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Congratulations! 
Your career as a CAC director will likely be one of the most rewarding and most 

challenging jobs you have ever had.  Rewarding because you get to see the 

incredible impact a CAC can have on child victims and their families and the larger 

community.  Challenging because you are working with a team that represents 

partner agencies with their own rules, cultures, and mandates.  This handbook is 

designed to help you as you navigate your first month as a CAC director.  

Day One 

It is not possible for you to know everything on Day 1, so, give yourself a 

break!  You may have seasoned staff to rely on.  Don’t forget your staff, 

Board of Directors and multi-disciplinary team may know more about your 

CAC than you do.  Talk with them about your CAC, procedures and anything 

else you need to know.  If you are operating under an umbrella organization 

or for a hospital or public entity, there is an administrative structure in place 

that will help you navigate those systems.  

Traditionally, new Executive Directors need at least one year, and maybe more, to 

feel they have a good grasp of the operations. It takes at least one annual cycle to 

understand the flow of things.  Try not to get overwhelmed and remember to 

breathe! 
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Check List for Month 1: 

History and Mission 

 Learn about the history of your organization.  Who were the original 

drivers and champions?  Were there stumbling blocks and if so, how 

were they overcome?  Are there current challenges that need to be 

addressed?  

 Make sure you know your agency's mission and when it was last 

reviewed.  Your mission statement is the filter through which many 

decisions are made.  Does your mission statement match the current 

operations of your agency? 

 Become familiar with your governing documents. If you are a non-

profit, these include bylaws and articles of incorporation.  You will also 

want to find the IRS letter with your 501(c)(3) designation and, if 

applicable, your charitable registration information with your state.   

Your state may require that you file a form annually to keep your 

charitable status current.  Find the last report filed and make a note of 

the date for renewal.  There is a table in the back of this handbook 

where you can record important dates.  
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Working with Boards and Governing Bodies 

By law, nonprofit organizations must have a board of directors that provides 

governance and oversight of the organization.  If you are under an umbrella or 

hospital, you may not be interacting directly with the board, but you should 

understand who is on it and how they operate.  If you are a publically operated 

CAC, you may have a Friends of the CAC group that raises money for your 

organization.  Although this is a separate nonprofit, you will be interacting with 

them at some level.  

You may have met some or all of your board of directors as part of the hiring 

process.  Set an appointment with your board chair to talk about the structure of 

the board, the committee structure, and the culture of the board.  How did the 

board interact with the previous director?  Who do you report to? Is there a 

review process? Who do you contact with questions? Get some tips on how to 

best work with the board.   

Some other questions to consider:  

 What, if any, committees exist, and how active are they?  

 Are there other governance or advisory groups/boards that are 

connected to the CAC? 

 How are new board members brought on to the board?  

 Are there job descriptions for board members? 

 Is there a strategic plan? How is it being monitored and evaluated? 

 Read the board minutes from the past year. 
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Who is on your Board/Governing Body? 
Fill out this chart and keep it as a handy reference guide. Does a board member 

represent a partner agency, a local business, or other organization?  

Name Represents Position/Committee Contact info 

  Chair  

  Vice Chair  

  Treasurer  

  Secretary  

    

    

    

    

    

    

    

    

    

    

 

You may want to expand the chart to include term dates or other pertinent 

information.  
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The Role of Executive Director and the Role of a Board 

Member 

There can sometimes be confusion about the roles played by the director and the 

board.  This chart explains the different roles:  

Area Board Executive Director 

Long term goals (1 year +) Approves Recommends and provides 

input 

Short-term operational goals 

(less than 1 year) 

Monitors Establishes and carries out. 

Day to day operations No role Makes all management 

decisions 

Budget Approves and assumes 

fiduciary responsibility 

Develops, recommends and 

monitors 

Capital purchases Approves Prepares requests 

Decisions on building, 

renovations, leasing, 

expansion. 

Makes decisions, assumes 

responsibility 

Recommends and signs 

contracts if they have been 

given authority. 

