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I. PURPOSE   
  

This directive establishes guidelines and reporting responsibilities when victims and 
witnesses of crimes have been affected by a criminal act. 
 
The purpose of this directive is to assist departmental personnel when providing services 
to victims/witnesses of the campus community.  The department’s victim witness 
assistance program goes beyond the financial aspects of victimization and deals with the 
emotional side of crime including the feelings of isolation, anger, fear, and confusion.  
Crime victims’ and witnesses’ needs are not always adequately met.  This program 
provides immediate assistance, day or night, in the form of counseling, companionship, 
transportation, food, shelter, clothing, or other emergency services needs through 
partnerships with a variety of state, city, county, university, and other local support 
organizations.  The program provides follow-up care by identifying and contacting those 
agencies and resources that are needed. When victims and witnesses of crime have been 
affected by a criminal act resulting in the death or injury of a family member or friend, 
the loss of personal effects, or by the witnessing of a criminal act, it is important that they 
receive timely and appropriate assistance to address emotional stress.  
 

II. POLICY 
  

The California State University, Northridge Police Department will treat victims and 
witnesses with fairness, dignity and compassion.  To ensure full support for victims, the 
Police Department follows guidelines furnished in the Constitution of the State of 
California, Victims’ Bill of Rights. 
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III. DEFINITIONS 

 
A. Single Point of Contact: A specific person, position, organizational component, or 

phone number. 
 
B. Victim: A person who suffers physical, emotional, or financial harm as the direct 

result of a specified crime committed upon his/her person or property.  Any of the 
following constitute a specified crime: all felonies and all misdemeanor crimes 
against the person.  Also regarded as victims are: 

 
1) A spouse, child, parent, or legal guardian of a minor, and 
2) A spouse, child, sibling, parent, or legal guardian of a homicide victim. 

 
The definition excludes the perpetrator, accomplice, or any other person involved in a 
crime. 

 
C. Victim Advocate:  A person authorized by the department to assist victims in special 

ways and/or a person specially trained to assist victims of crimes with support 
services.  As stated in Policy/Procedure 03-S.O.001 (Sexual Assault Response and 
Investigation), the department’s advocate is the Special Assistant to the Chief of 
Police. 

 
D. Witness:  A person who, as determined by the law enforcement agency, has 

information or evidence relevant to the investigation of a specified crime.  All 
victims are witnesses. 

 
IV. PROCEDURES 

 
A. Victim/Witness Needs Analysis 

 
The Detective Sergeant, Special/Sensitive Crimes Unit, in consultation with the 
Special Services Captain, will analyze victim/witness program assistance needs and 
available services annually.  The analysis should include a review of CSUN police 
reports, the annual UCR and CSUN Clery Act reports, and LAPD - Devonshire crime 
statistics to chart crime trends at CSUN and research additional resources, if any, for 
victims.  Upon completion of the analysis, a written report of findings will be made 
to the Special Services Captain and Chief of Police. 
 

B. Implementation and Delivery of Victim/Witness Assistance Services by Agency 
Personnel 
 
1) The Detective Sergeant, Special/Sensitive Crimes Unit, shall track services and 

information.  Field officers and/or supervisors will provide victims with forms, 
information and personal interaction on a 24-hour basis. 

2) The Records Administrator, in consultation with the Investigations Unit, will 
ensure that all forms and information are made available to both the officers and 
victims. 

3) The Detective Sergeant, Special/Sensitive Crimes Unit, will ensure that the 
Investigations Unit maintains an updated list of social service agencies and shall 
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supervise the implementation of the department’s victim and witness 
services/program. 

4) The department’s Training and Professional Development Coordinator will 
coordinate related victim/witness assistance training.  Training shall include in-
service, specialized courses, and the Field Training Program. 

5) The Detective Sergeant, Special/Sensitive Crimes Unit, will coordinate the 
Investigations Unit’s efforts in maintaining liaison with the District Attorney’s 
Victim-Witness Office; The City Attorney’s Victims Assistance Program; the 
State Attorney General’s Office; and the California Department of Justice on 
available services. 

