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PURPOSE

The purpose of this website data collection program is to allow for a single collection point of all Lethality
Assessment forms completed in the field, to gather the data from the forms into an industry standard
database, and to supply forms and information to the end users of this website. This will allow for the
generation of various reports that can assist the user with accurate and timely data, and a resource of tools
available for the officers in the field and the Domestic Violence Agency personnel.

OPERATION

The Lethality Assessment Program website allows for the entry of data and generation of reports to ensure
that Domestic Violence victims are receiving the support necessary.

e The program allows for data entry of Lethality Assessment forms from the police agencies that are the
first to encounter the victims.

e The program allows Domestic Violence Agencies to add additional information to the forms, and to
verify that the entries from the police agencies are accurate.

e The program allows all users to generate reports to assist in the development of services and available
resources.

e The program offers various resources to the officers in the field and the Domestic Violence Agency
personnel.

OVERVIEW OF PROGRAM

WEBSITE

This website will be a single access point for all agencies involved in the Lethality Assessment Program. This
program is a program of the Connecticut Coalition Against Domestic Violence (CCADYV). This website will
provide an effective and efficient way of collecting data regarding domestic violence screenings performed by
the police services of the state, and a resource of tools available to all end users.

SECURITY

Access to all aspects of this program will be security dependent. Members logging into the website will be
given authorization by an Administrator(s), which will regulate what actions can be performed by the end
users. Security authorizations will range from end users to administrators.

No personal identifiable information of domestic violence victims is collected on this site.
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HOME PAGE

This page is the initial page that will be accessible by all users and any visitors to the website. Without logging
into the site, several resources will be available to all visitors of the site. Those with accounts to log into the
site will have additional resources they may access including Data Entry, Reports, and Graphs. From this initial
page, you can access humerous forms, and training on how to utilize this site.

Each associated page with this program can be accessed from this page by clicking on the menu bar and
selecting from the dropdown menus, or by selecting one of the card buttons displayed on the page.

Some resources associated to the Lethality Assessment Program can be accessed simply by clicking on the
available dropdown menus or the icons on the page.
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USER REGISTRATION

This is the secure platform where law enforcement officers and domestic violence advocates enter data
related to lethality assessment screens and services provided to victims of intimate partner violence. Prior to
having access to the program, users must first register their information with the website. By clicking on the
Login on the top right of the Home Page, then clicking on Register for access. (see Fig. ).

FIG. |

You will be directed to a Registration page where you must enter the following information (see Fig 2):
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FIG. 2

First Name — Your first name (No special characters should be used)
Last Name — Your last name (No special characters should be used)
User ID — Choose a User ID that you can remember

Agency — All Police Departments, Domestic Violence Agencies must select from the dropdown list provided
to choose your agency. (see Fig. 3)

FIG. 3

Telephone Number — 10-digit telephone number with no extension (i.e., 2035551212)
Email — Email address that you can receive information from the program/administrator

Password — min of 6, max of 16 characters including upper- and lower-case letters, numbers and special
characters. Passwords are case sensitive (please do not use / * &)

Once all the appropriate fields have been entered, click on the Register button at the bottom of the screen
(see Fig 4).
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If you need assistance with How to Register, click on the link and you will be brought to the Training Page
where you can watch a video that will guide you through the process.

FIG. 4

If there is more than one person from your agency registered, you will see a page to ask if you are being
added as a Coordinator, or the other person no longer needs access.
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FIG. 4A

If you are adding yourself to the Coordinators list for your Department/Agency, then just click Continue.

If you are taking the place of the other registered Coordinator, then click the check box next to the other
person’s name, and click Continue. The other person will have their access revoked by the CCADV
Administrator(s).

After registration is completed, you will see a registration page from the website alerting you that your
request for access has been sent to the Administrator(s) (see Fig. 5)

The program can be configured to automatically remove the replaced person if needed. Currently, the
Administrator must manually de-activate the person based upon the emails received.

PAGE 6



FIG. 5

The Administrator(s) of the program will receive an email from the system and then authorize the user for
access to the system. Once the user is authorized by the Administrator, you will receive an email at the Email
Address that you entered during your registration letting you know that you can now go in and access the
system.

