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DIVISION OF PROBATION AND CORRECTIONAL ALTERNATIVES 
80 WOLF ROAD, ALBANY, NEW YORK 12205 

TELEPHONE: (518) 485-7692 
FAX: (518) 485-5140 

 
DAVID A. PATERSON               ROBERT M. MACCARONE 
           Governor             State Director 
 

 
September 2009 

 
Dear Colleagues, 
 
Victims of crime are a very important part of New York State’s criminal justice system.  The agencies 
that comprise the criminal justice system are generally focused on holding offenders accountable to 
protect community safety, while ensuring that the rights of offenders are safe-guarded and that their 
treatment is just.  However, of equal concern and importance is the provision of justice for victims of 
crime.  While probation departments provide many meaningful and valuable services to victims, 
including obtaining victim impact statements, collecting and distributing victim restitution and convening 
victim impact panels, their policies are often fractionalized across the functional areas of probation, 
including investigation, supervision and the collection of restitution.   
 
To assist probation departments in developing comprehensive victims polices, DPCA convened a 
Statewide Workgroup on Probation and Crime Victims that met over a two year period.  The Statewide 
Workgroup consisted of professionals from diverse disciplines that touch the lives of victims, including 
small and large probation departments, crime victim services, the courts, treatment services, and other 
state agencies.  Victims of crime and their families were also invited to present to the Workgroup to 
ensure their voices were heard and their needs understood.     
 
The Model Victim Policy for Probation Departments was developed from the recommendations of the 
Statewide Workgroup and is intended to provide practical guidance to probation professionals in 
developing a systematic approach, consistent with available community resources, that is fair and just for 
victims of crime.    
 
I want to take this opportunity to thank the Co-Chairs of the Workgroup, DPCA Executive Deputy 
Director Thomas Slater and former Ulster County Probation Director Robert Sudlow, the members of the 
Workgroup for their sustained efforts, as well as other professionals who assisted in the development of 
this comprehensive and practical probation guidance.    
 
        Sincerely, 
             

        
        Robert M. Maccarone 
        State Director 
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MODEL VICTIM POLICY FOR PROBATION DEPARTMENTS 
 
Introduction 
 
The primary goal of probation is to reduce offender recidivism and promote community safety.  
Probation holds offenders accountable, but it also works to address their treatment needs to 
mitigate the risk of re-offending so they will change their behavior and become law-abiding 
members of the community.  Importantly, probation departments are also strategically positioned 
within the justice system to help victims get their lives back on track in the aftermath of crime.   
 
Probation departments in New York State provide many services to victims of crime, including 
helping victims complete applications for victim compensation, providing victims services 
information, referral and education, providing victim/offender mediation, convening victim 
impact panels and providing victim notification regarding offenders’ status and disposition.  In a 
single year, probation departments reach out to over 18,000 victims and include their impact 
statements in presentence investigation reports prepared for the Courts.  Probation departments 
also collect over $14 million annually in restitution from offenders on behalf of victims of crime.   
 
While it is clear that probation departments serve victims of crime in many meaningful ways, 
there is inconsistency in the approach taken by departments in providing services.  Moreover, 
while probation departments have policies that address victim services, they are often set out 
according to the probation investigation, supervision, and restitution functions.  To help 
probation departments better serve victims of crime, DPCA established a statewide workgroup 
consisting of a diverse membership, to re-examine the role of probation with respect to victims 
and to provide guidance for departments to develop clear and consistent policies that will 
improve services.  This Model Policy is a direct result of the efforts of the workgroup.   
 
The Model Policy recognizes the differences in communities across New York State and the 
resources available to them.  In the larger metropolitan areas, some victim services are provided 
by community-based agencies that specialize in this important work.  They may be co-located 
with probation departments or operate as independent agencies.  Probation departments should 
reach out to these agencies and ensure they are included in crafting a comprehensive probation 
victims policy for their jurisdiction.  In smaller and often more rural communities, the probation 
department may be the primary or only service provider that works to address the needs of 
victims of crime.  The Model Policy is designed to assist all probation departments in re-
examining this important function and to provide a roadmap for them to craft comprehensive 
policies that will best serve victims of crime. 
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Parallel Justice as a Framework for a Model Victim Policy1 
 
Criminal acts perpetrated by offenders produce victims.  The traditional criminal justice response 
to crime focuses on holding the offender accountable through the arrest, prosecution, judicial and 
corrections processes.  Parallel Justice emphasizes the social obligation to repair the harm caused 
by crime, above and beyond the arrest and adjudication of offenders.  In addition to the 
traditional offender-based response to crime, a parallel set of responses geared to the victim will 
help victims rebuild their lives.    
 
In the aftermath of crime, most victims have three primary needs: 1) the need to feel safe; 2) the 
need to recover from trauma, and 3) the need to regain control over one’s life. 
 