6) The Investigations Unit, under the coordination of the Detective Sergeant 
Special/Sensitive Crimes Unit, will serve as liaison to both government and 
community based victim/witness services to identify appropriate resources for 
victims needing immediate emergency assistance as a result of domestic 
violence, dating violence, stalking, sex crimes, workplace harassment, child/elder 
abuse, or other related crimes.  Resources will include referrals for counseling, 
emergency housing, temporary restraining orders, safety plan information for 
victim(s), co-workers, friends, and family members as needed, and contacts with 
government support programs such as the District Attorney’s Victim-Witness 
Assistance Program, Family Violence Project, the City Attorney’s Victim 
Assistance Program, and the National Center for Missing and Exploited Children. 

7) Three safety plan templates (Extreme/High Risk, Elevated Risk, and Domestic 
Violence Risk) have been developed for Threat Assessment Investigators, two of 
which (Elevated Risk and Domestic Violence Risk) are authorized for use by 
patrol personnel in the course of their work.  All safety plans are to be personally 
crafted for the protectee given the unique set of circumstances and provided the 
protectee in person.  Should an exceptional circumstance exists whereby the 
protectee is not available to meet in person, the Captain of Special Services shall 
be contacted for approval to send the safety plan via fax or email, after which the 
plan must be immediately discussed with the protectee via the telephone.  If the 
safety plan is sent electronically, a date/time is to be set with the protectee to 
review the plan in person as soon as reasonably possible (i.e., upon their return to 
campus or drive to their residence if they reside in a close proximity to the 
university).  Only trained Threat Assessment Investigators may issue an 
Extreme/High Risk safety plan.  Issued safety plans shall be documented within a 
related RIMS report with an email sent by the reporting officer/investigator to the 
Threat Assessment Manager (Captain of Special Services) and Threat 
Assessment Unit Supervisor (Detective Sergeant – Special/Sensitive Crimes 
Unit) verifying that a safety plan was issued.  The Threat Assessment Unit 
Supervisor shall follow-up with the protectee within 24 business hours of the 
issued safety plan. Safety plan templates may be found electronically on the 
“P:Police\Data\Forms” server or in hardcopy within the report writing document 
slots in the DPS first floor hallway. 

8) The assigned Police Officer is responsible for providing all victims and/or 
witnesses with a CSUN Department of Police Services “Law Enforcement 
Information for Victims and Witnesses of a Crime” brochure referencing the 
investigating officer’s name and badge number, police case number, and where 
appropriate, furnishes basic information (re: a contact person, telephone numbers, 
victim assistance programs, medical treatment, counseling, victim advocacy, case 
status, and information regarding subsequent steps in the processing of the case, 
to include the criminal justice/prosecutorial process). 
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a) Police Officers’ demeanor in processing the case must be reassuring to 

victims and witnesses, treating them with fairness, dignity, and 
compassion.  Victims and witness are to be advised by the investigating 
officer that follow-up will be provided to all victims/witnesses where 
appropriate or at their request.  

b) In accordance with Section 6254 of the Government Code, the victims of 
all sexually related crimes will be given the option by the investigating 
officer(s) of not having any personal information released (Appendix A - 
Request of Confidentiality of Information).  The victim must sign the 
completed form, unless the victim’s medical condition makes it 
impossible for him/her to sign.  The investigating officer, in rare 
instances, may sign the form for the victim.  In all cases where the victim 
refuses to sign the form, the investigating officer will note such refusal in 
the police report.  Once the form is completed, the report will be 
provided to the records coordinator who will affix the form as a cover 
sheet to the police report and ensure that it is scanned into the applicable 
RIMS report under Appendices.  In addition, the investigating officer 
shall list the victim as a Confidential Person within the RIMS system.  
The signed form and RIMS notation will immediately alert persons 
handling such a report that the victim does not want his/her personal 
information released.   

c) If reasonably possible, the victim of a sexual assault (so long as they are 
a University Park or Village resident) is to be provided with information 
by the investigating officer concerning alternative living space that is 
potentially available through the university residential life department.  

d) The investigating officer shall notify victims of violent crimes of the 
California State program entitled “Victims of Violent Crime Program” 
and the provisions of Government Code Section 13959 et. seq., advising 
them of the benefits provided them in California law, which includes the 
receipt of restitution for the pecuniary loss they suffered as a direct result 
of the crime.  Penal Code section 13897 establishes provisions for 
resource centers to provide services to crime victims.   Generally, a 
victim will have a period of one year in which to file a claim with the 
State of California as specified in Government Code section 13961(c). 

