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NORTH CAROLINA COALITION AGAINST SEXUAL ASSAULT 

SEXUAL ASSAULT SERVICES PROGRAM 

Sub-Grantee Handbook 

 

PURPOSE: 

Overall, the purpose of Sexual Assault Services Program (SASP) is to provide intervention, advocacy, 
accompaniment (e.g. accompanying victims to court, medical facilities, police departments, etc.), support 
services, case management, and related assistance for adult, youth, and child victims of sexual assault, 
family and household members of victims, and those collaterally affected by the sexual assault, except for 
the perpetrator of such victimization. 
 
NC SASP funds are used to support rape crisis centers that provide core services, direct intervention, and 
related assistance to victims of sexual assault.  Funds provided through the SASP program are designed 
to supplement other funding sources directed at addressing sexual assault. 
 
Funds awarded may be used to provide direct intervention and related assistance, including: 
 

 24 hour hotline services providing crisis intervention services and referrals; 
 Accompaniment and advocacy through medical, criminal justice, and social support systems, 

including medical facilities, police and court proceedings; 
 Crisis intervention, short‐term individual and group support services and comprehensive service 

coordination/case management and supervision to assist sexual assault victims, family or 
household members; 

 Information and referral to assist the sexual assault victim, family or household members;  
 Community based, linguistically and culturally specific services and support mechanisms including 

outreach activities for underserved communities, and 
 The development and distribution of materials on issues related to the services described in the 

previous bullets. 

Grant funds may not be used to support Sexual Assault Forensic Examiner projects or criminal 
justice activities (e.g. law enforcement, prosecution, courts, forensic interviews) 
 
Grant funds may not be used for any unauthorized purpose, including, but not limited to: 
 

 Lobbying; 
 Fundraising; 
 Research projects; 
 Physical modifications to buildings, including minor renovations; 
 Activities focused on prevention efforts (e.g., bystander intervention, social norm campaigns, 

presentations on health relationships)  
 Criminal justice related projects, including law enforcement, prosecution, courts and forensic 

interviews; and 
 Providing domestic violence services that do not relate to sexual violence 

NOTE: NCCASA has adopted the OJP Financial Administration Guide as our tool for administering the 
grant.  It can be found at: 

https://ojp.gov/financialguide/doj/pdfs/DOJ_FinancialGuide.pdf

https://ojp.gov/financialguide/doj/pdfs/DOJ_FinancialGuide.pdf


SASP Sub-Grantee Handbook 9/13/2018     - 3 - 

The information that follows is specific to the SASP Grant. 

MONTHLY REIMBURSEMENT: 

Based on the approved budget, a reimbursement request will be created for Sub-Grantees for each month 
of the grant period.  Reimbursement requests must be submitted to NCCASA monthly by the 8th of each 
month in order to be processed that month.  If the request is late, it still must be submitted to NCCASA 
within the month following the close of the previous month.  If there are no charges, please submit request  
with ―0‖ and include an explanation.  Supporting documentation is required for each expenditure.  Timely 
reimbursements are contingent upon timely receipt of reports. 

A. Expenses must be on the correct forms.  (Cost Report Booklet and Cover Sheet(s) for each 
category) 
 

B. For mileage –Travel is reimbursed at the agency rate or not more than the current state rate of 
$0.54 per mile. 

 
C. If a SASP expense is a part of a larger expense (e.g. $100 of the $1,500 rent), it must be equal to 

or less than the prorated amount of staff supported by the grant or a written explanation of how that 
portion was calculated needs to be included with the first reimbursement request. NCCASA will 
keep this information on record for future requests but must be informed if circumstances change.  
If an expense is paid quarterly (FICA, for example), Sub-Grantee will submit that expense after it is 
paid. 
 