Parallel Justice provides a useful framework for criminal justice agencies to examine their 
respective roles and duties concerning victims of crime to address these needs in ways that are 
consistent with their mission.  The statewide workgroup utilized the Parallel Justice framework 
as a lens to organize its thoughts and recommendations.  In addition to the more general Parallel 
Justice principles, the workgroup considered the following twelve elements of the role of 
government in Parallel Justice as it examined the policies and practices of probation departments.     
 
The Role of Government 
 
• Foster commitment to help victims of crime rebuild their lives. 

 
• Ensure that the goal of victim safety is reflected in all policies and practices. 

 
• Provide victims emergency and ongoing assistance as needed. 

 
• Offer victims priority access to resources and services. 

 
• Provide compensation to victims for crime-related expenses.  

  
• Create special allowances to ease victims’ burdens. 

 
• Implement and enforce victims’ rights. 

 
• Ensure fair and respectful treatment of victims.  

  
• Provide opportunities for victims to talk about their experience and their needs. 

 
                                                 
1Parallel Justice is a new vision of justice for victims developed by crime victim expert Susan Herman.   Ms. 
Herman is an Associate Professor at Pace University, and former Executive Director of the National Center for 
Victims of Crime.  She has sought to identify the commonalities that all victims share, rather than issues particular 
to subsets of victims (i.e.domestic violence, sexual offenses, etc.).  This emphasis on Parallel Justice in the Model 
Policy results from a workshop conducted by Ms. Herman with the Probation and Crime Victims Workgroup held 
on July 17, 2008.   
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• Acknowledge that what happened to victims was wrong and that every effort will be   
made to help them rebuild their lives. 

 
• Develop and coordinate a comprehensive, communal response to victims. 

    
• Base decisions about how to address victims’ needs on sound information and 

research.   
 
As stated previously, the model policy is intended to assist probation departments, in re-
examining their policies and practices to better assist victims of crime.  
 
Members of the workgroup and DPCA recognize that in today’s fiscal climate, jurisdictions may 
not have the resources to develop and implement a “comprehensive” victims policy all at once.  
Rather, the model policy was developed by probation practitioners to assist departments in 
determining where they are, where they would like to go and most importantly, how to get there.  
 
It is recommended that departments first start with a self-assessment.  This can be done by 
reviewing the twelve points listed above and the following model policy to determine what is 
already being done and what else the department would like to accomplish.  Many departments 
will find that they already do many of the things recommended in the model policy.  A number 
of the recommendations can also be achieved without additional resources.  Wherever possible, 
it is recommended that departments collaborate with other agencies in their jurisdictions to better 
serve both victims and offenders. 
 
Model Victim Policy for Probation Departments 
 
I. Mission Statement – Probation departments should have Mission Statements that clearly 

state the reduction in probationer recidivism as a major goal and that recognize and 
prioritize the needs of crime victims.  Mission Statements should include the concepts of 
preventing victimization (and repeat victimization) and minimizing further harm by the 
justice system.  This includes the compassionate treatment of victims and empathy for 
victims, the use of victim-sensitive letters, safe and appropriate waiting space or 
alternative sites for meeting with victims or the scheduling of meetings to ensure that 
victims do not have to be confronted with offenders, as well as the provision of timely 
notification of various court processes.  Probation departments should provide 
information and referral as service brokers to victims of crimes as well as offenders.  
Examples of mission statements are located in Appendix A. Victim supportive signage 
regarding value and mission statements should be clearly visible throughout probation 
department facilities. 
 

II. Crime Victim Specialists and Crime Victim Advocates - Probation departments should 
develop specialist staff and/or designate individual(s) to specialize in crime victim 
services.  Designated staff should be responsible for the development of a comprehensive 
probation crime victim services plan and provide guidance to officers on victim-related 
issues.  Departments may wish to partner with other agencies to provide this resource or 
consider the development of crime victim advocate positions.  Several counties have 
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secured grant funding through the State’s Crime Victims Board and the federal Office of 
Victim Services to establish these positions and services.  Probation based crime victim 
services, including advocacy, can be a very strong model in influencing a victims 
centered approach within agencies.   

 
 Victims of crime can experience serious, life-changing consequences and may need 

services, including education about the justice system, assistance with the court process, 
notification of offender status, compensation, restitution, counseling or therapy, housing, 
and safety planning among many other services.  Probation staff should be available to 
victims to discuss their concerns and needs. When specific needs are identified, services 
should be provided directly wherever possible or through referrals to community based 
agencies.  Whatever model is developed, coordination of services to victims is of 
paramount importance.  Departments with satellite offices should ensure that their crime 
victim service plans address access to these specialized resources by satellite office staff.     