Please make sure that you allow emails from the sender domain @ctlapdata.org. If you do not see the email,
check your Clutter or Junk folder and set up your email to not block the sender. Many of the emails sent by
the system are sent from postmaster@ctlapdata.org.

Access will then be granted through the Login Page, which can be reached from the Home Page.
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USER LOGIN

From the Home Page, click on the Log in button on the top right of the page. You will then be directed to the
Login page (see Fig. 6).

FIG. 6

Enter your User ID and Password, then click on the Log In button on the bottom of the page.
(*Note: Passwords are case sensitive)

You will be returned to the Home Page, and based upon your security level, you will be capable of accessing
more items either from the menu at the top of the page or the card buttons on the page to navigate through
the program (see Fig. 7)
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FIG. 7

FORGOT PASSWORD

If you have forgotten your password, then it can be reset by you. At the bottom of the Login page, you will
see a link that says, “Forgot your Password, Enter Your User ID and Click Here” (See Fig. 8)

FIG. 8

By entering just your User ID, and clicking on that link, you will receive a Temporary Password in your Email
account that you entered when you registered. Once you have that Temporary Password, go back to the
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Login page and enter your User ID, Temporary Password, and click on the Login button. You will be directed
to a page to re-enter your password (see Fig. 9).

FIG. 9

You can reset your password by entering your new password in the New Password field and the Confirm
Password field and clicking on the Update Password button (*Note: Passwords are case sensitive). This will
now change your password, and you can go back to the Login page and login to access the system.
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DATA ENTRY

This page is the basic data entry page for all Police Agencies and Domestic Violence Agencies to add the
Lethality Screen data based upon the month, and year the LAP Screen was done. (see Fig 10).

FIG. 10

The entry of data is also restricted based upon the security level of the user’s access. Data entry for the
following fields can be completed by the Police Agency:

High Danger Screens
Non-High Danger Screens
Did Not Answer

Spoke to Hotline Worker

Data entry for the following fields can be completed by the Domestic Violence Agency:
All listed above plus:

e Officer Calls
e Went to Service
e Services After Call
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ENTRY CRITERIA

This is set up in the program so that data is not capable of being changed after a certain period of time. This is
a date in the current month that will only allow you to change the prior month until this date passes. Police
Agencies have a grace period of up to ten (10) days, while Domestic Violence Agencies have a grace period of
fifteen (15) days.

To enter data, click on the Data Entry tab on the top of the Home Page. You will then be directed to the Data
Entry page. This page will automatically be filled with the town(s) you are responsible for. You will see town
names highlighted in light blue if data has not been entered for the month selected (see Fig. 10).

At the top of the page, you will see dropdown lists for the Year, and the Month you want to enter data for
(see Fig. I'l). By choosing the appropriate Year/Month, you can select which month you are entering the data
for, based upon Entry Criteria.

FIG. I']

By clicking on the Edit button on the right side of the town you would like to update, you can then edit the
numbers for the month/year selected (see Fig. 12).
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FIG. 12

Upon clicking on the Edit button, the data fields will become visible so that new figures can be added to the
database. By clicking on each box inside the town, you can change the values to those that need to be entered.
If the value is zero (0), then leave it in the box and it will automatically be saved when you click on Update.
You can then click on the Update button on the right to save the data, or the Cancel button to disregard any
changes (see Fig. 13).

FIG. 13
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(*Note: Even if a town has no Lethality data to enter for a month, you must still Edit the town,
and then click Update to record the zero values.)

You can edit the numbers in any town that you are responsible for up until the Entry Criteria is met. It is
recommended that you enter data daily or weekly for each month to ensure that data is entered prior to the
Entry Criteria date. Once the Entry Criteria date is passed, then an Agency representative can change the data
for that town, and in the case of an Agency, only the Administrator can change data once your Entry Criteria
is passed.

AGENCY DATA ENTRY

Agencies can enter data the same way as a Police Department. Agencies will also have access to the Officer
Calls and Went to Service fields during data entry for each town they are responsible for.

If for some reason the Officer Calls field for a town is less than the number of High Danger Calls for that
town, then additional information is required to be entered prior to the data being saved. An error message
will be displayed to warn you that there is a discrepancy in the data entered (see Fig. 14).