  

D. All Printed Materials (such as brochures, posters, banners, etc.) shall be submitted for approval 
prior to being printed and it MUST include the award disclaimer (see below).  When requesting 
reimbursement for the printed materials, a copy of the final production must be attached to the 
Reimbursement request.  (Please note: Printed materials paid for under the SASP Grant should 
contain at least 80% information related to the sexual assault victim services your agency offers 
and only about 20% other information.)  Also, no other funding source may be included on the 
materials.  Note:  See page 4, Question 9 about special reporting instructions for printed materials. 
 

―This project is supported by NCCASA subgrant No. (will be sent out to subgrantees) 
awarded by NC Governor’s Crime Commission.  The opinions, findings, conclusions, and 
recommendations expressed in this publication/program/exhibition are those of the author(s) 
and do not necessarily reflect the views of NC or the US Department of Justice, Office on 
Violence Against Women. 

 
E. Time sheets must be submitted for all personnel supported by SASP funds.  A copy of the check 

stubs or payroll statements must also be included.  The amount for reimbursement MUST be equal 
to or less than the amount indicated on the check stub or payroll statement AND coincide with the 
approved budget. Personnel, working directly on the project, hours must be tracked to the project.  
Actual direct hours must be charged and certified by the employee or supervisor that the time 
reported can be specifically allocated to the project every month.  In addition, the employee must 
prepare personal activity reports to support the charges.  The activity must be clearly identifiable to 
the grant, reflect actual effort, account for total activity of the employee, be prepared at least 
monthly, signed by the employee and coincide with one or more pay periods. 

 
F. Where salary is paid by more than one grant (e.g. SASP pays for 20 hours per week and VOCA 

pays for 20 hours per week), the agency’s accounting system must be able to account for award 
funds separately, as no commingling of funds is allowed.  

 
G. For FICA, Worker’s Compensation and State Unemployment reimbursement, please attach proof 

of payment, whether it is paid monthly or quarterly.   
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H. Reimbursements over the budgeted amount cannot be made.  If your expenses exceed the 

amount remaining, please request reimbursements only for the amount left for that line item.  Grant 
cannot show a negative balance. 

 
I. Budget revisions are allowed, per the GCC, as long as the Sub-Grantee does not add line items, 

does not exceed their current grant award and provides an adequate explanation of the impact of 
the changes on service delivery.  No funds are to be transferred out of the Personnel Budget line. 
A proposed revised budget should be submitted to NCCASA for approval.  When approved,  a new 
reimbursement request will be prepared according to the revised budget and forwarded to Sub-
Grantee to use for the remainder of the grant period.  Proposed budget revisions must be 
submitted to NCCASA no later than April 30, 2019. 

 
 
 

 
 PROGRAMMATIC REPORTING: 
 

A. The Grant Progress Report and Instructions link will be provided to each Sub-Grantee.   These are 
due electronically from Sub-Grantee by January 30, 2019 & October 30, 2019.   

B.  
1. When the Grant Progress Report is submitted, the following questions are specifically checked 

for correct entry:  
 

a. Q5 – Type of funded organization. 
 

 
b. Q5b – Does the funded organization receive its sub-grant from a State or Territory Sexual 

Assault Coalition?  (This should always be “YES”, as the SASP funding is 
administered through the North Carolina Coalition Against Sexual Assault.) 

 
c. Q8 – Staff 
 

Report the total number of full-time equivalent (FTE) staff funded by the SASP Program 
subgrant during the current reporting period. Report staff by function(s) performed, not 
by title or location. Include employees who are part-time and/or partially funded with 
these subgrant funds as well as consultants/contractors. If an employee or contractor 
was employed or utilized for only a portion of the reporting period, prorate appropriately. 
If staff members fall into two or more categories of job descriptions, divide their time as 
appropriate. Report all FTEs in decimals, not percentages.  Always report FTEs 
based on job functions, not job titles. 