 
III. Victim Impact - Victim impact information should be collected that describes the 

financial, emotional, physical, and psychological effects of the crime, as well as the 
safety concerns of the victim.  Different methods of delivering victim impact statements 
should be available to victims such as appearing in court, written, audio and video 
allocutions, and telephone and electronic communication.  Special consideration should 
be shown for youth and other vulnerable populations.  This information will assist in 
determining the following: 

 
a.   Victim-specific restitution. 
b. Recommendation for the length or type of the sentence. 
c. The need for any special release conditions (e.g., restraining orders) for an offender. 
d. The need for any victim/offender programs (e.g., dialogue processes/mediated means, 

conciliation, participation in treatment programs). 
e. Any other recommendations to help protect the safety of the victim. 
f. Responsibility to determine victim’s desire to be notified or updated regarding 

offender’s post-conviction status. 
 

Interagency Collaboration – Interagency agreements, either formal or informal, 
between the probation department and other law enforcement agencies, including the 
prosecutor, should be utilized to foster an understanding of how victim impact 
information is to be shared as each case progresses through the justice process.  These 
agreements should specify who is responsible for what activities related to victim impact.  
The purpose of this collaborative effort is to minimize any negative impact the justice 
system may have on the victim, while ensuring that his/her rights to certain kinds of 
compensation and assistance, notification of judicial proceedings and his/her rights 
during these proceedings, including the right to be free from intimidation, the right to 
submit a victim impact statement and appear in court and be heard, the right to 
restitution, and his/her rights as a victim of stalking, domestic violence and/or rape or 
sexual assault. 
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Locating Victims – Victim location is often known through official documents filed or 
shared with the probation department.  Where the victim is identified, but his/her location is 
unknown, the probation staff assigned to the investigation, supervision, or collection of 
restitution, should make diligent efforts in locating the victim.  Resources (Appendix B) that 
may be useful in locating victims include: 

 
a. Directory Assistance Plus - http://www.daplus.us/ 
b. White Pages.com - http://www.whitepages.com/ 
c. Zaba Search - http://www.zabasearch.com/ 
d. United States Postal Service 
e. Various pay data base search services such as Lexis Nexis, Westlaw and Regional 

Information Sharing Systems (RISS)  
f. Legal notice press releases 
g. Crime Victims Board -  http://cvb.state.ny.us 

 
Victim contact information should be considered confidential and be maintained as such 
within the department to the extent possible.  However, sometimes documents containing 
victim information are legally requested and granted through the Freedom of Information 
Law (FOIL) and victims should be made aware of this possibility. 

 
Contact With Victims - When probation staff initially contact a victim, a telephone call 
with a follow-up letter is recommended (Appendix C).  The letter should specify a date 
and specific time frame for the victim to call the probation officer.  Letters should include 
information on available services, victim’s rights, including the victim’s right to “opt- 
out” of the process, the claim requirements for the Crime Victims Board, and other 
information deemed essential.  Multi-lingual versions of the letter may be necessary. 
Probation staff should also share the following: 
 
a. information from the New York State Crime Victims Board such as the booklet titled 

The Rights of Crime Victims in New York State and the Crime Victims Board Website 
http://cvb.state.ny.us.  

b. opportunities to participate in the Victim Information and Notification Everyday  
(VINE) Program and notification via VINE when an incarcerated offender will be 
released (Appendix D). 

 
The content of this initial contact will vary depending on the probation and community 
services available to the specific type of victim.  In any contact by the probation 
department, the victim must be made fully aware of the probation officer’s role in the 
particular case.  The probation officer must also take into consideration the statutory 
provisions concerning the disclosure of information when the offender is a mandatory 
Youthful Offender (YO) or is involved in a Family Court or diversion matter. 
 
a. The method by which victim information is collected should vary according to a 

victim’s age.  Coordinated interviews of child victims should be conducted to 
minimize the burden placed on the child and prevent repeat victimization. 
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b. Staff collecting victim information should take into consideration language barriers, 
visual impairments, and any literacy limitations of victims.  In some instances, victim 
impact statements may require collaboration between the victim, his/her family, the 
victim advocate and the probation officer.  In some cases, the members of the family 
may be the perpetrators of the crime and their collaboration would obviously not be 
sought. 

c. Probation departments should be aware of resources available in their communities 
for victims with disabilities (e.g., mental illness, mental retardation and 
developmental disabilities).  When victims with disabilities are identified, they should 
be linked with a specially trained and appropriate advocate.  Child and Adult 
Protective Services should also be considered when appropriate. 

d. The office space where a probation officer meets with a victim should ensure the 
comfort, and protect the identity, of the victim.  If such meetings are within the 
probation department, consideration should be given to escorting victims and not 
asking them to wait in areas with probationers. 

  
Pre-Sentence/ Pre-Dispositional/Pre-Plea Investigations and Reports - In a pre-
sentence, pre-dispositional or pre-plea investigation, the following core concepts must be 
included in a Victim Impact Statement (Appendix E): victim’s version of the offense, 
extent of injury, economic loss and actual out-of-pocket loss, views of the victim toward 
disposition, and the amount of restitution and reparation sought.  The victim’s safety 
concerns should always be addressed in the report.  The content of the investigation 
report is governed by DPCA Regulation Part 350 of 9 NYCRR , which has the force and 
effect of law.   
 
