
Best Practices Template:

INTAKE GUIDE
INSTRUCTIONS FOR TEMPLATE USE
· Purpose: This template can guide an advocate through their first talk with a survivor accepted into the OVW TH Program. The goal of this talk is to learn about the survivor’s most-pressing needs. You will also want to offer a welcoming space for the survivor to get to know you and understand your role.
· How to use this template: You may adapt this template to fit your needs and the work you do. You may change the wording to match the language used in your program. Before using this template with a housing applicant, please delete this instructions page. Also, please delete any notes in grey. Be sure to replace all highlighted text with your program’s information.
· As a basic rule, information that identifies a person should not be collected and stored in a survivor’s file. Program files can be court ordered and/or the confidentiality or privacy of files can be breached. That means collected information can have a harmful effect on a survivor's life. We suggest keeping as few notes as you can.
BEGINNING OF TEMPLATE
[AGENCY LETTERHEAD]
Learning How We Can Support You During Your Stay
Part One: How Can We Best Serve You?
1) What are your most pressing needs today? What parts of your life would you like to talk about first?
___________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

2) How can we best serve you? Please share any information that you want us to know.  

____________________________________________________________

____________________________________________________________

____________________________________________________________

Part Two: Safety Planning 

3) Have you made a safety plan lately?  ❑  Yes    ❑  No   
Do you feel that it meets your safety needs?   ❑  Yes    ❑  No   
Would you like to make a new one? ❑  Yes    ❑  No   
4) Do you want to talk about any other concerns? Are you worried about the safety of your dependents, pets, or anyone else?
___________________________________________________________

___________________________________________________________

5) Is there anything else you would like to tell us about people or things that have caused you harm? Please share that here.
___________________________________________________________
Part Three: Meeting Your Basic Needs or Money Needs  
6) Beyond housing, do you have any other basic needs, money needs, or goals that you have to meet right away? ❑  Yes    ❑  No   
Part Four: Other Support

7) When you feel more at ease, we are here to talk about any support that you want us to help you with. 
These are some of the things we can help you find:

· permanent housing,

·  work,

· education, 
· legal support and referrals, 
· childcare, 
· budget help, etc. 
We are here to support you with any goal or project you hope to complete during your stay. When you are ready, please let us know. 
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