  
Reference for determining FTEs (Full Time Equivalents)  

 
Calculations should be based on 52 weeks or 2080 working hours in a twelve-month 
reporting period.  
1.0 = (40 hours per week, full time/2080 [40 hours X 52 weeks] hours per twelve 
months)  
.50 = (20 hours per week, half time/1040 hours per twelve months)  
.40 = (16 hours per week/832 hours per twelve months)  
.25 = (10 hours per week/520 hours per twelve months)  
.10 = (4 hours per week/208 hours per twelve months) 
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d. Q9 – Statutory purpose areas 

The Purpose Areas should be closely compared to both the Budget and the Goals and 
Objectives and only reflect areas covered by SASP funds.  (For example, if the budget is for 
the salary of a new Victims Services Advocate’s Salary only, then the ―The development 
and distribution of materials on issues related to the services described above‖ box should 
not be checked.) 

If informational material that was developed or revised in a previous grant cycle is 
distributed during that quarter, check ―yes‖ on the first question of Section C – 
Informational Materials and proceed to question 10 to enter the distribution information. 
 

e. Q10 – Use of SASP Program funds for development, substantial revision, or distribution 
of informational materials 

 
Report the number of new informational materials on services provided which were 
developed during the current reporting period and paid with SASP funding; the 
title/topic; intended audience; and the number that were used or distributed. If 
informational material was created in or translated into a language other than English, 
indicate the language.  

 

f. Q11- Number of primary victims/survivors served or partially served. 
 

Report the following, to the best of your ability, as an unduplicated count for each 
category during the current reporting period. This means that each victim/survivor who 
was seeking or who received services during the current reporting period should be 
counted only once in that reporting period. You can report victims/survivors in each 
separate reporting period in which they requested or received services.   
 
Primary victims/survivors are those against whom the sexual assault was directed. Do 
not report secondary victims here—secondary victims will be counted in question 12 
below.  
 

EXAMPLE 1: A victim/survivor requested services three different times during 
the current reporting period; you will report this person only once in question 11 
in the appropriate category, depending on whether they were fully served, 
partially served, or not served.  
 
EXAMPLE 2: A victim/survivor requested counseling at the beginning of the 
reporting period and then the same victim came back at the end of the reporting 
period and requested civil legal advocacy. Although this victim came two times 
and requested two different services, you will only count that victim once in 
question 11. You will count the victim once for each type of service received in 
question 16.  
 

Victims/survivors served are those who received the service(s) they requested, if those 
services were provided under your SASP Program subgrant.  
 
Victims/survivors partially served are those who received some of the service(s), but 
not all of the services they requested, if those services were provided under your SASP 
Program subgrant.  
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EXAMPLES:  
A sexual assault victim/survivor calls your program looking for crisis intervention 
and group support. You provide crisis intervention and she attends a support 
group for sexual assault victims/survivors. This victim/survivor has received the 
services she requested that you are funded to provide under your SASP 
Program subgrant and should be counted as “served.”  
 
A sexual assault victim/survivor calls your program looking for crisis 
intervention and group support. You provide crisis intervention. However, 
your group support services are full and you cannot provide this service. 
This victim/survivor has received some, but not all, of the services she 
requested that you are funded to provide under your SASP Program 
subgrant and should be counted as “partially served.”  
 

g. Q12 - Number of secondary victims served  
 

Report the following, to the best of your ability, as an unduplicated count during the 
current reporting period. This means that each secondary victim who was seeking or 
who received services during the current reporting period should be counted only once 
in that reporting period.  
 
Secondary victims are those who are indirectly affected by the sexual assault. They will 
be children, siblings, spouses or intimate partners, parents, grandparents, and other 
affected relatives. In order to be counted here, secondary victims must receive 
services—it is not enough that they are related to a victim/survivor who received SASP 
Program-funded services.  
 

EXAMPLE: The grandmother of a victim/survivor calls a SASP Program-
funded sexual assault services hotline to ask for help with how to deal 
with her adolescent granddaughter who was sexually assaulted on a first 
date. The grandmother will be counted as a secondary victim, since she 
received services; the granddaughter will not be counted as a primary 
victim/survivor, since she did not receive services.  
 

h. Q13 - Reasons that victims/survivors seeking services were partially served.  
 