Victim Impact Panels - Victim Impact Panels, where available, should be routinely 
recommended in pre-sentence reports for DWI Offenders and other impact panels 
considered for other offenders, where appropriate.  Victim Impact Panels should also be 
utilized during the period of probation supervision.  

 

IV.   Core Victim Services 
 

Notification of Offender Status - The victim should be provided the opportunity to 
register with the probation department for future notification of the offender’s status once 
the offender is sentenced to probation supervision (Appendix F). Whenever a violation of 
probation is filed, the probationer absconds, or when the individual is no longer under the 
supervision of the department, the victim would be immediately notified of such status 
change.  The department should allow for several methods for victims to receive 
notification such as telephone, e-mail or in writing. When a probationer’s supervision is 
transferred to another county, the receiving county would assume the responsibility for 
notification of offender status.  During the transfer process, the sending county should 
provide the receiving county with victim contact information for notification purposes.   
Informing victims of offenders’ status directly affects their sense of safety and security.   
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Providing notifications is a process that lends itself to the use of automated probation 
case management systems.  Probation departments utilizing Caseload Explorer and other 
automated case management systems may wish to use templates and pre-formatted 
documents to implement this practice.       

 
Victim Safety Planning - Probation staff should ensure that victims have safety plans in 
place to prevent repeat victimization, regardless of where the offender is in the justice 
process. This can be accomplished by a referral to a victim service provider or by the 
department itself.  Victim safety planning is a critical function and anyone providing this 
service should be properly trained.  Victim safety should be central to all probation 
decisions and functions.  The victim should be considered whenever any decisions are 
made regarding an offender.  For example, if there are orders of protection in place, any 
decisions regarding an offender’s housing or employment should not violate the 
conditions of the court order.  When an offender requests permission to travel, the 
supervising officer should consider the location of the victim and the status of any 
restitution payments to the victim.  Victims should be informed of their opportunities to 
participate in the parole and local conditional release processes and be provided 
notification of the offender’s release.  VINE may be utilized to secure this information.   
 
Victim Information and Referral - When a service is requested by a victim, staff 
should make an appropriate referral.  Losses to victims, however, often extend beyond 
those for which restitution can be ordered.  Furthermore, victims often need services that 
traditional victim service agencies do not provide, including job training, drug and 
alcohol treatment services, housing, educational opportunities and mental health services.  
Probation staff should be familiar with local resources that address victim needs. An up-
to-date victim services directory, which includes a detailed description of services 
provided and contact information, should be provided to all staff working with victims.  
This kind of information is usually available from local victim service agencies, regional 
coalitions, and national victims’ organizations. 

 
Offender Accountability - Alternative forms of accountability including victim-offender 
dialogues (where appropriate), group conferences, community accountability boards, 
reparative boards, and dispute resolution should be considered at any stage in the process, 
consistent with victim input and approval.  Probation departments should consider a 
variety of methods to promote probationers’ taking responsibility for their actions.  A 
Victim Empathy Worksheet or similar tool should be utilized with all offenders with 
victims (Appendix G).  This tool helps the supervising probation officer assess how the 
probationer views the victim(s). 
   
Restitution Collection – The Director/Commissioner shall establish restitution collection 
policies in accordance with rule and regulation 9 NYCRR Part 353 Financial Obligations, 
and the Internal Control Guide For Probation Department Restitution Collection and 
Disbursement prepared by the Statewide Fiscal Controls Workgroup.  The Internal Control 
Guide is available to all probation officers through the Probation Services Suite of e-Justice 
New York.  An effective restitution management process shall also contain the following: 
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a. In the pre-plea/sentence report, the probation department should recommend restitution 
whenever applicable, regardless of whether the defendant will be sentenced to local or 
state incarceration or probation supervision.  

b. In a pre-dispositional report, the probation department should recommend restitution 
wherever applicable for a disposition of either probation or placement, within the 
requirements of the Family Court Act, Sections 353.3 (8) and 353.6 for Juvenile 
Delinquency (JD) matters and within the requirements of the Family Court Act Section 
758-a for Persons In Need of Supervision (PINS) matters. 

c. For JD cases in the process of being adjusted, “the inability of the respondent or his or 
her family to make restitution shall not be a factor in a decision to adjust a case or in a 
recommendation to the presentment agency pursuant to” Family Court Act Section 308.1 
(6).  The probation department or the court may direct a respondent to obtain 
employment and to make restitution from the earnings of such employment. (Family 
Court Act Section 308.1 (2)). 

d. The Probation Department/District Attorney/Court should ensure that the NYS 
Department of Correctional Services (DOCS) is made aware of any restitution ordered by 
having it included as a restitution order with the commitment, specifying that restitution 
may be collected from the inmate through DOCS. 