Purchasing supplies None Purchases according to 

agency policy and maintains 

an adequate audit trail 

Major repairs Approves Obtains estimates and 

prepares recommendation 

Minor repairs Approves policy that 

determines financial limits for 

director's discretion 

Obtains estimates and 

oversees work done.  

Cleaning and maintenance No role Set up schedule 

Fees Adopts policy Develops a fee schedule 

Billing, credit collections Adopts policy Proposes policy and 

implements 
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Area Board Executive Director 

Hiring of Staff No role Makes recommendations 

Hiring of Executive Director Solicits applicants, screens, 

interviews and hires 

No role for outgoing director  

May assist in distributing 

solicitation 

Staff deployment and 

assignment 

No role Establishes assignments and 

schedule 

Terminate staff No role Makes final termination 

decisions 

Staff grievance Approve grievance policy 

Only intervene if grievance 

involves Executive Director 

Process and resolve grievance 

per policy 

Personnel policies Adopts Recommends and administers 

Staff evaluation Evaluates Executive Director Evaluates other staff  

 

Boards do not: 

Approve individual bills for payment 

Involve itself with the day-to-day operation of the organization 

Hire, evaluate, or fire staff other than the Executive Director 

Operate as individuals in attempting to provide direction to the Executive Director 

Boards do: 

Ensure healthy governance 

Supervise and support the Executive Director 

Ensure financial stability 

Lead strategically 

Act as stewards of the agency on behalf of the community 

Act as ambassadors for the organization in the community 
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Budget and Financial Concerns 

 Review your budget.  Where does your funding come from and what 

are your reporting requirements?  Make a note on your calendar of 

approximate dates for grant applications and of the reporting dates.  

Compile a list of deliverables from your grants and contracts and look 

at the system in place to track progress toward meeting them.  Read 

prior reports to see what progress has been made toward meeting 

your goals and objectives. 

 Add the funding agencies, program managers and/or other contract 

managers to you contact list.  Call them and introduce yourself, and if 

possible set up a time to talk further about their relationship with your 

agency and its funding.  

 Make an appointment to meet with the treasurer of your board of 

directors to review the budget and audit. Find out how the budget is 

developed and approved.  Ask how much independence you have with 

the budget (i.e., movement between categories and spending limits 

without board approval). Find out how you should communicate 

changes in funding needs.  

 Find out who does your bookkeeping and review the financial policies 

with them.  Depending on the size of your organization you may have 

a finance person in house or may contract that out.  Make an 

appointment to sit down with that person and learn more about your 

financial system. If it is a very small agency, and you are doing the 

bookkeeping, make sure you understand about separation of duties 

and internal controls.  Your auditor can help you with that.  

Ask about the process for bills to be paid on a timely basis. Find out if 

there is a set schedule for payments including payroll, payroll taxes, 

and items like workman's compensation.  

 Are liability, professional, and D&O (Directors & Officers) insurance in 

place?  Contact your insurance agent and find out how often they are 

updated and renewed.  Are the coverage amounts adequate to meet 

funders' requirements? 
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 Find out who does your annual audit and how often it is done.  If you 

have a small budget, your agency may do a financial review instead of 

a complete audit. Review your most recent audit or financial review.  

If there were any management findings or suggestions by the auditor, 

check to see if policies or practices were changed or updated. Call and 

introduce yourself to the auditor.  
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Policies and Procedures 

 Is there a policy and procedures manual?  When was it last reviewed? 

Familiarize yourself with current policies and procedures.  Does your 

CAC have written policies and procedures?  If written correctly, your 

policies and procedures should tell you how your CAC operates.  These 

should be dynamic documents and revised regularly, as your needs 

change.  Review your policies and procedures to make sure they 

reflect current practices in your agency and have been updated to 

meet local, state and federal laws and other requirements from state 

and federal funders. Samples of policies that should be in place 

include: 

 Personnel 

 Financial 

 Whistleblower 

 Social Media 

 Travel 

 Conflicts of Interest 

 Background checks for staff and volunteers 

 Document retention and destruction 

 Critical incidents 

 Communications 

 Public policy 

 Multidisciplinary Team Protocols 

If there are things that need to be updated, make a note in the manual and 

on your calendar to make updates as needed.  If there isn't a manual, start 

compiling the information you will need to put one together.  
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You can find  examples available in the SRCAC Director's Toolkit, on the 