FIG. 14

The Agency must enter information in the Explanation field that will be shown below the list of towns or
adjust the data in the appropriate fields. Once the explanation has been entered in the Reason field, click the
Update button to save the data. Explanations must include a short reason and the Police Case #, if possible
(see Fig. 15).
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FIG. I5
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REPORTS

This program will allow you to view the data and then generate reports based upon the data that has been
entered. These reports can be output to an Excel Spreadsheet form.

Reports available to you are based upon your user security level. You can generate several reports from the
system to track your entries, and your Lethality Screens. These reports include:

e Monthly Reports

e Stats by Month/Year

e Total Stats by Date

e DV Contacts

e Task Report

e Email by Date

¢ Admin Monthly Report
¢ Admin Task Report

All Administrator Reports contain fields that are not visible to the Officers or DV Agency personnel.

Clicking on the Reports Drop Down Menu on the Home Page will bring you to the available reports (see Fig
16).

FIG. 16
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MONTHLY REPORTS

Clicking on the Monthly Reports button will allow you to track data entry on a per month basis. This report
will show you each month that is entered as you select the month/year from the dropdown fields (see Fig. 17).

The Towns/Cities highlighted in yellow did not report for the given time period.

The Officer Calls highlighted in red, means that there are fewer Officer Calls than High Danger entries for this
time period.

Administrators can select from each DV Agency or can show a report of all DV Agencies.

ADMIN MONTHLY REPORT

FIG. 17

EXPORT REPORTS

Each of these reports can be exported to an Excel spreadsheet by clicking on the Export to Basic Excel
Spreadsheet button on the bottom of the screen (see Fig. 21).
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FIG. 21

STATS BY MONTH/YEAR

You can generate a report that will show activity for your town(s)/agency that you are responsible for by
month or year. By selecting the beginning date, end date, and clicking on the Update Report button, a report
will be generated for that town during that time period. (see Fig. 22)

FIG. 22
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Depending upon the date range selected, two different reports will be generated. If the date range is within a
I2-month period, then a report covering each month will be generated (see Fig. 23). If the date range is
greater than 12 months, a yearly report will be generated (see Fig. 24).

FIG. 23

FIG. 24

TOTAL STATS BY DATE RANGE
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You can generate a report that will show activity for your town(s) that you are responsible for by a date
range. By selecting the town, beginning date, end date, and clicking on the Update Report button, a report will
be generated for that town during that time period chosen. (see Fig. 25)

FIG. 25

A report showing the selected town will be generated for the date range you chose (see Fig. 26).

FIG. 26
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DV CONTACTS

As an Administrator, you can generate a list of contacts based upon the Domestic Violence Agency you
choose. The associated department contacts that report to the DV Agency are also available. It will give you
the name, telephone number, and email address of the contacts so that you may address any issues directly
with either the DV Agency or other personnel from the departments directly.

As a DV Agency Administrator, you can see each town that reports to you and their contact information. (see
Fig. 27)

FIG. 27

You may export this list to an Excel spreadsheet for your records.

ADMIN TASK REPORT

The Task Report will generate a report that will alert a Domestic Violence Agency when no data has been
entered for a specific police agency associated with a town. This report will then allow the Administrator to
automatically send an email to the responsible Domestic Violence Agency.

Clicking on Admin Task Report from the Report Menu page will show you if data is missing from a specific
town for the year selected (see Fig. 28). Due to this report running on a yearly basis, | is recommended to run
this report quarterly at a minimum.
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FIG. 28

On the right-hand side of the report, is an accessible checkbox feature that you can select who to send an
email to. By clicking on the Send Email checkbox next to a town, this will add that town as a recipient of the
email (see Fig. 29).

FIG. 29
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By clicking on the Send Selected Email button on the bottom of the page, you will send a brief email to each
town selected that will alert them to the fact that no data has been entered (see Fig. 30).

FIG. 30

A message box will advise you as to the towns that will successfully receive the email. If there is no police
agency contact information, then you will be notified that the specified town has no contact information.