e. Probation departments designated as restitution collection agencies in their respective 
jurisdictions are required to collect restitution from all offenders whether probationers or 
not, and shall take proactive steps with courts to ensure that they receive copies of 
restitution orders in all cases where restitution is ordered. 

f. Where restitution is ordered as a condition of probation, the court should be encouraged 
to issue a separate order of restitution at the same time.  This ensures that the restitution 
obligation continues when the probation case is terminated. 

g. Procedures regarding restitution disbursement should be included on departmental 
websites, in correspondence to victims and in as many other relevant locations as 
possible.  Such information should include reminders that victims need to notify the 
restitution collection agency in the event that they change their address of record. 

h. To assist the Crime Victims Board, written or verbal communications with victims 
should include, where appropriate, questions regarding whether or not the victim has 
received an award related to the crime or whether they have submitted a compensation 
claim for such.  The Crime Victims Board may be designated as the recipient of the 
restitution to the extent that it has paid out a claim. 

i. Probationers should not be recommended for early discharge until all restitution orders 
are fully satisfied. 

j. Restitution, where appropriate, should always be recommended despite an offender’s 
ability to pay at the time of sentence. Circumstances may eventually enable an offender 
to pay the restitution ordered or pay at a higher rate.    

k. Any recommendation for community service, reparations, or other alternatives should be 
discussed with the victim. Victim’s input should be sought, particularly regarding safety 
issues.  

l. When probation departments prepare pre-plea/sentence reports, where applicable, the 
recommended restitution condition should include a statement that restitution orders be 
filed and entered in the same manner as civil judgments per CPL 420.10 (6). (Appendix 
H) 
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m. When a violation of probation is filed for non-payment of restitution, the probation 
officer shall articulate what efforts were made to collect the restitution balance from the 
probationer prior to such violation being filed.  Such efforts should include administrative 
hearings, advising the offender to request a modification of the payment schedule from 
the court, etc.  

n. In an intrastate transfer case, the receiving probation department shall be responsible for 
the collection of any restitution payment and designated restitution surcharge imposed as 
a condition of the probation sentence or disposition and disbursement to the proper 
beneficiary.  The receiving department shall be entitled to receive and keep any 
designated surcharge imposed. 

o. In an interstate transfer case, the sending state is responsible for collecting restitution or 
other financial obligations imposed by the sending state on the offender.  Upon notice by 
the sending state that the offender is not complying with restitution or other obligations, 
the receiving state shall notify the offender that he/she is in violation of the conditions of 
supervision and must comply.  The receiving state shall inform the offender of the 
address to which payments are to be sent. 

p. In a JD Proceeding, a Family Court may recommend restitution pursuant to Family Court 
Act Section 353.6, in conjunction with an order of placement with a Commissioner of 
Social Services or the Commissioner of the NYS Office of Children and Family Services.  
The probation department should recommend to the Family Court that the restitution 
order be written in such a manner as to allow for collection of the restitution while the JD 
is in placement.  For NYS OCFS placements, a protocol for entering the restitution order, 
tracking restitution requirements monthly, and the collection of restitution has been 
incorporated into the OCFS case management system (JJIS). 

q. In a PINS Proceeding, a Family Court may recommend restitution pursuant to Family 
Court Act Section 758-a (1) (a) in conjunction with an order of placement with a 
commissioner of social services.  The probation department should recommend to the 
Family Court that the restitution order be written in such a manner as to allow for 
collection of the restitution while the PINS is in placement.    

r. While an inmate is in state custody, the DOCS will collect restitution and other financial 
obligations until such obligations are paid in-full, or until the offender is released from 
custody.  The following are recommendations to ensure that restitution can be collected 
from state inmates:  

 
i. In the event that a probationer’s sentence is revoked and a sentence of 

state prison is imposed, the original Order and Conditions which specify 
restitution is not sufficient for correction authorities to collect restitution.  
Probation should request that the Judge issue a new or modified/amended 
order reflecting the unpaid restitution obligation and include it with the 
Commitment Order. 

ii. When restitution has been ordered, probation shall ensure that DOCS is 
provided with a copy of the order. 

iii. Probation pre-plea/pre-sentence recommendations shall specify that 
restitution payment not be deferred until after the offender’s release from 
DOCS.  Statements such as “Payment to begin upon 60 days after release 
from the Department of Correctional Services”, prevent collection of 
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restitution while the offender is an inmate and should not be utilized.  
iv. When a probation department learns an inmate/defendant has an old 

restitution order, but is now or will be incarcerated on a new, unrelated 
conviction, probation shall advocate that the Judge forward an order 
directing DOCS to collect on the old order.  

v. When a probation department learns that an offender who had a restitution 
related encumbrance returns to state custody on a parole revocation, 
probation shall update DOCS regarding any current balances in order to 
resume collection of the restitution obligation.  

