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                  PHILADELPHIA POLICE DEPARTMENT     DIRECTIVE 4.14 
 

 

 
SUBJECT:   VICTIM/WITNESS SERVICES AND CRIME VICTIMS COMPENSATION 
PLEAC 4.5.1 (a,b,c,d,e) 
______________________________________________________________________________ 

 

1. BACKGROUND 
 
 A. One characteristic of effective law enforcement is reflected in the way victims,  

  witnesses, and/or intervenors of crime are treated by police officers. 

 

 B. For most victims, witnesses, and/or intervenors, a police officer is the first criminal  

  justice official they encounter after the crime has occurred. Because of this, police  

  officers are in a unique position to provide support, information, and guidance to  

  victims, witnesses, and/or intervenors of crimes. Using basic crisis intervention  

  techniques and providing referrals for additional services can affect the ability of the  

  victim, witness, and/or intervenor to begin the process of healing from the pain of  

  victimization. 

 

 C. A police officer’s professional, compassionate response may result in: 

 

  1. Increased public confidence and trust in the police. 

 

  2. A positive relationship with the victim, witness, and/or intervenor that encourages  

   cooperation during the investigation and helps to ensure continued cooperation  

   as the case progresses through the criminal justice system. 

 

  3. Community involvement by the officer through police intervention that has a  

   beneficial impact.  

 

  4. Better leads and more accurate information that contribute to increased case  

   clearances. 

______________________________________________________________________________ 

 

2. PURPOSE 
 
 A. The purpose of the Victims Compensation Assistance Program (VCAP) is to provide  

  assistance through financial reimbursement to crime victims and citizens who come to  

  their aid.  Financial assistance is provided to cover loss of earnings/wages and/or out- 

  of-pocket expenses for medical care when physical injuries and/or psychological  

  trauma have been inflicted on the victim, witness and/or intervenor. This program can  

  assist  
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  with the financial hardships that result from unpaid medical expenses or loss of income.  

 

  In addition, the Victims Compensation Assistance Program may also assist with costs  

  associated with home healthcare services, funeral and burial expenses, loss of support,  

  loss of earnings, counseling, and crime-scene clean-up. There are various benefits  

  available for victims of crimes. This is a brief overview of what is available. 

 

 B. A person may qualify for Crime Victims Compensation if they are a victim of a crime  

  in Pennsylvania or a Pennsylvania resident who is injured or killed in a foreign country  

  that does not have a compensation program, or by an act of international terrorism. The  

  crime must be reported to proper authorities within 72 hours and a claim must be filed  

  no later than 2 years after the date of the crime or discovery of the occurrence of a  

  crime. 

 

 C. A victim may file a claim themselves and submit it directly to the Victims  

  Compensation Assistance Program either electronically or on a paper claim form. They  

  may also request a claim be filed, on their behalf, by a victim advocate agency  

  authorized to submit claims or a Philadelphia Police Department Victim’s Assistance  

  Officer. 

 

 D. Once a claim has been reviewed by the Victims Compensation Assistance Program and  

  it is determined that it meets the basic eligibility requirements, an acknowledgement  

  letter is sent to the claimant. 

______________________________________________________________________________ 

 

3. POLICY 
 

 A. Police personnel will treat all victims, witnesses, and/or intervenors in a respectful,  

  responsive, and compassionate manner that reflects the Department’s awareness of the  

  trauma that can be caused by victimization. Police interaction with the victim,  

  witness, and/or intervenor of a crime shall not contribute additional harm. 

 

 B. Police personnel are required by law to be familiar with the provisions of the Crime  

  Victims Act.  (PLEAC 4.5.1 (a)) 

 

 C. Patrol officers will, in addition to their patrol functions, present victims of crimes with  

  the Law Enforcement Victims Rights’ Guide which includes Notice of Victims Rights  

  and Services and notice of availability of Crime Victims Compensation. Patrol Officers  

  will verify receipt of these forms by obtaining the signed Receipt of Information form  

  from the victim which must be attached to the initial incident report (75-48, 75-48D).  

  (PLEAC. 4.5.1 (b) & (c) & (e)) 

 

  NOTE:   Encourage the victim(s) to sign the receipt, if they refuse, note the refusal on  

      the 75-48 or 75-48D and the “Receipt of Information” form.  

 

 



 DIRECTIVE 4.14 - 3 

 

 D. The Philadelphia Police Department’s Victims Assistance Program will expand the  

  provisions of the Crime Victims Act by providing additional services to aid crime  

  victims, witnesses, and intervenors in securing necessary services and resources.  

 

 E. A Victim’s Assistance Officer will be assigned to each numbered patrol district to  

  implement this policy. 

 

 F. Patrol supervisors will ensure that all sworn personnel under their command are  

  familiar with the name and telephone number of the Victim’s Assistance Officer in  

  their respective district so that this information can be furnished to victims of crime. 