e) Investigating officers shall ensure they provide victims of violent crimes 
with the Los Angeles County District Attorney’s Office “Victims – 
Know Your Rights” brochure detailing Victims’ Rights, Marsy’s Card 
and Resources pamphlet, the District Attorney’s Victim-Witness 
Assistance Program, and Los Angeles County Victim Centers.  In 
addition, victims of violent crimes who express their desire to seek 
assistance allowed by California law shall be given an application form 
as required by Government Code section 13968(c).  The State of 
California website link to the application is 
http://vcgcb.ca.gov/VCApp.htm.  Distribution of this brochure and/or the 
State Victim of Violent Crime Application (Appendix B) shall be 
documented within the officer’s RIMS report.  The officer’s shift 
supervisor shall review the report to ensure that the investigating officer 
has complied with the law. 

f) The Police Officer or Sexual Assault Investigator assigned to the case 
will serve as the primary contact for the victim/witness to report 

http://vcgcb.ca.gov/VCApp.htm
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additional information regarding their case, unless otherwise assigned by 
the Detective Sergeant, Special/Sensitive Crimes Unit. 

g) The victim/witness will be instructed to call one or all of the following to 
obtain additional victim/witness services during the investigation process 
or to request information regarding additional support services:  the 
California State University, Northridge Department of Police Services 
Investigations Unit at 818-677-3826/3901; the Department’s rape crisis 
advocate at 818-677-7922; the 24-hour non-emergency business line 
(818-677-2111) if the need arises for assistance after normal business 
hours (Monday through Friday 8 a.m. to 5 p.m.); or the Los Angeles 
District Attorney’s Office at 818-898-2406.  After normal business 
hours, the shift supervisor will perform, or cause to have performed, 
liaison duties and to arrange for emergency victim services as required.  
If the case has already been forwarded to the Investigations Unit for 
follow-up investigation, the investigator assigned to the case will be 
contacted immediately.  If he/she is not available, the Detective Sergeant, 
Special/Sensitive Crimes Unit, will determine a course of action 
regarding the requested or needed assistance. 

h) If additional services are needed or requested, the victim will be provided 
with information regarding the Los Angeles County Victim Witness 
Assistance Program for support services, (e.g., medical and funeral 
services, lost wages, transportation), and victim/witness advocacy other 
than Strength United (formerly The Valley Trauma Center). 

 
9) By request, the Investigations Unit will assist with the initial scheduling of 

appointments with the Los Angeles County Victim Witness Assistance Program, 
Strength United and/or identification of alternative referral services including 
basic California State University, Northridge sponsored resources such as the 
Women’s Resource Center and Student Health Center.  A referral to Counseling 
Services will be provided to the victim of a sexual assault (264.2 P.C.) or other 
violent crime if the victim so desires. 

10) The department’s services and telephone numbers are available to the 
victim/witness from the Dispatch Center on a 24 hours, 7 days a week basis. 

11) A victim/witness will be provided oral instructions on obtaining a copy of the 
police report through the records unit, if requested or desired.  The officer will 
explain confidentiality policies (per California Penal Code 841.5) relevant to the 
victim and ensure they are aware of and understand the Department’s 
Confidential Victim of Sex Crimes or Violence Waiver.   

12) The department will provide information on Crime Prevention and 
victim/witness assistance in the federally mandated Crime Awareness and 
Campus Security Act Report (Clery Publication) via referral to the department’s 
website and/or hard copy version or by contacting the Community Relations Unit 
at 818-677-7922.  Additional information on victim/witness services will be 
included in presentations and new employee/student orientations, and emergency 
alert bulletins to the media, campus community and the public when appropriate. 