vi. The probation department, when designated as the restitution collection 
agency, shall take proactive steps with courts to ensure that they receive 
copies of restitution orders in all cases including when an offender is 
sentenced to state prison.  

vii. If a probation department receives a restitution check from the DOCS and 
the department does not have a restitution order on file, the department 
should thoroughly investigate the situation before sending the check back 
to DOCS.   

viii. In order for probation departments to properly process restitution checks 
from DOCS, the check should be made payable to the Probation 
Department and County and include the offender’s name, NYSID number 
and docket number.  A copy of the restitution order should also 
accompany the check.  

ix. DOCS prepares lists by county, identifying the inmates that they are 
collecting restitution from, as well as any payments that may have been 
forwarded.  Probation departments should request a copy of that list and 
ensure that they have restitution orders on file for the inmates listed.  
Departments should contact:  

NYS Department of Correctional Services 
Office of Victims Services 
Mail: Riverview Center, 150 Broadway 
Albany, New York 12204 
Telephone: 1-518-402-6600 

x. Staff working on restitution matters should routinely check with the State 
Crime Victims Board to see if there are any open or paid claims on the 
cases.  Departments should contact: 

State Crime Victims Board 
1-800-247-8035 

 
 
V. Local Victim Advisory Council - The Probation Director/Commissioner should be a 

member of any existing local Victim Advisory Council.  Where no such council exists, the 
Director/Commissioner should consider collaborating with the County Executive’s 
Office/Mayor’s Office, victims, and practitioners from corrections, law enforcement, the 
prosecutor’s office and victim services to establish such a forum.  A crime victim services 
assessment should be considered by the Council annually to assess the quality of current 
services, the effectiveness of coordinated efforts, and identify gaps in service. The Council 
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should plan and advocate for the improvement of services to victims, as well as encourage 
existing criminal justice committees, workgroups or advisory boards to establish sub-
committees specific to victim rights, needs and issues.  Probation departments should 
prioritize assessments of how well probation departments are interacting with and assisting 
victims. 

 

VI. Public Information and Outreach - The Director/Commissioner may also consider 
working with other governmental and community agencies to develop an effective public 
information and outreach program – the purpose of which is to educate victims, citizens, 
and various other service providers and to garner public support for the work of 
community corrections. An effective public information and outreach program may 
include some of the following elements: 

 
a. Probation departments should distribute materials such as brochures, telephone 

rolodex cards, fact sheets, and handbooks describing departmental victim services.  
This information should be available in multiple formats including printed, on-line 
and via special telephone numbers where available (i.e., 211, 311, or 411). 

b. Probation departments should display existing literature on available crime victim 
services throughout the department and distribute to community agencies including 
local hospitals.   

c. Probation departments should distribute existing resource guides to victim services 
for the benefit of probation officers and victims.  Hotline numbers for victims should 
be included and distributed in any probation related information. 

d.   Departments may participate in National Crime Victim’s Week activities within their 
communities, and support other crime victim awareness initiatives throughout the 
year. 

e.   Departments may make public presentations to community groups on how the 
department interacts with and assists victims. 

f. Probation departments should solicit regular feedback from victims regarding their 
experience with probation officers and utilize this feedback in improving the 
department’s response to victims. 

 

VII. Staff Development - All probation staff should receive training in victim services.  It is 
recommended that 3 of the 21 hours of in-service training required annually of 
professional probation staff include some aspect of victim services.  Where resources 
permit, staff serving probation departments as Crime Victim Specialists should attend 
training at the Crime Victims Academy in the first year of their designation and receive 
training annually on victim issues.  Some areas for training consideration are: 

 
a. The relationship between domestic violence and sexual offending. 
b. Crossover sexual offending including marital rape, intimate partner sexual assault 

and child sexual abuse.  
c. Increased awareness of various technologies that can be used by offenders to 

further victimize.  Such technologies can include covert monitoring of cell phone 
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conversations, e-mail and computer use, GPS tracking, listening devices, night 
vision, manipulation of caller ID, etc. 

d. Gender and cultural sensitivity. 
e. Victims with disabilities may require special consideration and/or 

accommodations within the criminal justice system.  Probation staff working with 
victims should receive specific training and guidance in working with victims 
with disabilities. 

f. A system of officer “self-care” should be implemented by departments to increase 
the effectiveness of officers in their work with victims and avoid secondary 
trauma. 

g. Probation Officers should familiarize themselves with appropriate internet 
resources including the State Crime Victims’ Board website, Office for Victims of 
Crime, National Coalition Against Domestic Violence, STOP DWI, National 
Center for Victims of Crime, etc.  

h. Probation departments should utilize Victim Impact Panels as opportunities for 
probation officer victim awareness training.  While most victim impact panels 
currently deal with DWI’s, panels can be used for any kind of crime. 
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RESOURCES 
 