Indicate the reasons that victims/survivors seeking services were partially served by 
checking all that apply. OVW acknowledges that funded programs may not be able to 
serve all victims/survivors who request services. This information is being collected to 
identify unmet needs and/or barriers to service.  
 

i. Q14 - Demographics of victims/survivors served or partially served  
 

Based on the victims/survivors reported in 11A and 11B, report the total numbers for all 
demographic characteristics that apply. Because victims/survivors may identify as more 
than one race or ethnicity, the total for Race/ethnicity may exceed the total number of 
victims/survivors reported in 11A and 11B. However, the total number of 
victim/survivors reported in the ―Gender‖ and ―Age‖ categories should equal the total 
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number of victims/survivors reported in 11A and 11B. The specific categories listed 
under Race/ethnicity are mandated by the federal Office of Management and Budget.  
 
Race/ethnicity: Report the race or ethnicity with which the victim/survivor identifies. You 
may count victims/survivors in more than one of the race/ethnicity categories.  
 
Gender: Report the gender of each victim/survivor, or if the gender is unknown, report it 
as unknown. This is an unduplicated count, and the total number for gender should 
equal the sum of 11A and 11B.  
 
Age: Report the number of victims/survivors served in the applicable age category, or if 
the age is unknown, report it as unknown. This is an unduplicated count, and the total 
number for age should equal the sum of 11A and 11B.  
 
People with disabilities: Count victims/survivors with a significant limitation in activities 
of daily living as people with disabilities. This may include people who are blind or who 
have low vision, people with developmental disabilities, people with mental health 
issues or who have mental illness, or people with a chronic, debilitating illness, if their 
activities are so limited.  
 
People who are D/deaf or hard of hearing: Report the number of victims/survivors who 
identify with and participate in the language, culture, and community of Deaf people 
based on the use of sign language (Deaf); victims/survivors who identify within the 
audiological definition of severe to profound hearing loss and who do not have a 
cultural affiliation (Deaf); and/or victims/survivors who identify with any degree of 
hearing loss from mild to profound and are committed to participate in society through 
the use of their residual hearing plus hearing aids, speechreading, and assistive 
technology to aid communication (hard of hearing).  
 
People with limited English proficiency: Report the number of victims/survivors served 
who have limited English proficiency. Individuals who do not speak English as their 
primary language and who have limited ability to read, write, speak, or understand 
English can be counted as having limited English proficiency.  
 
People who are immigrants/refugees/asylum seekers: Where possible, report the 
number of victims/survivors who were immigrants/refugees/asylum seekers. This is not 
a question about immigration or legal status.  
 
People who live in rural areas: Report the number of victims/survivors who live in a rural 
area or community. (If you do not know if an area is rural, you may use any of the 
following definitions: any area or community, respectively, no part of which is within an 
area designated as a standard metropolitan statistical area by the Office of 
Management and Budget, consistent with the U.S. Census; or any area or community, 
respectively, that is within an area designated as a metropolitan statistical area or 
considered as a part of a metropolitan statistical area and is located in a rural census 
tract.)  
 

EXAMPLE: You served a 20-year-old woman who is a victim/survivor of sexual 
assault, who identifies as American Indian and Latina, who does not read or 
write English, and whose primary language is Lakota. Count this victim/survivor 
under Race/Ethnicity (American Indian and Hispanic or Latino), Gender 
(Female), Age (18-24), and as a person with limited English proficiency.  
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j. Q16 - Victim services (Keep in mind that for this report, only include those services paid 

for with SASP funds.)  
 

Based on the victims/survivors reported in 11A and 11B, report the number of primary 
victims/survivors who received SASP Program-funded services during the current 
reporting period. Count each victim/survivor only once for each type of service that 
victim/survivor received during the current reporting period; do not report the number of 
times that service was provided to the victim. Do not report secondary victims receiving 
services in this question.  
 
Civil legal advocacy/court accompaniment: Assisting a victim/survivor with civil legal 
issues, including preparing paperwork for a protection order and accompanying a 
victim/survivor to a protection order hearing, administrative hearing, or other civil court 
proceeding. This does not include advocacy by attorneys and/or paralegals.  
 