Internet, through posting on the NCA listserv, through the Regional CACs, 

your Chapter, or from your accountant/bookkeeper.         
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Working with Your MDT 
Your Multidisciplinary Team is the foundation of the CAC.  As a CAC director, part 

of your job is making sure that all of your partner agencies are participating and 

engaged.  Review the Multidisciplinary Team Standard and determine how your 

team is meeting that standard. Some things to find out include: 

 Who is part of the MDT?  Are there people who need to be on the team but 

aren't and are there people that do not have a clear role on the team but 

attend anyway? 

 How do people come on to the team and is there an orientation process? 

 Who facilitates the case review meetings?  

 What have been the successes and challenges for the team? 

 How does communication with the MDT occur? 

 How do team members provide feedback to the CAC?  Are they part of the 

on-going planning for the organization? 

 Are there training needs that have been identified?  How do team members 

receive information about training events? 

 How are cases tracked though the process? 

 Do you have a, signed MOU with your current partner agencies?  

When was it last reviewed?  Find out what the practice has been to 

review and update your MOU.  Make a note on your calendar to begin 

the process of updating your MOU at least 6 months before its review 

date. These should be living documents that are reviewed and 

approved every 2 years or more frequently as needed.  Make an 

appointment now with each of the signers of the document to get 

acquainted and learn more about their organization and how it works 

with your CAC. Meet and greets with your key stakeholders when you 

don’t need to ask for something are very helpful in building your 

relationships with your partner organizations. 
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Supervising Staff 

The staff at your CAC are the folks who help create the climate and culture of your 

organization.  They are the face of your organization for the families that come to 

your center.  As a director, it is important to know who's who and who does what. 

Some things to check on: 

 Is there an organizational chart and is it up to date?  Who reports directly 

to the Executive Director? 

 Is there a management team and if so, how do they communicate and 

collaborate with each other? 

 How do people generally communicate with each other and with the 

director? 

 Are the staff job descriptions up to date? 

 Are there personnel files and if so, are they up to date?  Are there 

evaluations that need to be completed or pay adjustments that are due? 

 How long has each person been in their job?  Are there training needs that 

have been identified? 

 Who is responsible for equipment and building purchases?  Who purchases 

office supplies?  

 How does the system of internal controls for processing funding work? Is 

there proper separation of duties? 

 Who has keys to the building and how is it secured upon leaving? 

 Is there a list of all staff passwords for computers and other secure 

equipment? 

Keep in mind that any change in leadership ripples through the organization and 

alliances shift.  People can feel a little unsettled during this process.  Your job is to 

provide the leadership that ensures people feel like they have solid ground under 

their feet.  
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Your Physical Location: A quick checklist 

Review the Child Friendly Standard in the NCA Standards for Accreditation 

Take a walk through the center.  

 Is it clear of clutter and physically safe (no cords that can be tripped over, 

outlet covers are in place)? 

 Is it warm and welcoming to all members of your community?  What are 

the things that you notice that tells you this is true or not true? 

 Is the space developmentally appropriate for all ages? 

 Is it accessible for people with disabilities (mobility, vision, hearing, 

development)? 

 Is it centrally located and easily accessible by bus or car? 

 Is it centrally located for your team members?  Is there a place to observe 

interviews? 

 Are there separate places for families to meet so they are not sharing a 

waiting room? 

 Is it psychologically safe?  Are there policies that  prevent offenders from 

being in the building?  Is there a degree of privacy so people feel a sense of 

confidentiality? 

 Is there someone that watches the children and families at all times? 

If your board members have not been to the center, invite them for a walk-

through.  

Make a list of things that may have to be updated, added or deleted and create a 

plan to address those items.  Talk to staff and team members to get their input 

and find out what has been done in the past and if things were planned for the 

future. 
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Community Partnerships 

In addition to your MDT partners, the CAC may be involved in outreach to the 

larger community.  Some things to examine are: 

 What types of outreach does the center do with the larger community? 