 
Literature 
 
A Guide to Crime Victim Compensation in NYS – Brochure available from the NYS Crime 
Victims Board website 
 
A Guide to Restitution in NYS – Brochure available from the NYS Crime Victims Board website 
 
Child Custody Investigations: Guidelines for Practice, A Model Procedural Package For Use by 
Probation in a Coordinated Criminal Justice Response to Domestic Violence, NYS Division of 
Probation and Correctional Alternatives, June 2008 
 
Intake Guidelines: Completing Petitions for Orders of Protection Involving Family Offenses, A 
Model Procedural Package For Use by Probation in a Coordinated Criminal Justice Response 
to Domestic Violence, NYS Division of Probation and Correctional Alternatives, NYS Office for 
the Prevention of Domestic Violence and NYS Coalition Against Domestic Violence, October 
2008 
 
Internal Control Guide for Probation Department Restitution Collection and Disbursement, 
NYS Division of Probation and Correctional Alternatives, Statewide Fiscal Controls Workgroup, 
October 2005 
 
NYS Crime Victims Board Annual Reports – Reports available from the NYS Crime Victims 
Board website 
 
Parallel Justice for Victims of Crime by Susan Herman (forthcoming book published by the 
National Center for Victims of Crime)  
 
Probation Domestic Violence Pre-Sentence Investigations & Reports, A Model Procedural 
Package For Use by Probation in a Coordinated Criminal Justice Response to Domestic 
Violence, NYS Division of Probation and Correctional Alternatives, NYS Office for the 
Prevention of Domestic Violence and NYS Coalition Against Domestic Violence, April 2004 
 
Probation Supervision: A Model Procedural Package For Use by Probation In a Coordinated 
Criminal Justice Response to Domestic Violence, NYS Division of Probation and Correctional 
Alternatives, NYS Office for the Prevention of Domestic Violence and NYS Coalition Against 
Domestic Violence, January 2005 
 
The Probation Response to Supervision of Women Who are Abused, Sherry Frohman and Connie 
Neal, NYS Coalition Against Domestic Violence, Inc., June 2005 
 
Promising Victim-Related Practices and Strategies in Probation and Parole, U.S. Department of 
Justice, Office for Victims of Crime, and the American Probation and Parole Association, July 
1999 
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The Rights of Crime Victims in NYS-– Pamphlet available from the NYS Crime Victims Board 
website 
 
Vermont Center for Crime Victim Service Restitution Unit - Report to Legislature, Prepared By 
Judy Rex, January 24, 2007 
 
 
Websites 
 
Barrier Free Living, Inc., New York City - www.bflnyc.org 

National Center for Victims of Crime - www.ncvc.org 

New York State Coalition Against Domestic Violence - www.nyscadv.org 

New York State Coalition Against Sexual Assault - www.nyscasa.org 

New York State Community Dispute Resolution Centers - www.nycourts.gov/ip/adr 

New York State Council on Children and Families - www.ccf.state.ny.us 

New York State Crime Victims Board – www.cvb.state.ny.us 

New York State Department of Correctional Services - www.docs.state.ny.us 

New York State Division of Probation and Correctional Alternatives - www.dpca.state.ny.us 

New York State Office for the Prevention of Domestic Violence - www.opdv.state.ny.us 

New York State Office of Court Administration - www.courts.state.ny.us 

New York State STOP DWI Association - www.stopdwi.org 

The Center for HOPE – www.hope4themissing.org 

 U.S. Department of Justice, Office for Victims of Crime - www.ojp.usdoj.gov/ovc/ 
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Appendix A 
 
 

Mission Statements 
 
 

• Orange County Vision and Mission Statements 
 

• Dutchess County Mission Statement 
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Appendix B 
 

Resources Available to Locate Victims 
 
 

• Directory Assistance Plus 
 

• White Pages 
 

• Zaba Search 
 

• United States Postal Service 
1. Address Information Request Format 
2. Code of Federal Regulations, Title 39, Postal Service §265.6 

Availability of Records 
 

• Data Base Search Services 
1. Lexis Nexis 
2. West Law 
3. Regional Information Sharing Systems 
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Appendix C 
 

Contact with Victims 
 

 
• Sample letter for County Departments of Probation 

 
• Victim Impact Statement for Parents of Child Victims* 

 
• Victim Impact Statement for the School-Aged Child* 

 
• Victim Impact Statement – Just for Little Kids* 

 
• Dutchess County Victim Service Unit Correspondence 

 
 
 
 
*Source:  “Promising Victim-Related Practices and Strategies in Probation 
and Parole,” U.S. Department of Justice, Office of Justice Programs, Office 
for Victims of Crime, National Victim Center.  Used by permission.  These 
forms may be utilized as long as there are no monetary charges for their use. 
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Date: 
Name: 
Address: 
 
 
Dear _____________________________, 
 
The __________________ County Probation Department is committed to helping crime victims, and 
providing services and support to people in our community who have been harmed by crime. What 
happened to you is wrong.  We are sorry that you have been victimized, and are grateful for your 
participation in the criminal/juvenile justice process.  Your involvement and input are vital to promoting 
individual and community safety, and to holding your offender accountable for the harm s/he has 
caused.  
 