___________________________________________________________________________ 

 

4. PROCEDURE 
 

 A. REQUIRED BY LAW – The Commonwealth of Pennsylvania requires that one (1)  

  copy of the Victims Compensation Assistance Program claim form be provided to  

  victims, witnesses, and intervenors who suffer financial, physical, or psychological loss  

  as the result of a criminal act.  (P.L.E.A.C. 4.5.1 (b) & (d)) 

 

  NOTE:   Victims of offenders “Driving Under the Influence (DUI)” and leaving the  

      scene of accidents, as well as victims of violators arrested for related offenses,  

      will also be afforded this form. 

 

  1. Any and all reports, forms, records and/or information submitted to the  

   Pennsylvania’s Victims Compensation Assistance Program, BY LAW, are  

   confidential and are NOT subject to subpoena or discovery. 

 

 B. Definitions 

 

  Under the provisions of the Crime Victims Act, the following terms are defined: 

 

  1. Victim/Witness – An individual against whom a crime has been committed or  

       attempted and who, as a direct result of the criminal act or  

       attempt, suffers physical or mental injury, death or the loss of  

       earnings. This term shall not include the alleged offender.  

 

  2. Intervenor – An individual who goes to the aid of another person and suffers  

      physical, mental injury, or death as a direct result of acting not  

      recklessly to prevent the commission of a crime, to lawfully apprehend  

      a person reasonably suspected of having committed such crime, or to  

      aid the victim of such crime. 
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 C. Penalty 

 

  Any person who files a false claim for compensation is guilty of a misdemeanor of the  

  third degree and can be imprisoned for up to a year and/or fined $2,500. In addition, all  

  awards will be forfeited and violators will reimburse the Commonwealth for any  

  payments already received. 

 

 D. Training 

 

  The Victim Services Unit will have the primary responsibility of providing initial  

  instruction to Victim’s Assistance Officers in the basic procedures necessary to 

  implement these programs. 

______________________________________________________________________________ 

 
5. PATROL PROCEDURE 
 

 A. The Responding Officer on the scene will: 

 

  1. Use basic crisis intervention techniques to provide immediate emotional support.  

   The three basic crisis intervention techniques are listed below: 

 

   a. Safety and Security – Address the safety and security needs of the victim,  

    witness, and/or intervenor by making sure their physical concerns are taken care  

    of, and ensuring their safety. 

 

   b. Ventilation and Validation – Allow the victim, witness, and/or intervenor to  

    talk about their feelings about what happened. Validate their experience and  

    feelings by listening attentively with a non-judgmental demeanor. 

 

   c. Prediction and Preparation – Tell the victim, witness, and intervenor what will  

    happen in the near future by explaining the subsequent steps in the processing  

    of the case. 

 

  2. Be responsible for dispensing the Law Enforcement Victims Rights Guide (Victims  

   Compensation Assistance Program claim form and Notice of Rights and Services)  

   to each crime victim.  If the victim is deceased and/or incapacitated refer to  

   Section 6-A-7.  

 

   a. As required by the Pennsylvania Crime Victims Act, notice of Crime Victim’s  

    Compensation will be provided to the victim or family member within 48  

    hours. In addition, the victim will be provided in writing, basic information on  

    the rights and services available within 24 hours of the first contact.  

    (PLEAC 4.5.1 (c)) 
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   b. Ensure that the District Control Number (DC#) is inserted in the “Crime  

    Information” section on the Victims Compensation Assistance Program claim  

    form. 

 

  3. Obtain the signed “Receipt of Information” form from the victim and give the  

   victim a copy of Law Enforcement Victims Rights’ Guide (Victims Compensation  

   Assistance Program claim form and Notice of Rights and Services Form). Attach  

   the signed Receipt of Information form to the initial incident report (75-48,  

   75-48D) and return to Operations Room Supervisor.  (PLEAC. 4.5.1 (e)) 

 

  4. Advise the victim, witness, and/or intervenor what to do if the suspect(s) threatens  

   or otherwise intimidates them. 

 

  5. Provide a telephone number that the victim, witness, and/or intervenor may call to  

   report additional information about the case, to receive information about the status  

   of the case and inform them to call 911 in case of an emergency. 

 

 B. The District Patrol Supervisor will: 

 

  1. Ensure responding officers provide each crime victim with a copy of Law  

   Enforcement Victims Rights’ Guide (Victims Compensation Assistance Program  

   claim form and Notice of Rights and Services Form). 

 

 C. The Operations Room Supervisor will: 

 

  1. Obtain the signed “Receipt of Information” form from patrol officers with the  

   initial incident report (75-48, 75-48D) by the end of the tour of duty. For every  

   incident that results in a crime victim, ensure the DC# from the 75-48 or 75-48D is  

   recorded on the “Receipt of Information” form. 

 

  2. Ensure the signed “Receipt of Information” form is forwarded to the Victim’s  

   Assistance Officer on a daily basis. 