 Is there a cultural competency plan in place to ensure outreach to 

underserved populations and is it being implemented and evaluated? 

 What type of training does the CAC provide in the community?  Does the 

agency do prevention education? 

 Does the board participate in community events? 

 Has the CAC participated in state Chapter activities and trainings? 

 Was the previous director involved with any community groups or 

committees related to the work of the CAC? 

 What commitments have been made to community groups or funders that 

need to be carried out in the next 6 - 12 months? 
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Fundraising 

Your agency or program may rely on fundraising to meet its budget each year.  

Find out the amount of the budget is dependent on fundraising.  Is there a 

fundraising plan that ensures a diverse funding base and that has been approved 

by the board of directors?   

When do these types of funds typically come in to the agency? 

What types of fundraising has been done in the past and how successful has it 

been?  Does the agency do events, annual giving campaigns, outreach to 

community groups like Kiwanis, Zonta, and Rotary?  

Is there a history of giving by United Way or state/federal giving programs? 

Are board members and/or other volunteers actively involved in fundraising? Is 

there an expectation that board members contribute financially to the agency? If 

so, how is that communicated and are all board members contributing? 

Are there large ticket items that may require additional fundraising?  Is there a 

planned capital campaign?  

How are donors thanked by your organization? 

There may be networking groups of executive directors or development officers 

that can be helpful in helping you identify potential funders in the community and 

that track the types of events that are already in place.  Knowing what others are 

doing can help you decide when to place an event on the calendar.  
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Accreditation 

The National Children's Alliance is the membership and accrediting 

organization for Children's Advocacy Centers.  They established an 

accreditation process that provides a framework for the operation of the 

CAC and is renewable every five years.  

 Check on the accreditation status of the CAC.  If you are accredited, 

when is your next review?  You can find a copy of the NCA Standards 

for Accreditation for Children's Advocacy Centers on their website at 

www.nca-online.org.  Take time to review each standard and see how 

your center is or isn't meeting it.  If you can review one standard a 

month and clearly understand how your agency is operating in relation 

to the requirements of the standards, that is a good start.  

 If you are not accredited, you may want to look into completing that 

process.  There are a number of benefits associated with 

accreditation.  In some states, funding is tied to accreditation.  Talk to 

the staff of your State Chapter to learn more.  

 You may have linkage agreements with other agencies for services like 

mental health or medical.  Review the linkage agreements and call the 

primary contact person with that agency to set up an appointment to 

visit their agency or program and get a better understanding of how 

they fit within the larger CAC picture.  

 

 

 

By now your calendar should be pretty full!  You may be feeling a bit 

overwhelmed. Luckily, there are many folks out there to provide assistance. 
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Where can I get help? 

State Chapter – Each state has a Chapter of the National Children’s Alliance.  

The state staff can provide technical assistance and training, provide you 

with contacts for CACs in your state and assistance with state-related efforts.  

If you don't have a contact for your state Chapter, National Children's 

Alliance has a list on their website (nca-online.org)   

Regional CACs – There are four regional CACs in the country funded through 

the Department of Justice, Office of Juvenile Justice and Delinquency 

Prevention.  The Regional CACs provide technical assistance and training for 

the CACs and Chapters in their region.  They are available by phone and 

email and are a great resource for help with accreditation, training, and 

providing answers to your questions.  Most do customized onsite training 

and offer in person and on-line training and resources.  Occasionally they 

offer financial assistance to attend trainings. 

Regional CAC Websites: 

 Western Regional CAC -www.westernregionalcac.org 

Southern Regional CAC- www. srcac.org  

Midwest Regional CAC –  www.mrcac.org 

Northeastern Regional CAC -www.ncac.com 

The Southern Regional CAC website includes a toolkit for CAC directors that 

is a wealth of information on topics related to the accreditation standards 

and other areas specific to the operation of a CAC.  

