approach, the intensive work of 
assessing findings, considering the implications of those findings, and determining 
priorities for moving forward is shared amongst team members. This is an excellent 
opportunity to re-engage allied team members and to build buy-in from team members.  
 
By this point in the case file review process, reviewers might be feeling burnt out, and 
other team members might be experiencing low energy in regard to the process. These 
reactions are completely normal. The approach outlined here can help instill curiosity, 
purpose, and knowledge within your team and can serve to re-energize members.  
 
During the process of compiling findings and sharing results, the SART will identify the 
salient points found in their review of case files. You should allow at least 90 minutes for 
your team to consider and discuss the findings. Depending on how much evidence 
(what reviewers wrote on the Observation Form, pg. 148) your team must review, the 
process could take more or less time. Regardless of the amount of time, you should try 
to complete the process of reflection and interpretation in one meeting. 
 
Please refer back to Setting the Stage for Module 8 (pg. 97)for any preparation work and 
a review of the following terms: Focus Area, Themes, Evidence, Guiding Questions, and 
Evaluation Questions (pg. 98).   

 
 

 
CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ LŦ ȅƻǳ ǘƘƛƴƪ ǘƘƛǎ ŀǇǇǊƻŀŎƘ ƳƛƎƘǘ 
not be a good fit for your SART, please reach out 
to SVJI for further discussion about evaluation 
options. 
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Objectives 
¶ Review the Evidence and Themes collected  

¶ Identify new themes and any variances from best practices based on the evidence 

¶ Analyze the information and present the interpretations back to the group 
 
 

Materials 
¶ Markers 

¶ Flip chart paper 

¶ Themes and Evidence Outline Handout (pg. 99) (compiled by the site coordinator) 

¶ Case File Review: Reflection and Interpretation Handout  (pg. 199) 
 
 

What You Need to Know 
There will be two tasks for your SART to accomplish in this meeting.  The first will be to 
finalize and agree on the themes that came out of the case file review.  The second task 
will be to interpret the information and present it back to the team.  
 
Now is the time to invite your allied team members to join the process. Sharing the 
results of the case file review is a great way to include all team members in a discussion 
about findings without inadvertently sharing any identifying information.  
 

 
CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ .ŜŦƻǊŜ ǘƘŜ ƳŜŜǘƛƴƎΣ ŘƛǾƛŘŜ ǘƘŜ 
team into multidisciplinary groups. You will be 
inviting allied members to re-join at this point, so 
try to distribute case file reviewers and allied 
members evenly across the groups. Also, attempt 
to mix up the core members that were together in 
the review. 
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Earlier, your team decided the focus area(s) for case file review, and they identified common 
theme(s) present across the range of case files during the review process.  

 
 
Example 
Focus Area: Victim-Centered Response 
Theme: Involvement of victim advocate   

 
 
Each group will evaluate how the Themes and Evidence Outline Handout (pg. 99) and the 
focus areas fit ς ƻǊ ŘƻƴΩǘ Ŧƛt ς together. Decide how you will disseminate the focus areas 
based on the size of your team. If you have three focus areas and fewer than three 
groups, one group may get two focus areas along with the themes and evidence, or they 
may get all three focus areas.  It just depends on your team size, your discretion for 
sharing the workload, and the number of Focus Areas your team chose to evaluate. 
 
Task two: After creating the Themes and Evidence Outline Handout, you will need to 
turn the Focus Areas into evaluation questions for the team.  For example, a focus area 
(a reason why your SART wants to do case file review) may be to understand whether 
agency policy and team protocol are creating a victim-centered response. Turning that 
focus area into an evaluation question ŎƻǳƭŘ ōŜ ά¢ƻ ǿƘŀǘ ŜȄǘŜƴǘ Řƻ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻǘƻŎƻƭ 
create a victim-ŎŜƴǘŜǊŜŘ ǊŜǎǇƻƴǎŜΚέ  
 
 
 

CŀŎƛƭƛǘŀǘƻǊΩǎ ¢ƛǇΥ !ǎ ȅƻǳ ŎǊŜate evaluation 
questionsΣ ōŜƎƛƴ ǿƛǘƘ ǘƘŜ ǇƘǊŀǎŜ ά¢ƻ ǿƘŀǘ ŜȄǘŜƴǘέ 
to capture a more robust response.  For example, 
a focus area could be whether there is a 
prioritization of sexual assault cases.  An 
ŜǾŀƭǳŀǘƛǾŜ ǉǳŜǎǘƛƻƴ ƳƛƎƘǘ ōŜΣ ά¢ƻ ǿƘŀǘ ŜȄǘŜƴǘ 
does the evidence (and themes) support the 
ǇǊƛƻǊƛǘƛȊŀǘƛƻƴ ƻŦ ǎŜȄǳŀƭ ŀǎǎŀǳƭǘ ŎŀǎŜǎΚέ  
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Module 8: Overview of group process 
 
 

 
 
 
 


































































































































































