______________________________________________________________________________ 

 

6. INVESTIGATION PROCEDURES 
 

 A. The Assigned Investigator will: 

 

  1. Explain to the victim, witness, and/or intervenor: 

 

   a. The procedures involved in the investigation of their case; and 

 

   b. The role of the victim, witness, and/or intervenor in the investigation. 

 

  2. Investigate each incident when a victim, witness, and/or intervenor is 
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   a. Threatened; or 

 

   b. Intimidated. 

 

    1). If substantiated, the Investigator shall obtain an arrest warrant as outlined  

     in Directive 5.14, “Investigation & Charging Procedure” and Directive  

     5.17, “Wanted Persons”. 

 

  3. Notify personal injury crime victims of suspect arrest within 24 hours of arrest,  

   filing or forwarding of complaint.  (PLEAC 4.5.1 (f)) 

 

  4. Notify personal injury crime victims if suspect escapes from custody.  

   (PLEAC 4.5.1 (g)) 

 

  5. When possible, investigators shall schedule line-ups, interviews, and other required  

   appearances at the convenience of the victim, witness, and/or intervenor. To ensure  

   the victim, witness, and/or intervenor will be able to appear, transportation will be  

   provided, if available.  (Refer to Directive 5.10, Police and Suspect Photographs). 

 

  6. In cases where the victim, witness, and/or intervenor is deceased or incapacitated as  

   a direct result of a crime, the assigned investigator will issue the Law Enforcement  

   Victims Rights’ Guide (Victims Compensation Assistance Program claim form and  

   Notice of Rights and Services) to a family member. 

 

   a. Ensure that the District Control Number (DC#) is inserted in the “Crime  

    Information” section on the Victims Compensation Assistance Program claim  

    form. 

 

   b. Obtain the signed “Receipt of Information” form from the family member and  

    give family member a copy of Law Enforcement Victims Rights Guide  

    (Victims Compensation Assistance Program claim form and Notice of Rights  

    and Services). Forward the signed “Receipt of Information” form to Operations  

    Room Supervisor in district of occurrence.  (PLEAC 4.5.1 (e)) 

 

  7. Refer victim, witness, intervenor, and/or family member to the pertinent  

   district/unit Victim’s Assistance Officer if further assistance is needed in  

   processing the Victims Compensation Assistance Program claim form. 

 

   a. Record the notification in the Action Taken section of the Investigation Report  

    (75-49) by entering who was notified, method, date and time of  notification. 

 

  8. When appropriate, investigators will encourage victims, witnesses, and/or  

   intervenors to register with PA SAVIN, Pennsylvania’s victim notification service  

   system by calling 1-866-972-7284. The victim, witness, and/or intervenor then  

   receives automatic notification when the Department of Corrections’ custody status  

   of the offender changes. 
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  9. Complete and return Police Questionnaire forms, when requested, to: 

 

   Pennsylvania Commission on Crime and Delinquency 

   Victims Compensation Assistance Program 

   fax to 717-787-4306 or mail to: 

   Victims Compensation Program, P.O. Box 1167, Harrisburg, PA  17108 

   Toll Free (1-800-233-2339) or (1-717-783-5153) 

 

   a. The approval process for financial assistance includes the verification that  

    the victim, witness and/or intervenor cooperates with the investigation and is  

    not involved in criminal activity related to the original reported crime. A large  

    part of the review process involves reviewing police reports, which may  

    include, 75-48’s, 75-49’s, etc. At times, further information and/or reports may  

    be required from the Assigned Investigator to complete the review. 

 

 B. The Investigative Unit Supervisor shall: 

 

  1. Ensure that all assigned investigators follow the procedures as outlined in Section  

   6-A of this Directive.  

_____________________________________________________________________________ 

 
7. COMMANDING OFFICERS 
 

 A. Commanding Officers Districts/Units will: 

 

  1. Ensure that adequate supplies of the Law Enforcement Victims Rights Guide  

   (Victims Compensation Assistance Program claim form and Notice of Rights and  

   Services) are maintained and a sufficient supply are kept in stock in their respective  

   districts/units. Additional copies may be obtained from the Police Warehouse, 660  

   East Erie Avenue. 

 

  2. Ensure Victims Compensation Assistance Program posters are noticeably displayed  

   in the district for the public’s viewing. 

 

  3. Ensure the Victims Compensation Assistance Program brochures and claim forms  

   are accessible to the public within the district/unit. 

 

  4. Ensure monthly reports from the Victim’s Assistance Officers are prepared and  

   provided to the Victim Services Unit. 

 

 B. Commanding Officer, Police Academy, will: 

 

  1. Ensure instructions concerning the Victims Compensation Assistance Program and  

   basic crisis intervention techniques are made part of the recruit-training curriculum. 
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  2. Ensure all officers and employees are familiar with the Victims Compensation  

   Assistance Program. Ensure this information is included in trainee’s curriculum. 

 

 C. Commanding Officer, Accident Investigation District, will: 

 

  1. Ensure that all unit personnel dispense the Law Enforcement Victim’s Rights  

   Guide to every victim of a DUI incident.  If the victim is deceased or incapacitated  

   refer to Section 6-A-7.  

