INSTRUCTIONS FOR COMPLETING THE
CHILD SEXUAL ABUSE TRAINING AND TECHNICAL ASSISTANCE (CATTA) PROGRAM 

PROGRESS REPORT

	E-mail a copy of the report to your CATTA Program, Program Specialist within 30 days following the end of the reporting period.  Mail the first page of the report, signed by the Project Director, to your Program Specialist.


1. Open the Word file named Child Sexual Abuse Training and Technical Assistance (CATTA) Program Progress Report.  On line #1, Project Title – this title is one you can create yourself specific to your agency; click once on the shaded area, and enter the Project Title.  (Continue to click on shaded areas to enter information requested.)
2. Enter the Grant Award Number.

3. Enter the Grant Award Period.

4. Enter the name of the sub recipient agency.

5. Enter the agency’s address.

6. Enter the report time period covered by this report.

7. Enter the name of the person preparing this report.

8. Enter the title of the person preparing this report and relationship to the project.

9. Enter the agency’s telephone number.

10. Enter the email address of the person preparing the report.

11. Check the box for the progress report being submitted.  To make a checked box, double click on the box; this will bring up a screen allowing you click “checked” option, then o.k.
12. Enter the following budget amounts, including the match amount:  

(a)  Total State Grant Award; 

(b)  Total State Funds Expended To-date; and

(c)  Total Remaining Balance of State Grant Award.

Please Note:  The Project Director must sign on the signature line and date.  This indicates the information contained in the Progress Report has been reviewed and is accurate.  Mail this signed page to your Program Specialist.  Additionally, please email the report to your Program Specialist.
13. Table 1:  CATTA Program Staff – List staff working on the CATTA Program, their position and brief description of duties in relationship to the CATTA Program. Reflect the FTEs reported either on grant award application or subsequent modifications.  (Only list staff who provide CATTA Program services and are paid with CATTA Program funds).
14. Table 2:  Equipment – If equipment has been purchased, check yes and complete 

Table 2.  If not, check N/A.
15.
Table 3:  CATTA Program Objectives and Activities – Check whether the objective was met during each reporting period.  If the objective was not met leave the box unchecked and describe in the narrative the anticipated date of completion.  If the objective was met in the first reporting period and does not apply in the second reporting period, indicate in the narrative the objective was met during the first reporting period.  

16.
Six-Month Narrative and Year-End Progress Report Narrative:  In addition to the CATTA Program Progress Report template (tables), a Six-Month Narrative covering the first six months of project implementation, and a Year-End Progress Report Narrative covering the second six months of project implementation and accomplishments during the year, must be completed.  The instructions for these reports follow the tables.  When submitting these narratives, place them behind Table 3.
Please Note:  When necessary, your Program Specialist may request a Three-Month Progress Report for the first three months of project implementation.

	GOVERNOR’S OFFICE OF EMERGENCY SERVICES

CHILD SEXUAL ABUSE TRAINING AND TECHNICAL ASSISTANCE (CATTA) PROGRAM 

PROGRESS REPORT

3650 Schriever Avenue   •   Mather, CA  95655  •   (916) 324-9120


	(Please submit the entire Progress Report via e-mail to your Program Specialist; sign, date, and mail this page.)


1. Project Title:
     
2. Grant Award #: 
     
3. Grant Period: 
     
4. Sub recipient:
     
5. Address: 
     
6. Report Period: 
     
7. Report Prepared By: 
     
8. Title:
     
9. Telephone Number: 
     
10. E-Mail Address:      
11.  FORMCHECKBOX 

3-Month Progress Report (ONLY during the first year of the grant or when OES staff requests)
 FORMCHECKBOX 

6-Month Progress Report

 FORMCHECKBOX 

Year-End Progress Report (12 months)

 FORMCHECKBOX 

Other (Specify):


12. Budget 

a) Total State Grant Award: 
$
     
b) Total State Funds Expended To-date: 
$
     
c) Total Remaining Balance of State Grant Award:
$
     
_______________________________________
___________________

Signature of Project Director
Date

OES’ Program Specialist’s Comments (for oes use only):    FORMCHECKBOX 
 Approved    FORMCHECKBOX 
 Not Approved


Signature of Program Specialist
Date
TABLE 1:  CATTA PROGRAM STAFF

Please list the CATTA Program staff as described in the project’s application Budget Narrative and Budget Line-Item Detail; ensure the names correspond to those in the application’s documents.  
	Name of CATTA Program

Staff 

	Position
	Duties
	Full-Time Equivalency

(FTE)

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	

	8.
	
	
	
	

	9.
	
	
	
	

	10.
	