National Children’s Alliance- This is the national membership and 

accreditation body for CACs.  They provide support to member agencies, a 

national Leadership Conference, and national accreditation. NCA hosts a 

member listserv where questions and responses are posted for CACs.  Their 

website is www.nca-online.org 

National Children's Advocacy Center - This is the site of the original CAC in 

Huntsville, AL.  They are the home of Southern Regional CAC and a national 

training center.  They offer in person and online trainings and are the home 

of CaLio, a child abuse research library service.  Contact them to register for 
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CaLio and to learn more about their training offerings.  Their website is: 

nationalcac.org 

Other CAC directors - CACs are collaborative in nature and reaching out to your 

peers is a great way to learn about the movement, get tips, and share information 

and resources.  Your state Chapter can give you a list of the CAC directors in your 

state. 
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Take care of yourself 

The work at the CAC will have an impact on you.  Secondary trauma can be 

especially challenging for you, your staff, and your team.  Be proactive in 

developing strategies to reduce the impact of exposure to trauma.   In 

addition, the responsibility of running an agency can be taxing. By taking 

care of yourself, you will be a more effective leader; you will set an example 

for your staff, and be able to address the issues that occur on a daily basis.   

Review your agencies personnel policies.  Are their provisions for building 

resiliency for staff and team members?  Talk to staff to learn what the 

current culture and practices are for self-care and building resiliency.   

Remember, your MDT members are impacted by this work, as well.  How 

does your team take care of each other?  What are some of the practices 

that people appreciate (food at meetings, learning about training 

opportunities, celebrations, etc.) 

As CACs, we offer trauma-informed services to our clients.  Developing a 

trauma-informed system for the operation of the CAC and MDT can have a 

positive impact on everyone.  

To learn more about the impact of trauma and how to build resiliency for 

your organization and team, you can check out a free online resource that 

was developed by the U.S. Office of Victims of Crime:  

 

A Gecko’s Guide to Building Resiliency in Child Abuse Staff and Volunteers can 

be found at: www.ovcttc.gov.   Search for Building Resiliency in Child Abuse 

Organizations.  They offer training and the training materials online. 
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Training 

The NCA Standards for Accreditation outline the training requirements for 

each discipline that is part of your MDT.  The child abuse field and the 

process of investigating, prosecuting, and treating child abuse is a specialty 

that is not always offered in school.  In addition, things change over time and 

it is good for you, your staff, and your team members to participate in 

regular training.  In addition to keeping their skills sharp, training can also be 

energizing for folks and helps build resiliency.  

As an example, there is no advanced degree offered for forensic interviewers.  

When a forensic interviewer is on the witness stand in court, they will rely on the 

amount of training they have taken.   

Fortunately, there are a number of resources that offer free or low-cost 

training for you and your team members: 

 National CAC, and Midwest Regional CAC have extensive libraries of 

on-line training and webinars. 

Southern Regional CAC has a comprehensive Director’s Toolkit. 

Southern Regional CAC, Northeast Regional and Western Regional 

offer trainings as well.   Many of the Regional CACs, NCAC and NCA 

have compiled manuals for CAC directors.  

 

 Conferences – Many of the state chapters or individual CACs have 

annual or bi-annual conferences. The annual NCA Leadership 

Conference in June is targeted to CACs, their boards, and Chapters and 

provides a great opportunity to find out more about the larger CAC 

movement and connect with other CAC directors   

 Chapters- Chapters also provide training targeted for CACs in their 

state. 

 Office of Victims of Crime Training and Technical Assistance Center 

offers a number of online training opportunities including the National 

Victims Assistance Academy.  www.ovcttac.gov 
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 Office of Juvenile Justice and Delinquency Prevention Training and 

Technical Assistance Center offers a list of online and in person trainings.  

www.ojjdpttac.gov 

Other organizations that do national training include: 

Fox Valley Technical College:  www.fvtc.edu 

Association of Prosecuting Attorneys:  http://www.apainc.org/  

Gunderson National Child Protection Training Center: 

www.gundersenhealth.org/ncptc 

 

Before paying for training from a national organization, contact your local 

Regional CAC to see what training might be provided at no- or low-cost.  