______________________________________________________________________________ 

 

8. EVIDENCE 
 
 A. Supervisor, Evidence Custodian will: 

 

  1. Ensure the prompt return of the victim and/or witness’s property if the District  

   Attorney’s Office determines that the evidence is no longer needed.  

   (PLEAC 4.5.1 (h)) 

______________________________________________________________________________ 

 
9. DISTRICT/UNIT VICTIM’S ASSISTANCE OFFICER’S (VAO)  
 RESPONSIBILITIES 
 
 A. The Victim’s Assistance Officer will: 

 

  1. Receive specialized training in Crime Victimization, basic crisis intervention  

   techniques, Pennsylvania’s Victims Compensation Assistance Program,  

   Dependable Access for Victim’s Expenses (DAVE), Ethics Awareness, and  

   Interpersonal Communication. 

 

  2. Be cross-trained in the duties of the Domestic Violence Officer. 

 

  3. Act as an on-going liaison with the Crime Prevention Officer, Victim’s Advocacy  

   groups, foot-beat officers, mini-station officers, Community Relations Officer,  

   Detective Division, Domestic Detectives, Domestic Violence Officer and other  

   district/unit Victim’s Assistance Officers. 

 

  4. Establish a network with the District Attorney’s Office and other existing Victim’s  

   Assistance providers. 

 

  5. Provide remedial and supplemental training of personnel assigned to their  

   district/unit and disseminate victim assistance related information and updates (e.g.,  

   changes in complaint procedures) to assigned personnel. 

 

  6. Respond to Women Against Abuse calls by providing support to the victims  

   requesting a copy of the police incident report (75-48D) and prepare roll call  

   complaints. 
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  7. Develop a partnership with Adult Protective Services (e.g., Philadelphia  

   Corporation for the Aging) in order to gain access to residents for interviews with  

   victims. 

 

  8. Prepare monthly reports on the number of Victim Compensation Claims submitted  

   and how many have been approved and/or denied.  

 

 B. Primary duties: 

 

  1. Obtain the signed “Receipt of Information” form from the Operations Room  

   Supervisor on a daily basis.  (PLEAC4.5.1 (b)) 

 

  2. Review Part One Sheets and 75-48 Incident Reports on a daily basis. 

 

  3. Enter all victims into District Victim Database. 

 

  4. Prepare Victim Assistance Package for all personal visits (e.g., hospital or home) to  

   include: 

 

   a. Copy of the Complaint or Incident Report (75-48) 

 

   b. Copy of the Law Enforcement Victims Rights’ Guide’s. 

 

   c. Financial Assistance for Victims of Crime brochure. 

 

   d. Crime prevention material related to the crime perpetrated against the  

    victim and/or witness, to include a brochure on the Pennsylvania SAVIN  

    system. 

 

   e. The name and phone number of the assigned investigator to the case. 

 

  5. Make contact (e.g., telephone, hospital and/or home visit) with victims of crime to  

   discuss rights of victim, services available to them, and to provide referrals to  

   appropriate agencies. 

 

   a. Make home visits to those victims who are unable to travel (e.g., elderly,  

    children, and victims seriously injured as the result of a crime). 

 

   b. Maintain a log of calls for those victims contacted by phone and ensure that  

    appropriate Victim Assistance Packages are mailed to those victims.  

 

    NOTE:   Homicide/SVU Victim Assistance Officers should ensure a family  

        member receives the Law Enforcement Victims Rights Guide in  

        homicide and sexual assault cases. 
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  6. Use basic crisis intervention techniques to provide immediate emotional support.  

   The three basic crisis intervention techniques are listed below: 

 

   a. Safety and Security – Address the safety and security needs of the victim,  

    witness, or intervenor by making sure their physical concerns are taken care of,  

    and ensuring their safety. 

 

   b. Ventilation and Validation – Allow the victim, witness, or intervenor to talk  

    about their feelings about what happened.  Validate their experience and  

    feelings by listening attentively with a non-judgmental demeanor. 

 

   c. Prediction and Preparation – Tell the victim, witness, and intervenor what will  

    happen in the near future by explaining the subsequent steps in the processing  

    of the case. 

 

  7. Advise the victim and/or witness about what to do if the suspect(s) threatens or  

   otherwise intimidates them. 

 

  8. Inform the victim and/or witness about the case number and subsequent steps in the  

   processing of the case. 

 

  9. Provide a telephone number that the victim and/or witness may call to report  

   additional information about the case, to receive information about the status of the  

   case and to call 911 in case of an emergency. 

 

  10. Explain the difference between restitution and compensation to victims up front. 

 

  11. Assist eligible victims in the application process for victim’s compensation by  

   completing the claim form on-line (preferred method) or on paper and mailed to the  

   Victims Compensation Assistance Program.  Encourage the victim to have  

   any bills and/or documents available when meeting with Victim Assistance Officer. 