13) The department will investigate and provide victim/witness services for all Title 
IX and Violence Against Women Reauthorization Act (VAWA) incidents.  
Under Title IX of the Education Amendments of 1972, 20 U.S.C §§1681 et seq., 
and its implementing regulations, 34 C.F.R. Part 106, discrimination on the basis 
of sex in education programs or activities is prohibited.  Title IX requires the 
university to take immediate action in assisting victims/witness with eliminating 



6 
 

  

incidents of harassment/violence, preventing its recurrence, and remedying its 
effects.  Under VAWA, colleges and universities are required to maintain 
institutional policies that provide victims the following:  victims' option to, or not 
to, notify and seek assistance from law enforcement and campus authorities; 
victims' rights and institutional responsibilities regarding judicial no-contact, 
restraining, and protective orders issued by a state, federal, or tribal criminal or 
civil court; and how the institution will protect the confidentiality of victims and 
other necessary parties.  In accordance with VAWA and CSU Executive Order 
1095, officers shall provide victims of sexual violence with a written explanation 
of his or her rights and options.  Officer(s) investigating a Title IX and/or VAWA 
incident shall refer to department policy 02-S.O.-001: Sexual Violence Response, 
Investigation, Title IX, and VAWA Response for specific victim response and 
assistance requirements. 

 
C. Appropriate Assistance  

 
The Police Department will provide appropriate assistance to any victim/witness who 
has been threatened, intimidated, further victimized, or has a credible reason for 
fearing intimidation or victimization.  All services will be coordinated with the 
reporting jurisdiction/agency.  In the event that a victim/witness aids a suspect 
accused of a crime, the Investigations Unit will review the level of aid and may, as a 
result, curtail victim/witness services. 

 
1) “Appropriate assistance” is determined by the resources available to the agency 

and, if possible, is commensurate with the danger and degree of risk faced by the 
victim/witness.  This may include but is not limited to, an escort to their vehicle, 
home, or to a “safe house,” relocation of work site, security and safety 
assessment of work site and home (part of the safety plan), employer notification, 
or (based on risk and endangerment) assistance with enrollment in the Los 
Angeles County District Attorney’s Office Witness Protection Program.  Threat 
assessments are the responsibility of the Investigations Unit. 

2) Dialing 911 on campus provides victims/witnesses with immediate emergency 
assistance at any time, 24 hours a day, 7 days a week. 

 
D. Follow-up Investigation 

 
During the investigation process, the officer assigned or a designated detective within 
the Investigations Unit will maintain contact with the victim/witness.  The following 
assistance will be provided to the victim/witness during the follow-up investigation: 

 
1) Re-contacting the victim/witness periodically to determine if his/her needs are 

being met in cases where the crime or the impact of the crime on the victim, in 
the opinion of the Investigations Unit, is unusually severe and has triggered 
additional need for support services.  Re-contacting will generally occur via 
written correspondence or telephone, as deemed appropriate by the officer or 
investigative staff.  All telephonic re-contact with the victim will be documented 
in a supplemental report within the RIMS System.  Copies of written 
correspondence to the victim will be placed in the case file. 

2) Providing explanation, to victim/witness, of the procedures involved in the 
prosecution of their case and their role in those proceedings, as long as it is not 
an endangerment to the successful prosecution of the case.  
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3) Scheduling photo line-ups, interviews, and other required appearances at the 
convenience of the victim/witness and, at the discretion of the investigator, 
providing reasonable transportation. 

4) Returning promptly a victim’s property which was taken as evidence, if feasible 
and where permitted by law or rules of evidence (except for contraband, disputed 
property, and weapons used in the course of the crime). 

5) Providing a victim advocate, if needed, via a contact number to the Victim 
Witness Assistance Program. 

 
E. Arrest of Suspects 

 
Victim/witness services to be rendered upon arrest and during post-arrest processing 
of the suspect include: 

 
1) Officers who arrest a subject shall work with the Investigations Unit to ensure 

that the victim is notified that an arrest has been made. 
2) The victim/witness will be advised of the charges and custody status of the 

arrestee.  
3) The victim will be notified of the court date, time, and location of the 

arraignment/trial. 
4) The victim will be provided a Los Angeles County Victim Information & 

Notification Everyday (VINE) form, (Appendix C), with the Inmate’s name and 
booking number.  VINE is a free, 24-hour telephone service that allows victims 
to check on the status of inmates in custody within the Los Angeles County jail 
system and to register for automatic notification when an inmate is released or 
transferred.  The Los Angeles County Sheriff’s Department link to VINE 
Program information is:  http://www.lasd.org/lasd_services/vine.html 