 

State Training 

Your state may offer a variety of trainings including victim advocate academies, 

forensic interview training, medical and forensic interview peer reviews, and 

training for therapists on evidence-based therapy.  Check with your state Chapter 

to see what is offered through various organizations in your state.  
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Helpful Documents 

National Children’s Alliance (NCA) 2017 Accreditation Standards 

You can find a copy of the most recent standards at www.nca-online.org 

Putting Standards into Practice – A guide to implementing the 2017 

standards for accredited members is available at www.nca-online.org 

Developing Yourself as a CAC Leader.  Developed by Northeast Regional 

CAC.  Available as an attachment to this manual. 

Critical Incident Preparation and Response:  A guide for Children's 

Advocacy Centers 

http://nationalcac.20ncpjjiy.netdna-cdn.com/wp-

content/uploads/2016/10/critical-incident-manual.pdf 

CAC Director's Guide to Mental Health Services for Abused Children 

http://nctsn.org/products/childrens-advocacy-center-cac-directors-guide-

mental-health-services-abused-children-2008 

Disaster Preparation, Response and Recovery 

http://nationalcac.20ncpjjiy.netdna-cdn.com/wp-

content/uploads/2016/10/disaster-manual.pdf 

Updated Guidelines for Medical Assessment and Care of Children Who May 

Have Been Sexually Abused 

http://43ejba1otx5n1btits42mnsv.wpengine.netdna-cdn.com/wp-

content/uploads/2016/03/Updated-Guidelines_final-published.pdf 

Medical Standard Assessment Tool 

http://43ejba1otx5n1btits42mnsv.wpengine.netdna-cdn.com/wp-

content/uploads/2016/03/Updated-Guidelines_final-published.pdf 

NCA Approved Forensic Interview Trainings 

http://43ejba1otx5n1btits42mnsv.wpengine.netdna-cdn.com/wp-

content/uploads/2016/03/Updated-Guidelines_final-published.pdf 

 

http://www.nca-online.org/
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Other Helpful Resources 

Blue Avocado  http://blueavocado.org/ 

California Evidence-Based Clearinghouse for Child Welfare: 

http://www.cebc4cw.org/ 

Compass Point: https://www.compasspoint.org 

National Child Traumatic Stress Network: http://nctsnet.org/ 

Nonprofits with Balls:  a website, blog and facebook page for nonprofit 

executive directors, including a ED happy hour. 

nonprofitwithballs.com 

Nonprofit Risk Management Center: nonprofitrisk.com 

 

Check out your state non-profit association for trainings, tips, and 

networking.  
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History of NCA 

The history of National Children's Alliance begins with the formation of the 
country’s first children’s advocacy center. In 1985 in Huntsville, Alabama, Former 
Congressman Robert E. "Bud" Cramer (AL), who was then a District Attorney, 
organized an effort to create a better system to help abused children.  

National Children's Alliance and the criminal justice system 

The social service and the criminal justice systems at the time were not working 
together in an effective manner that children could trust. This common problem 
added to the children's emotional distress, and created a segmented, repetitious, 
and often frightening experience for the child victims.  

The child advocacy center model developed through Former Congressman 
Cramer's vision pulls together law enforcement, criminal justice, child protective 
service, medical and mental health workers onto one coordinated team.  

Growth of the National Children's Alliance 

The idea caught on in other communities and began to spread throughout the 
country. As the children’s advocacy center movement grew, representatives from 
these programs began to meet informally. In 1988, they formed the National 
Network of Children’s Advocacy Centers. In the beginning, the Network was quite 
informal, and existed primarily to provide some direction and training for the field 
of emerging programs.  

From that beginning, the organization formed a Board of Directors and in 1990 
was formally incorporated. The first by-laws of the organization prescribed the 
essential components of a children's advocacy center, and set forth a mechanism 
for future growth of the Network into a national membership organization.  

In 1993, the Network received an initial operations grant from the Department of 
Justice, Office of Juvenile Justice and Delinquency Prevention to be used to build 
the organization’s infrastructure. In 1994, these initial activities were increased to 
allow for grants to programs across the country, and in 1998, in an effort to 
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reflect the national composition and focus of the organization, the Network 
became the National Children’s Alliance.  