 

   NOTE:   Information received from completed Victims Compensation Assistance  

       Program claim forms will be entered into the Dependable Access for  

       Victim’s Expenses (DAVE) system which will generate a claim number. 

       The Victims Compensation Assistance Program will assign a claim  

       specialist to the claim, and once eligibility is determined, a check list of  

       items needed will be sent to the victim and/or claimant. The checklist will  

       indicate the proper documentation required by the victim in order to  

       process their claim. 

 

  12. Documentation collected from the victim by the VAO will be faxed to the Victims  

   Compensation Assistance Program at 717-xxx-xxxx. 

 

 

 



 DIRECTIVE 4.14 - 11 

   NOTE:   Once the Victims Compensation Assistance Program claim form is  

       completed and submitted to program officials, along with supporting  

       documents, it will be the responsibility of the victim and/or witness to  

       follow-up on their claim or contact their VAO at the district/unit, or a  

       community victim advocate (agency name and number can be provided  

       by VAO), for further assistance. 

 

  13. Fax a monthly report to the Commanding Officer, Victim Services Unit, indicating: 

 

   a. Number of home visits. 

 

   b. Number of hospital visits. 

 

   c. Number of phone contacts. 

 

   d. Number of completed claim forms submitted to the Victims Compensation  

    Assistance Program. 

 

   e. Number of victims referred to secondary agency, which agency, and services  

    the agency provides. 

 

  14. Assist in ensuring that assigned investigators complete and return Police  

   Questionnaire forms when requested to: 

 

   Pennsylvania Commission on Crime and Delinquency 

   Victims Compensation Assistance Program 

   fax to (717) 787-4306 or mail to: 

   Victims Compensation Program, P.O. Box 1167, Harrisburg, PA  17108 

   Toll Free (800) 233-2339 or (717) 783-5153 

______________________________________________________________________________ 

 

BY COMMAND OF THE POLICE COMMISSIONER 
______________________________________________________________________________ 

 

______________________________________________________________________________ 

RELATED PROCEDURES Directive 3.9, Domestic Abuse and Violence 

        Directive 5.10, Police and Suspect Photographs 

        Directive 5.14, Investigation and Charging Procedures 

        Directive 5.17, Wanted Persons 

______________________________________________________________________________ 

PLEAC - Conforms to the standards according to the Pennsylvania Law Enforcement  

Accreditation Commission 
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                  PHILADELPHIA POLICE DEPARTMENT       DIRECTIVE 4.14 
 

APPENDIX “A” 

 
SUBJECT:   THE VICTIM SERVICES UNIT 
______________________________________________________________________________ 

 

1. BACKGROUND 
 

 A. The Victim Services Unit (VSU) was established in 2003, with the goal of providing  

  the highest level of service to victims of crimes in the Philadelphia area. The Victim  

  Services Unit’s primary responsibility is to notify every crime victim in the City of  

  Philadelphia of their rights and the services available. This task, which is mandated by  

  the Crime Victims Act, is accomplished through patrol officers and Victim’s Assistance  

  Officers (VAOs) assigned to each patrol district, Airport, Homicide Unit, and Special  

  Victims Unit. 

 

 B. The VSU will assist the VAOs by providing monthly training and referral resources  

  available to them throughout the city (e.g., counseling services, shelters, support  

  groups). The VSU serves as the police liaison between the Police Department  

  and various organizations (e.g, District Attorney’s Office and victim advocate  

  organizations). 

______________________________________________________________________________ 

 

2. PURPOSE 
 

 A. The Victim Services Unit is divided into three (3) sections: 

 

  1. Domestic Violence Section 

  2. Hate/Bias Crimes and Human Trafficking Section 

  3. Victim Service Section (all other victims) 

 

 B. The Domestic Violence Section will: 

 

  1. Support and train Domestic Detectives (DOM Teams) assigned to the Detective  

   Divisions and District Domestic Violence Officers.  

 

  2. Receive, monitor and distribute the Domestic Violence Incident Reports (75-48D)  

   according to Directive 3.9, Domestic Abuse and Violence, Section 8-A. 

 

  3. Provide community outreach by offering anti-violence presentations at schools and  

   community centers. 

 

 C. The Hate/Bias Crimes and Human Trafficking Section will: 
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  1. Act as the liaison between the Philadelphia Police Department and the Philadelphia  

   Human Relations Commission. 

 

  2. Track, file, and provide supplemental investigation of hate crime and bias  

   incidents. 

 

  3. Provide community outreach by offering anti-violence presentations at schools and  

   community centers. 

 

  4. Submit a  monthly “J” report listing hate crime incidents to the Pennsylvania State  

   Police. 

 

  5. Support the Human Relations Commission with conflict mediation between racial  

   and ethnic groups. 

 

 D. The Victim Service Section will: 

 

  1. Provide direction, training and support for district/unit Victim’s Assistance Officers  

   (VAOs) to share information, best practices, and address issues and concerns.  

 

   NOTE:   The VAOs duties include notifying crime victims of their rights, assisting  

       victims with application for compensation, providing referrals to  

       community agencies, providing support to all victims, and providing  

       guidance through the criminal justice system. 