EMAIL REPORT

The Email Report is a list of all the emails that have been generated by the program. This report will show you
if you have sent email(s) from your Agency to a specific town, who received the email, the subject matter of
the email, the message in the email, and what date/time the email was sent. (Fig. 31)
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FIG. 31

GRAPH TOOL

The new graph tools allow you to graph your data based upon a date range. These graphs can show you your
data entry values so that you can analyze several agency’s data. All graphs can be exported allowing you to
incorporate them into your own reports.

FIG. 32

Three different types of graphs are created automatically (linear, bar, spline). Each category can be turned on
or off by clicking on the checkbox on the left within that category’s title. By right clicking on the graph, you
can save it away on your local computer or paste it into a custom report. (Fig. 33)
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Fig. 33
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MAINTENANCE

As an Administrator, you have several options to maintain the system’s data. Updating DV Agencies, Towns,
and Users are all essential parts of the system. Other Administrative capabilities include sending emails to all
end users and monitoring all user activity.

AGENCY MAINTENANCE

This allows you to add a new Domestic Violence Agency to the system and associate the towns that the new
agency will serve. It will not allow you to change a current Domestic Violence Agency’s name.

FIG 34.

By typing in the new DV Agency’s name and selecting the towns from the list that will be associated to the
new agency, you can click on the Update button to make the changes in the database. To select multiple
towns, hold the <CTRL> key down as you click on each town.

TOWN MAINTENANCE

This allows you to update information related to the town chosen. This may include the population, DV
Agency they report to, and the State Police Troop that may cover them if the local police department is
disbanded.
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FIG 35.

USER MAINTENANCE

This web page will allow you to see all the information regarding personnel that are allowed to utilize this site.
Items include:

e Last Name
e First Name

e UserlD

e Telephone Number
e Agency

e Email

e Security

e Status

Each user is assigned to a specific Security and Status. As an Administrator, you have the option of making the
account Active, or Inactive, and you can assign the Security for each individual.

You can filter the list of users by Agency or Last Name. If you select the Radio Button for Agency, it will give
you a list based upon their agency affiliation in alphabetical order. By selecting a letter, you can sort by last
name.

To Edit a user, make them Active or add Security, click on the Edit button to the right of the name. Any user
who has a Status of NEW, means that they have just registered for access. By changing their status to Active,
it will automatically send an email to that user to let them know their User ID has been activated in the
system.

You can also make Users In-active, which will revoke their access to the system.
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FIG 36.

If there are more than 20 users listed, you will see page numbers at the bottom, which will allow you to see
the remaining users.

E-MAIL USERS

This page allows Administrators to email messages to its Active end users. You are allowed three choices to
send your emails:

e All Active End Users
e DV Agencies End Users
e Department End Users

Fill in the email body and click on the Send Email button below to send your email to the users.
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FIG 37.

SITE ACTIVITY

This page allows the Administrators to run a report that will show you what pages are being visited the most
on this site. You can select each web page individually or run a report for all the pages. This report is
generated by selecting a date range.

FIG 38.
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HELP PAGE

The Help page can be accessed by clicking on the Extra button and selecting Help from the dropdown menu.
This page will give you the Instructions/Definitions for the fields you will find on the Data Entry and Report
pages. By clicking on the button, you will see the instructions/definition of that field, which will assist you
during Data Entry or the various Reports that the system outputs.

FIG. 39

The blue outlined buttons are for officers in the field to utilize for instructions/definitions for Data Entry or
Reports in the system.

The purple outlined buttons are available for the Domestic Violence Agency personnel to utilize for
instructions/definitions for Data Entry or Reports in the system.
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CONTACT PAGE

The Contact page can be accessed by clicking on the Extra button and selecting Contact from the dropdown
menu. This page will give you the contact information for the Connecticut Coalition Against Domestic
Violence Law Enforcement contact, and the program’s technical support contact information.

You can either call or email the CCADV’s Law Enforcement Liaison for any information or issues with the
website.

The program’s technical support person is also available to assist if you encounter an issue or errors
attempting to perform an action on this site.

FIG. 40
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ABOUT PAGE

The About page can be accessed by clicking on the Extra button and selecting About from the dropdown
menu. This page will give you background information on the Lethality Assessment Program, specific State’s
Coalition Against Domestic Violence, and has a link to the State’s CADV website.

FIG. 41
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