	
	
	


TABLE 2:  EQUIPMENT
If the Grant Award Agreement allows for equipment purchases and equipment has been purchased, detail below.          
Yes   FORMCHECKBOX 
            N/A   FORMCHECKBOX 

	Equipment
	Cost
	Date Received

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	


TABLE 3:  CATTA PROGRAM OBJECTIVES AND ACTIVITIES
	Mandated Objectives


	Check if objective was met;

if not, describe in the narrative the anticipated date of completion.

	
	Reporting 
Period 

July 1 – Dec 31
	Reporting 
Period 

Jan 1 – Jun 30

	1.

	Develop a model for the training of interagency teams of service providers and individual service providers throughout the state, including public and private personnel who shall in turn duplicate the trainings in their communities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	2.
	Develop a plan to identify relevant client groups within each region and the training and technical assistance needs (T&TA) of those groups, including, but not limited to describing the different categories of impacted groups, the anticipated T & TA needs, evaluation process, and actions to address the needs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	3.
	Identify the target population for training and determine how it will be informed of the availability of the training, including how the training will be advertised, publicized, and marketed, as well as how participants will be encouraged to attend.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	4.
	Develop training for multi-faceted service providers (various disciplines: therapists, child advocacy centers, law enforcement, service providers, county child protective service workers, etc.), including the following domains:  training topics, proposed presentation dates, site locations and how sites will be determined, the length of each training, and how often each training will be offered annually.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	5.
	Develop training on issues and needs specific to child sexual abuse victims with developmental and other disabilities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	6.
	Provide culturally and linguistically competent technical training in the training center’s service area.
	 FORMCHECKBOX 

	 FORMCHECKBOX 




	
	Table 3 Continued


	Check if objective was met;

if not, describe in the narrative the anticipated date of completion.

	
	Mandated Objectives
	Reporting 

Period 

July 1 – Dec 31
	Reporting 

Period 

Jan 1 – Jun 30

	7.
	Develop an effective way to identify, recruit, and select quality trainers, consultants and/or subcontractors, to provide up-to-date training in the prevention, assessment, intervention, and treatment of child sexual abuse, including the selection process to be used, as well as trainer’s qualifications in specific topics of training.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	8.
	Convene symposiums on intermediate and advanced topics on child sexual abuse prevention, assessment, intervention, and treatment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	9.
	Provide course certification to meet licensing and/or continuing education needs of the attending professionals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	10.
	Ensure training is provided to rural counties.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	11.
	Develop guidelines for evaluating trainings, including information for evaluating the individual trainings and trainers, as well as the results of the trainings on improving the quality of treatment to child sexual abuse victims.
	 FORMCHECKBOX 

	 FORMCHECKBOX 




* Provide a narrative and statistical report regarding the trainings provided in meeting the above objectives.  If there was a problem achieving any of the above objectives, provide an explanation and timeline when this requirement will be met.
INSTRUCTIONS FOR REPORTS
THREE-MONTH NARRATIVE
(if requested by Program Specialist)
Please provide a detailed narrative covering the following program areas: 

1. Problems or delays the project is experiencing in implementing the Grant Award (i.e., problems encountered in ordering/receiving grant equipment, activities, and staffing issues support each objective which are not currently operational or in place).

2. Description of the project's source documentation designed to track the project's statistical information (e.g., database systems, purchase orders, training sign-in logs).

3. Anticipated areas needed to be modified before the grant completes its first six months of operation (e.g., budget changes due to staff changes, equipment changes, or modification to program objectives).

4. What type of technical assistance would be valuable for your project?

Please Note:  A Grant Award Modification (OES Form 223) must be submitted for a planned modification prior to implementation.
SIX-MONTH NARRATIVE 

In a narrative and statistical format (using charts or tables), provide a thorough narrative addressing the following items, including the number of services provided with State funds from the Children’s Section CATTA Program grant:

1.
Describe notable activities—including changes, improvements, growth of services—conducted by your agency to improve the delivery of the eleven mandated services to enhance the skills of child sexual abuse victim service providers.  Provide a detailed example of each of the activities in a paragraph form, illustrating how funds have been used to assist service providers in the prevention and treatment of child sexual victims of abuse (see examples):


Training and Technical Assistance Delivery:  

· What are the major issues hindering service providers in meeting the needs of child sexual abuse victims? 

· Describe emerging issues or notable trends in the project area impacting training of child sexual abuse professionals.  

· Describe how State funds have been used to improve services to service professionals in the project area.

· Provide a list of the trainings, including date, workshop title/location, trainers/participant type, number of participants, and evaluation ratings.
· Provide a chart of the type of technical assistance delivered:
	#__
	Three-day Child Forensic Interviewing Techniques (CFIT) trainings provided to 

service providers.

	#__
	One-day regional prevention training events provided to service providers.

	#__
	Technical assistance contacts provided to agencies throughout the State. 