 

  2. Collect monthly reports and records of district/unit VAO activity. Generate City- 

   wide report and distribute to all districts/units. 

 

  3. Serve as a back-up for district/unit VAOs. 

 

  4. Act as the liaison for the Philadelphia Police Department and coordinate activities  

   with various victim support groups (e.g. – National Crime Victims Week and  

   various victim study groups and taskforces). 

 

  5. Provide community outreach by offering training related to victims and victims  

   services. 

______________________________________________________________________________ 

 

3. PROCEDURE 
 
 A. The Commanding Officer, Victim Services Unit, will: 

 

  1. Ensure that all Police personnel are familiar with Crime Victims Act 

   by conducting periodic roll call training concerning the Crime Victims Act  

   and Victims Compensation Assistance Program. 
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  2. Convene Victim’s Assistance Officers, at least monthly, to provide necessary  

   training and services to perform their duties to include, but not limited to: 

 

   a. Crime Victimization  

   b. Basic Crisis Intervention Techniques  

   c. Pennsylvania’s Victims Compensation Assistance Program and Dependable  

    Access for Victim’s Expenses (DAVE) 

   d. Ethics Awareness 

   e. Interpersonal Communication 

   f. Victims Resources  

 

______________________________________________________________________________ 

 

BY COMMAND OF THE POLICE COMMISSIONER 
______________________________________________________________________________ 
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                  PHILADELPHIA POLICE DEPARTMENT       DIRECTIVE 4.14 
 

APPENDIX “B” 

 

 
SUBJECT:   THREATS AGAINST VICTIMS AND WITNESSES 
______________________________________________________________________________ 

 

1. PROCEDURE 
 
 A. Upon notification of a threat to a victim, witness, or a member of their family, a police  

  officer will: 

 

  1. Obtain as much detailed information as possible (e.g., type of threat, subject of  

   threat, information pertaining to the incident to which their family is a victim or  

   witness). 

 

  2. Notify a Patrol Supervisor to determine whether any immediate security  

   measures are necessary. 

 

  3. Prepare a Complaint or Incident Report (75-48) detailing all of the pertinent  

   information. 

 

  4. Notify the appropriate investigating detective division or unit. Explain any  

   security measures in place as a result of the complaint.  

 

  5. In cases where threats are made to victims, witnesses, or potential witnesses in a  

   homicide case or a special victims case, the respective unit will handle the  

   investigation of these threats.  

 

 B. The Assigned Investigative Unit or Detective Division will: 

 

  1. Immediately interview the victim and/or witnesses. Conduct necessary  

   investigations and relay this information to their immediate supervisor. 

 

   a. Make any additional security recommendations to the pertinent district/unit 

    supervisor.  

 

   b. When the subject has been a victim or witness at a hearing (e.g., trial, grand  

    jury) contact the District Attorney’s Office, Victim/Witness Unit, 3 South  

    Penn Square, 215-xxx-xxxx. 

 

  2. Determine if the threat is the result of a criminal proceeding. 

 

Issued Date: 06-20-14 Effective Date: 06-20-14 Updated Date:  



 

 DIRECTIVE 4.14 – 2 
                                                                                                              APPENDIX “B” 

 

   a. When the threat involves an arrest or investigation previously conducted by  

    the Philadelphia Police Department, notify the detective assigned to the  

    original case and obtain their assistance in assessing the threat. In the  

    absence of the investigator, notify the appropriate investigative unit supervisor.  

 

   b. When the victim or witness is involved in a federal or other jurisdiction case,  

    the appropriate agency will be immediately contacted in order to coordinate  

    the investigation. 

 

 C. The appropriate Detective Division or Unit Commanding Officer will: 

 

  1. Confer with the assigned investigator and determine if any additional action is  

   required. 

 

  2. Confer with the Commanding Officer or supervisor of the district of occurrence  

   regarding security measures implemented, if any, and the need for continued  

   measures, if necessary. 

 

  3. Notify the pertinent Chief Inspector of the detective division of occurrence and  

   provide the details surrounding the threats and any steps taken to ensure the  

   security of the victim or witness. 

 

  4. On a weekly basis, re-evaluate the security and confer with the district/unit  

   Commanding Officer who is providing the security. Additionally, advise the  

   Commanding Officer of the status of the investigation, as well as the completion  

   and cancellation of the security.  

______________________________________________________________________________ 

 

2. DUTIES AND RESPONSIBILITIES RELATING TO PROTECTIVE ORDERS  
 ISSUED PURSUANT TO CRIMES CODE §4954 
 
 A. Background – Crimes Code §4954 Protective Orders (Non-PFA) 

 

  Any court with jurisdiction over any criminal matter may, after a hearing and in its  

  discretion, upon substantial evidence, which may include hearsay or the declaration  

  of the prosecutor that a witness or victim has been intimidated or is reasonably likely  

  to be intimidated, issue protective orders including but not limited to the following: 

 

  1. An order that the defendant not violate any provisions of Chapter 49, subchapter  

   B of the Crimes Code entitled “Victim and Witness Intimidation” or §2709  

   (relating to harassment and stalking). 