Counseling services/support group: Short-term individual or group counseling or 
support provided by a volunteer, peer, or professional.  
 
Criminal justice advocacy/court accompaniment: Assisting a victim/survivor with 
criminal legal issues including notifying the victim/survivor of case status, hearing dates, 
plea agreements, and sentencing terms; preparing paperwork such as victim impact 
statements; accompanying a victim/survivor to a criminal court proceeding or law 
enforcement interview; advocacy with probation/parole/corrections; supporting 
victims/survivors through sex offender management process; and all other advocacy 
within the criminal justice system.  
 
Crisis intervention: Process by which a person identifies, assesses, and intervenes with 
an individual in crisis so as to restore balance and reduce the effects of the crisis in 
her/his life. In this category, report crisis intervention that occurs in person and/or over 
the telephone.  
 
Employment counseling: Actions designed to assist a victim/survivor in obtaining 
employment, e.g., coaching on career options, skills training, job searches, resume-
writing, marketing, job interviews, and preservation of employment.  
 
Financial counseling: Actions designed to assist a victim/survivor with issues related to 
improving credit, retiring debt, setting up bank accounts, managing household finances, 
negotiating with lenders or landlords, developing budgets, managing financial assets, 
making major purchases such as a home or auto, filing tax returns.  
 
Hospital/clinic/medical response: Accompanying a victim/survivor to, or meeting a 
victim/survivor at, a hospital, clinic, or medical office.  
 
Job training: Providing training in specific employment-related skills to a victim/survivor, 
e.g., on computer literacy.  
 
Language services: Provision of interpretation and/or translation.  
 
Material assistance: Providing victims/survivors with clothing, food, personal items, etc.  
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Transportation: Provision of transportation, either directly or through bus passes, taxi 
fares, or other means of transportation  
 
Victim/survivor advocacy: Actions designed to help the victim/survivor obtain needed 
resources or services including employment, housing, shelter services, health care, 
victim’s compensation, etc.  
 
 

k. Q18 - Outreach to victims/survivors  
 
Report the number of unsolicited letters, phone calls, or visits to victims/survivors of 
specific incidents of sexual assault, informing them of services and/or providing 
information. Victims/survivors who are the recipients of these outreach activities should 
not be reported as victims/survivors served in question 11 unless they also received at 
least one of the services reported in question 16 Victim services. Victims/survivors who 
received services such as victim advocacy over the telephone should be reported in 
question 16.  
 

EXAMPLE: Your agency receives calls from the police department when 
officers are transporting sexual assault victims/survivors to the hospital 
for forensic examinations. Your protocol is to send a victim advocate to 
the medical facility to stand by and, if the victim/survivor chooses, to be 
present during the exam. During the current reporting period, your SASP 
Program-funded victim advocates responded to 22 calls from law 
enforcement and accompanied 18 of the victims during their exams. You 
would enter “22” in the column “Number of outreach activities to 
victims/survivors” in this question. You would also count the 18 
victims/survivors for whom you provided accompaniment as 
victims/survivors served in question 11, under “Hospital/clinic/other 
medical response” in question 16, and you would provide demographic 
information (even if the responses entered were in the “unknown” 
categories) on these 18 victims/survivors in questions 14 and 15.  

 
l. Q20 - (Optional) Additional information  

 
Use the space provided to discuss the effectiveness of victim services activities funded 
or supported by your SASP Program subgrant. You may provide examples, data, or 
any other information about your victim services activities that you have not already 
provided.  

 
All Sub-Grantees must answer questions 21 and 22.  

 
m. Q21 - What do you see as the most significant areas of remaining need, with regard to 

improving services to victims/survivors of sexual assault, increasing victims/survivors 
safety, and enhancing community response (including offender accountability for sex 
offenders)?  (Consider geographic regions, underserved populations, service delivery 
systems, and challenges and barriers unique to your jurisdiction.)  

n. Q22 - What has SASP Program funding allowed you to do that you could not do prior to 
receiving this funding? (e.g., expand services to include criminal justice advocacy; 
expand coordination and cross-referrals with sexual assault agencies in your 
community). The answer to question 22 should reflect the goals/objectives of the grant 
project.  
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Questions 23 and 24 are optional  
 
[Validate] your report.   