Capacity Building:  

· Describe efforts to promote coordinated public and private efforts within the project area to aid child sexual abuse victims.

· Describe training, technical assistance, and organizational development efforts directed towards Child Abuse Prevention Councils (CAPCs) or other networks.

· Provide a list of the Regional Resource Coalitions.
· Provide examples of remote and in-person support provided during this period.

· Include a table of collaboration events, including organization, event, date, title of event.

	#__
	Annual survey conducted with relevant client groups to assess their training and technical assistance needs.

	#__
	Regional Resource Coalitions received in-person support.

	#__
	Workshops provided to Coalitions.



Information Development and Dissemination:
· Describe effort to assess and address current training needs of providers and contact professionals about the trainings.
· Describe the current status of the mailing list.
· Describe the resource directories available to the field.
	#__
	Newsletters distributed to service providers.

	#__
	Resource directories made available to service providers.
Resource directories made available to service providers.

	#__
	CATTA Program website and online training calendar updated.

	#__
	Annual needs assessment conducted; summary report and a trend data report.

	#__
	Annual statewide Child Abuse Prevention Council Summit.


2.
Describe the impact the CATTA Program has on the system serving sexually abused children.

3.
Describe the significant change in knowledge, attitudes and/or behaviors of the participant population.

4.
If grant funds have not been fully expended, please provide a brief narrative describing the circumstance(s) which contributed to grant funds not being fully spent.  Include a plan on how funds will be fully spent in the next reporting period.
5.
Does the project need OES’ staff to provide technical assistance?
Please Note: A Grant Award Modification (OES 223) must be submitted for a planned budget modification prior to implementation.

YEAR-END PROGRESS REPORT NARRATIVE
	This information will be included in the annual Joint Legislative Budget Committee Report prepared by OES and submitted to the Legislature.
It is imperative you submit this report by the due date - no later than July 31.


In a narrative and statistical format (using charts or tables), provide a thorough narrative addressing the following items, including the number of services provided with State funds from the Children’s Section CATTA Program grant:
1.
Describe notable activities—including changes, improvements, growth of services—conducted by your agency to improve the delivery of the eleven mandated services to enhance the skills of child sexual abuse victim service providers.  Provide a detailed example of each of the activities in a paragraph form, illustrating how funds have been used to assist service providers in the prevention and treatment of child victims of sexual abuse (see examples):


Training and Technical Assistance Delivery:  

· What are the major issues hindering service providers in meeting the needs of child sexual abuse victims? 

· Describe emerging issues or notable trends in the project area impacting training of child sexual abuse professionals.  

· Describe how State funds have been used to improve services to service professionals in the project area.

· Provide a list of the trainings, including date, workshop title/location, trainers/participant type, number of participants, and evaluation ratings.

· Provide a chart of the type of technical assistance delivered:

	#__
	Three-day Child Forensic Interviewing Techniques (CFIT) trainings provided to 

service providers.

	#__
	One-day regional prevention training events provided to service providers.

	#__
	Technical assistance contacts provided to agencies throughout the State. 





Capacity Building:  

· Describe efforts to promote coordinated public and private efforts within the project area to aid child sexual abuse victims.

· Describe training, technical assistance, and organizational development efforts directed towards Child Abuse Prevention Councils (CAPCs) or other networks.

· Provide a list of the Regional Resource Coalitions.

· Provide examples of remote and in-person support provided during this period.

· Include a table of collaboration events, including organization, event, date, title of event.

	#__
	Annual survey conducted with relevant client groups to assess their training and technical assistance needs.

	#__
	Regional Resource Coalitions received in-person support.

	#__
	Workshops provided to Coalitions.



Information Development and Dissemination:
· Describe effort to assess and address current training needs of providers and contact professionals about the trainings.
· Describe the current status of the mailing list.
· Describe the resource directories available to the field.
	#__
	Newsletters distributed to service providers.

	#__
	Resource directories made available to service providers.
Resource directories made available to service providers.

	#__
	CATTA Program website and online training calendar updated.

	#__
	Annual needs assessment conducted; summary report and a trend data report.

	#__
	Annual statewide Child Abuse Prevention Council Summit.


2.
Describe the impact the CATTA Program has on the system serving sexually abused children.

3.
Describe the significant change in knowledge, attitudes and/or behaviors of the participant population.

4.
If grant funds have not been fully expended, please provide a brief narrative describing the circumstance(s) which contributed to grant funds not being fully spent.  Include a plan on how funds will be fully spent in the next reporting period.
5.
Does the project anticipate the need for a modification before the end of the grant period (i.e., budget changes due to staff changes or modification to program objectives)?  If so, please submit within two months after the grant period ends.
6.
Does the project need OES’ staff to provide technical assistance?
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