 

  2. An order that a person other than the defendant, including but not limited to a  

   subpoenaed witness, not violate any provisions of Chapter 49, subchapter B  

   of the Crimes Code entitled “Victim and Witness Intimidation.” 
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  3. An order that any person described in paragraph (1) or (2) above maintain a  

   prescribed geographic distance from any specific witness or victim. 

 

  4. An order that any person described in paragraph (1) or (2) above have no  

   communication whatsoever with any specified witness or victim, except through  

   an attorney under such reasonable restrictions as the court may impose. 

 

 B. Crimes Code §4954.1 Notice on Protective Orders (non-PFA) 

 

  All protective orders issued under §4954 shall contain in large print at the top of the  

  order a notice that the witness or victim should immediately call police if the  

  defendant violates the protective order.  This notice shall contain the telephone  

  number of the police department where the victim or witness resides and where the  

  victim or witness is employed (i.e., 9-1-1). 

 

 C. Crimes Code §4955(b) Authority to Arrest for Violation of Orders  

 

  An arrest for violation of an order issued under §4954 may be without a warrant  

  upon probable cause whether or not the violation is committed in the presence of the  

  law enforcement officer. 

______________________________________________________________________________ 

 

3. DUTIES AND RESPONSIBILITIES RELATING TO DEPENDENCY COURT  
 PROTECTIVE ORDERS ISSUED BY THE COURT OF COMMON PLEAS OF  
 PHILADELPHIA COUNTY, FAMILY COURT DIVISION, JUVENILE BRANCH 
 
 A. Background 

 

  The Philadelphia Court of Common Pleas Family Court Division has been given  

  authority under the Juvenile Act, 42 Pa. C.S.A. §6301 and 6351 to ensure the safety  

  and promote the best interest of the child named in the case caption.  Dependency  

  Court actions are civil matters in nature and not criminal.  Nevertheless, the Judges  

  in these matters have full discretion to issue protective orders to protect any witness  

  or victim from threats or intimidation.  This includes, but is not limited to, family  

  members, neighbors, social workers, and child advocates (see Section 4 for a  

  sample of a Dependency Court Protective Order). 

 

 B. Authority to Enforce 

 

  Philadelphia Police Officers do not have the express authority to arrest without a  

  warrant on an individual who has violated a Dependency Court Protective Order.  

  However, violating such an order may amount to the crime of Intimidating a Witness  

  or Victim, 18 Pa. C.S.A. §4952.  Accordingly, when responding to any assignment  

  involving the violation of a Dependency Court Protective Order, officers shall follow  

  the procedures set forth in Section 1-A of this appendix.  
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______________________________________________________________________________ 

 

4. EXAMPLE OF DEPENDENCY COURT ORDER 
 

IN THE COURT OF COMMON PLEAS OF PHILADELPHIA COUNTY, 

FAMILY COURT DIVISION, JUVENILE BRANCH 

 
In the Interest of  : 

 

          D.P. #_______________________ 

 

_________________________________________ J. #:_________________________ 

 

Dependency Court Protective Order 
 

On the ________ day of _________________, 20__, it is hereby Ordered and Decreed that a 

Protective Order is entered, on behalf of _____________________________________________ 

_____________________________________________________________________________ 

Person(s)/Witness(es) to be Protected 

pursuant to the Court’s authority under the Juvenile Act, 42 Pa. C.S.A. §§6301, 6351 to ensure 

the safety and promote the best interests of the child named in the case captioned. 

It is Ordered that ___________________________________________________ refrain from 

any _________________________________________________________________________ 

Person to be Restrained 

contact directly or indirectly with the above-named person(s)/witness(es) to be protected (i. e., 

no telephone contact, no verbal contact, no third party contact, no eye contact, no written contact, 

and no physical contact) and to refrain from any and all intimidation personally or by family 

and/or friends. 

 

VIOLATION OF THIS ORDER MAY RESULT IN COURT ACTION INCLUDING A FINE, 
IMPRISONMENT, OR PROSECUTION PURSUANT TO THE PA CRIMES CODE §4952. 
 
This Order is valid until ___________________ (not more than one year from date of issuance.). 

 

 

(SEAL)      _________________________________________ 

Judge 

______________________________ 

    Court Clerk 

PARTY TO BE PROTECTED 
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                 PHILADELPHIA POLICE DEPARTMENT         DIRECTIVE 4.14 
 

APPENDIX “C” 

 

 
SUBJECT:  FAMILY ASSISTANCE SERVICES CENTER 
______________________________________________________________________________ 

 

1. PURPOSE 
 
 A. The City of Philadelphia, Office of Emergency Management (OEM), is responsible for  

  ensuring the readiness of the city for any emergencies, as determined by the Office of  

  Emergency Management. 