 
 

C. Report Deadlines: 
  
 

REQUIRED REPORTS DUE DATE 

Expense Reimbursement (With Cover Sheet(s) and 
supporting documentation) 

Monthly (due by the 8th of each Month) 

Notice of Grant Implementation (60 days from the start date 
of the project) 

January 30, 2019 

Grant Status Reports January 31, 2019 & October 30, 2019 

Grant Adjustment Request April 30, 2019 

Property Control Record (For equipment purchases of any 
amount) 

July 30, 2019 

Expenditure Forecast Report Upon Request 

  

 
 

 
D. Site Visits 

 
The scheduling of one on-site visit will be conducted during the grant cycle. During the site visit 
NCCASA staff will be checking for compliance and performance.     

o Compliance – the likelihood that the grantee may violate regulations, fail to comply with grant or 
statutory requirements, or be open to fraud and abuse. 

o Performance - the likelihood that, even without actual compliance violations, the results of the 
activity may not result in the desired outcome for the grant. 
  

Before each visit, a letter is sent to the Sub-Grantee’s Executive Director outlining purpose of visit 
and staff needed to be made available during visit. The Sub-grantee should have readily available 
all documents and files pertaining to the SASP grant during the visit.   

After the site visit, the NCCASA will submit Findings of the On-Site Visit and Program Review.  Any 

special comments that were noted during the site visit are recorded, as well as action items to be 
taken by both NCCASA and the Sub-Grantee. 

The Program Review is then returned to the Sub-Grantee for signature and dates when the action 
items, or corrective measures, will be completed.  NCCASA’s SASP Administrator will follow up 
with Sub-grantee to document when action items have been completed. 

Copies of the Findings of the On-Site Visit and Program Review are filed as part of NCCASA’s 
Sub-Grant agreement. 
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E. Miscellaneous 
 
1. Termination/Suspension of Grant  

 
To be eligible for full funding the program must be in good standing with NCCASA during the 
grant cycle. ―Good standing‖ requires payment of NCCASA membership dues and participation 
and attendance of a combination of regular membership meetings, conferences and sexual 
assault trainings, be in compliance with Governor’s Crime Commission and the Council for 
Women and do not appear on the NC Office of State Management of Budget (OSBM) 
Suspension of Funding List (SOFL) or the Federal Excluded Parties List (EPLS). 
 

A Sub-Grant organization wishing to terminate an award must provide written notification.  No 
later than sixty (60) days following written termination of the Sub-Grant, the organization must 
provide NCCASA with the following information: 

a. Final reimbursement request 
b. Final reports  
c. Final (Year-End Expenditure Reports) 

 
2. Technical Assistance/Monitoring  

 
During the grant fiscal year, NCCASA staff will provide technical assistance to all grantees. 
Technical assistance will be provided through monitoring of expenditures listed in the monthly 
cost reimbursements, monitoring of the grant progress reports and conducting quarterly phone 
check-ins with each grantee. These calls are mandatory for SASP project staff.  NCCASA will 
also offer bi-monthly webinars (attendance optional) for SASP grantees. These webinars will 
be training based and reflect themes of the grant goals submitted for the 18-19 fiscal year. 
Please note that timely completion of cost reimbursements and progress reports will be 
recorded and used during consideration for future SASP funding.  
 
 

3. Travel for Training  
 
All travel for in and out of state training must be pre-approved by NCCASA.  Please submit the 
Travel Training Request Form two weeks prior to the training.  
 

 
 

4. General Comments 
 
NCCASA’s Member Services Program Coordinator is available for technical assistance and will 
provide the Sub-Grantees with any help needed. 