The National Children's Alliance today 

From an informal gathering of colleagues to an organization of accredited centers 
some 750 strong, National Children's Alliance is now the national leader on 
training, technical assistance, research, support and education for children’s 
advocacy centers and for child abuse professionals and communities seeking to 
enhance and improve the response system for intervention, investigation, 
treatment and management of cases involving child abuse.  

How the CAC Model Works 

Why is the Children’s Advocacy Center model so important?  How does it make a 
difference for child victims of abuse?  At its core, the model is about teamwork – 
bringing the agency professionals involved in a case together on the front end – 
and about putting the needs of the child victim first.  So rather than having a child 
taken from agency to agency throughout the law enforcement and child 
protection systems, and having to endure multiple, sequential interviews, the CAC 
model brings the system to the child, and brings the agency professionals 
together to work in a collaborative approach that results in effective, efficient and 
child-centered casework.  
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Magic Decoder Ring 

Like any other field, CACs have their own set of acronyms and terms. Here are a 

few common ones. Each of your partners will have acronyms that are unique to 

their discipline.  Put together a list for your MDT members so they do not get lost 

in the discussion.   

CAC Children's Advocacy Center - not every CAC is called a CAC.  Some 
are Children's Justice Centers, Family Advocacy Centers, or have a 
name unique to that agency. 

NCA National Children's Alliance 
NCAC National Children's Advocacy Center 

RCAC Regional Children's Advocacy Center 
VOCAA Victims of Child Abuse Act (funding for CACs, NCA, NCAC, and 

Regional CACs. 
MDT Multidisciplinary Team 

CPS Child Protective Services (may have another name depending on 
your state) 

MOU Memorandum of Understanding - the protocols under which your 
MDT operates. Sometimes referred to as an Interagency 
Agreement. 

Linkage 
Agreement 

A written agreement between the CAC and another agency 
providing core CAC services (medical, mental health, advocacy) 

LE Law enforcement 

VA Victim Advocate 
FI Forensic Interviewer 

CPS Child Protective Services (may have another name depending on 
your state) 

OMS Outcome Measurement Survey.  CACs use this tool to measure 
outcomes and report them to NCA. 

OJJDP Office of Juvenile Justice and Delinquency Prevention 
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Dates to Remember  

This chart is a suggestion - your grant and filing obligations will vary. 

Agency Report/Application Due By 

NCA  
 

Statistical Report  

NCA 
 

Accreditation Application  

State Chapter 
 

Sub award Application  

State Chapter 
 

Report 1  

State Chapter 
 

Report 2  

State Funding (if applicable) 
 

Application  

State Funding (if applicable) 
 

Report  

Regional CAC  
 

Application  

Regional CAC 
 

Report  

Additional Grant 
 

Application  

Additional Grant 
 

Report  

Secretary of State 
 

Annual filing and report  

Audit 
 

Solicitation of bids  

Audit 
 

Report to board  

IRS 
 

990  

Taxes 
 

Payroll  

Annual Meeting 
 

  

Other 
 

  

 

 



29 | P A G E  
 

 

About the Authors  

Andi Leopoldus has been the Chapter Coordinator in Colorado, since 2004. 

She has trained more than 50 new CAC Executive Directors.  The content of 

this handbook reflects her knowledge of what new directors want to know 

about their new job. 

Lynn Rioth is the Outreach Coordinator for Western Regional CAC and has 

been in the field for 15 years.  She has extensive non-profit management 

experience and is an accreditation site reviewer for National Children’s 

Alliance. 

Maureen Fitzgerald is the Project Director for Western Regional CAC.  She 

was the founding director of the CAC in Olympia, WA, was the Executive 

Director of CACs of Washington, and has over 40 years of experience 

working with non-profit and public organizations.  

 

 

 

 

 

This handbook was made possible through a 

grant from the Department of Justice, 

Division of Justice Programs, Office of 

Juvenile Justice and Delinquency 

Prevention.   

Award # 2014-CI-FX-K003.  

 

 