 

 B. The Office of Emergency Management is responsible for ensuring that a citywide  

  comprehensive plan currently exists for family assistance services. 

 

 C. The Office of Emergency Management will ensure standardized services are available  

  and be responsible for the activation procedures of a family assistance center. 

 

 D. DEFINITIONS 

 

  1. Family Assistance – Refers to enhanced services made available beyond standard  

   operating procedures. 

 

  2. Family Assistance Center (FAC) – A secure facility in a centralized location  

   established to: 

 

   a. Provide a private and secure place for families to gather, receive accurate and  

    timely information about the response and recovery, and grieve. 

 

   b. Relay information to victims’ families about missing, unaccounted for, and  

    deceased persons. 

 

   c. Supply basic resources such as food, mental health services, and first aid. 

 

  3. Friends and Relatives Center (FRC) - A temporary reception center established to  

   provide friends, family members, and victims with information and immediate  

   attention. This center will be utilized until a more permanent location (the FAC)  

   has been created to more effectively meet their needs. 

 

 

 

 

Issued Date: 06-20-14 Effective Date: 06-20-14 Updated Date:  
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 E. Not all incidents require establishing a physical FAC. General family assistance is  

  covered by standard operating procedures for small incidents (minor  

  displacement/limited loss of life).Emergencies requiring the activation of a FAC will be  

  determined by the Office of Emergency Management. 

 

  1. The following will likely trigger a FAC: 

 

   a. Mass Fatality 

   b. Building Collapse (mass fatality or entrapment) 

   c. Terrorism 

   d. Active Shooter 

   e. Transportation Accident 

______________________________________________________________________________ 

 

2. POLICY 
 
 A. It will be the policy of the Philadelphia Police Department to assist FAC operations  

  through the use of district/unit Victim Assistance Officers (VAOs) and Victim Services  

  Unit (VSU) personnel. VAOs and VSU personnel will be available, in the FAC, to  

  assist with FAC operations upon activation.  

 

 B. The Deputy Mayor of Public Safety and/or Deputy Managing Director for Emergency  

  Management (DMD-EM), along with the Executive Team, will determine family  

  assistance procedures based on need. This need will be based on any incident that has  

  been deemed a city emergency by the Office of Emergency Management. 

 

 C. FAC Activation – The City of Philadelphia may establish any combination of the  

  following: 

 

  1. Call center 

  2. Friends and Relatives Center (FRC)  

  3. Family Assistance Center 

 

   a. Primary FAC Functions: 

 

    1. Family registration /reception 

    2. Death notifications/Ante mortem data collection 

    3. Mental/Behavioral health support 

    4. Medical treatment 

    5. Security  

______________________________________________________________________________ 

 

3. PROCEDURE 
 
 A. Commanding Officer, VSU, will: 
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  1. Ensure the readiness of VSU personnel and all district/unit VAOs in the event a  

   FAC is activated. 

 

  2. Ensure that all VAOs and VSU personnel have been notified upon FAC activation. 

 

  3. Be responsible for tracking VSU personnel and all district/unit VAOs time and  

   hours worked during FAC activation. This will allow proper reimbursement from  

   the Antiterrorism Emergency Assistance Program (AEAP) fund which is designed  

   to help jurisdictions that are overwhelmed after an incident of mass violence or  

   terrorism. 

 

  4. Convene VAOs and VSU personnel, at least monthly, to provide necessary training  

   and services to perform their duties to include, but not limited to: 

 

   a. Crime Victimization  

   b. Basic Crisis Intervention Techniques  

   c. Pennsylvania’s Victims Compensation Assistance Program and Dependable  

    Access for Victim’s Expenses (DAVE) 

   d. Ethics Awareness 

   e. Interpersonal Communication 

   f. Victims Resources 

 

  5. Provide a current contact list of all VAO/VSU personnel to Police Radio and ensure  

   the list is updated as needed. 

 

 B. Police Radio will: 

 

  1. Maintain a list of contact numbers for all district/unit VAOs and VSU personnel  

   and make initial contact to the Commanding Officer, Victim Services Unit, upon  

   the activation of the FAC. 

 

   a. It will be the responsibility of the Commanding Officer, Victim Services Unit,  

    to ensure that all VAOs and VSU personnel have been notified upon the  

    activation of a FAC.  

 

 C. Victim Assistance Officers and Victim Services Unit personnel will: 

 

  1. Respond to the Family Assistance Center upon activation. 

 

  2. Be available inside the FAC to: 

 

   a. Act as additional support staff to The Department of Behavioral Health and  

    Intellectual Disability Services (DBHIDS). 

 

  3. Assist the Medical Examiner’s Office with interviewing the families and collecting  

   ante mortem data.  
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  4. Provide other support functions that include, but not limited to, call intake services  

   at City-established Family Assistance Call Center, death notification, and/or  

   supplemental support. 

______________________________________________________________________________ 

 

BY COMMAND OF THE POLICE COMMISSIONER 
______________________________________________________________________________ 