 
F. Next-of-Kin Notification 

 
1) Public Citizen Notification 
 

a) If a citizen becomes seriously ill or injured, or another emergency occurs 
within this department’s jurisdiction, next-of-kin notification in person is 
preferred, but notification by telephone is permissible.  The following 
information should be provided: 

 
i) Brief, accurate account of the injury or illness to include date, 

time, and location of occurrence, and the name, address, and 
telephone number of the medical facility where the victim is 
located. 

ii) If criminal activity is involved, investigative information 
should not be disclosed other than whether an arrest was made.  
The next-of-kin should be provided with the name, rank and 
work telephone number of the investigator in charge of the 
investigation. 

 
b) If the incident involves the death of a California State University, 

Northridge student, the Chief of Police or her/his designee shall be 
contacted as soon as possible.  The Chief will determine who in the 
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University administration will be notified and who will make the 
notifications.   

 
Upon the death of a CSUN student, the Chief will notify the Office of the 
Vice President for Student Affairs, who shall provide for the 
coordination and implementation of actions that are appropriate to the 
circumstance of the reported death as per University Policy.  The Vice 
President for Student Affairs shall notify the University President, all 
Vice Presidents, appropriate academic dean(s), Chief of Police (if 
reported from an external person or entity), Director of Counseling 
Services, and the Director of Public Relations and Strategic 
Communications.  All notifications made by University Police personnel 
will be documented in the RIMS incident report narrative. 

 
i) Death notifications made by University Police will be made to 

the next-of-kin or guardian in person whenever possible, and 
only in consultation with the Los Angeles County Coroner’s 
Office.  If the next-of-kin resides outside a reasonable vicinity of 
the university, notification by a law enforcement agency or a 
CSU police agency where the next-of-kin resides is preferred. 

ii)   The notification should be done in private, unless the presence of 
other persons seems advisable.  Other persons may include 
another family member, close friend or clergy. 

iii)  Notification will not include details of a criminal investigation 
other than if an arrest was made.  A family’s request for 
information will be forwarded to the investigator in charge. 

 
2) Police Department Employee Notification 

 
a) The on-the-job death or serious injury of a Police Department employee 

will be immediately reported to the Chief of Police. 
b) The Chief of Police or designee will be responsible for the next-of-kin 

notification. 
c) Department employees will be notified of the incident by a supervisor 

during shift briefing and other appropriate means for non-sworn staff. 
d) The department will hold a debriefing session within a short period, not 

to exceed 48 hours, with employees directly involved in the incident. 
Counseling will be made available immediately, and will be encouraged 
for these individuals. 

e) The California Peace Officers’ Association Line of Duty Death 
Notification System Handbook will be utilized as a guide for 
victim/witness assistance services to be rendered to department personnel 
and their families following line-of-duty deaths and serious injuries. 
[http://www.cpoa.org] 

f) The Chief of Police or his/her designee will notify the Chancellor’s 
Office and Systemwide Police Coordinator of the incident as soon as 
possible as per CSU protocol. 

 
G. Generally the victim will have a period of one year in which to file a claim with the 

state of California. (Government Code Section 13961). 
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H. In order to ensure compliance with state law, Investigations Unit staff reviewing 
reports involving victims of violent crime will ensure that the following categories of 
reports and all supplemental reports are forwarded to Victim Services in each county 
for appropriate notification follow-up. 

 
187 P.C.   243.4 P.C.   288 P.C. 
203 P.C.   245 P.C.   289 P.C.   
207 P.C.   261 P.C.   20001 P.C. 
209 P.C.   273(d) P.C.   23101 P.C. 
211 P.C.   273.5 P.C.   23153 P.C. 
242 P.C.   285 P.C. 

 
V.         APPENDICES 

 
A. Request for Confidentiality of Information 
B. Application for Crime Compensation 
C. Victim Information & Notification Everyday (VINE) Form 
D. California Attorney General’s Office “Marsy’s Card and Resources” 
 

VI. REFERENCED BROCHURES 
 

A.    Los Angeles County District Attorney’s Office “Victims: Know Your Rights” 
B. California State University, Northridge Police Department “Law Enforcement 

Information for Victims and Witnesses of a Crime” 
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APPENDIX “A” 
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APPENDIX “B - page 1” 
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APPENDIX “B - page 2” 
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APPENDIX “B - page 3” 
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APPENDIX “B - page 4” 
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APPENDIX “C - page 1” 
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APPENDIX “C - page 2” 
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   APPENDIX “D” 
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