One of your most important rights as a victim of crime is the opportunity to tell the court how you and 
your loved ones have been affected by the crime. Your completed “victim impact statement” ensures 
that your voice is heard as part of the justice process.  
 
It is important for the court to understand the nature of the offense, and its impact on you and your loved 
ones – emotionally, physically, and financially. Your victim impact statement will also give the court 
valuable information that can be used to hold the offender accountable, and to promote safety for you 
and your community.  
 
I have enclosed a resource package that describes the process for completing the victim impact 
statement. Any additional information you think is important for the court to know should be provided 
as an attachment to your victim impact statement.  
 
We are grateful for your continuing support to the criminal/juvenile justice process, and we will do 
everything we can to assist you. If you have any questions about completing your victim impact 
statement, or would like information about services for victims in our community, please contact (name) 
at (area code/telephone #) or email (email address). 
 
Thank you very much. 
 
Enclosures: Suggestions for Completing Your Victim Impact Statement 
                 Victim Impact Statement form (questions) 
                “Documenting Financial Losses” Checklist 
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Appendix D 
 

Victim Information and Notification Everyday (VINE) 
 
 

• VINE Informational Brochure 
 

• VINELink Quick Reference Guide 
 

• New York Sheriffs’ Victim Hotline 
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Appendix E 
 

Victim Impact Statement 
 

• Victim Impact Statement Resource Package 
 

• Dutchess County Victim Services Unit-Victim Impact Statement 
Information 
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NOTE:  Although this letter is part of the original Victim Impact Statement Resource Package, 
we are recommending the use of the letter provided in Appendix C. 
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1. Please describe how this offense has affected you and your family. 
 
 

2. What was the emotional impact of this crime on you and your family? 
 
 

3. What was the financial impact of this crime on you and your family? 
 
(NOTE: ADD “PHYSICAL IMPACT” FOR PERSONAL CRIMES.) 

 
 

4. What concerns do you have, if any, about your safety and security? 
 
 

5. What do you want to happen now? 
 
 

6. Would you like an opportunity to participate in victim/offender programming (such as 
mediated means and/or other dialogue processes or victim impact panels) that can help 
hold the offender accountable for his/her actions?  (NOTE: Only utilize this question if 
such programs are in place, and ensure that the victim has written resources that fully 
describe such programs.) 
 
 

7. If community service is recommended as part of the disposition or sentence, do you have 
a favorite charity or cause you’d like to recommend as a placement? 
 
 

8. Is there any other information you would like to share with the court regarding the 
offense, and how it affected you and your family? 

 
 
___ Please check here if you would like to be notified about the status/outcome of this case. 
 
 

*Allow as much space as is needed to complete the victim impact statement. 
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VICTIM IMPACT STATEMENT * 
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Appendix F 
 

Notification of Offender Status 
 

• Letter regarding Notification of Offender Status 
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Dear, 
 
We are aware that you have been a victim of a crime committed by (offender’s name), who was 
sentenced by the Honorable (Judge’s name), (County, Family) Court, on (date) to a (time period) of 
probation.  
 
The _________________ County Probation Department is contacting you to determine if you are 
interested in being notified by the department in the event a violation of probation is filed; if the 
probationer absconds, or when this individual is no longer under the supervision of the department. 
 
Please respond by checking the appropriate box below and return to me (name, address) so that we are 
able to follow your wishes as soon as possible. 
 

 
 
Please note that if you have responded yes to the above you must keep us informed of any changes in 
your address, telephone or other contact information. If you do not notify us, we will be unable to notify 
you of any changes in the offender’s probation status. 
 
If you do not respond to this letter, we will consider that to be your acknowledgement that you do 
not wish to be notified of any changes in the offender’s probation status.  
 
Approved:       Sincerely, 
 
 
 
 
Probation Supervisor                                               Probation Officer 

Yes, I wish to be contacted No, I do not wish to be contacted 

Address and phone number where I may be contacted: 
 
 
 
 
 
Telephone: _________________________________________ 
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Appendix G 
 

Victim Empathy 
 

• Orange County Victim Empathy Worksheet for Offenders 
 
 
NOTE:  This tool may be used at different points during probation 
supervision (initial meeting with the probation officer, halfway point of 
the supervision period, near the end of supervision) to determine if 
there has been any significant learning by the offender in regard to the 
impact of the crime on his/her victim. 



76 
 



77 
 

 
 
 
 
 
 

 
 
 
 

Appendix H 
 

Restitution/Reparation Judgment Order* 
 
 
 
 
 

*Source: NYS Crime Victims Board 
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