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Unit Victim Advocate Evidence Collection
Guidance Sheet

Note: Evidence should only be collected when the victim chooses the Restricted Reporting option and after the client data package has been completed.
Collection Process A – If client has already taken off the clothing worn during the incident and has rolled all of the clothes together in one mass:

· The UVA will complete the proper Evidence Collection Note Card(s).  Place the completed Note Card(s) in the envelope marked “Completed Evidence Collection Note Cards”.  Seal the envelope using the brad only.  DO NOT LICK the envelope to seal it.

· Have the client place all of the clothes together in the large paper bag. 
· The UVA will place the completed Note Card envelope in the large paper bag.

· The UVA will seal the bag using the provided packaging tape.
· Call the SARC at 894-0029 to coordinate evidence hand-off.

Collection Process B – If client has already taken off the clothing worn during the incident and has not rolled all of the clothes together OR if there is only one piece of clothing to be collected:

· Have the client place the item(s) in the appropriate brown bag(s).
· The UVA will complete the proper Evidence Collection Note Card(s).  Place the completed Cards in the Envelope marked “Completed Evidence Collection Note Cards”.  Seal the envelope using the brad only.  DO NOT LICK the envelope to seal it.

· The UVA will seal the brown bags using the provided packaging tape.

· Place the sealed brown bag(s) and the sealed envelope in the large brown bag and seal it using the provided packing tape.

· Call the SARC at 894-0029 to coordinate evidence hand-off.

Collection Process C – Used only when client still has on the clothing worn during the incident.  

Note:  It is imperative that the UVA ensure that the highest level of sensitivity and privacy are given to the client.  This process should only be completed with UVAs that are the same gender as the client.  The UVA will call the SARC at 894-0029 if they find themselves in an opposite gender situation.
· Before beginning the process, secure a private area for the evidence collection to take place.  Ensure that all windows and doors are closed and secure and that no one will be allowed to enter the room.
· Instruct the client to gather another set of clothing to put on after the collection process.  If client has no other clothing, the UVA will give the client the clothing in the advocacy bag.
· Beginning with Outer Layer, have the client remove each piece of clothing and place it in the proper brown bag.  Be sure to afford the client as much privacy as possible during this process.
· The UVA will complete the proper Evidence Collection Note Card for each layer/piece of clothing.

· After all pieces of clothing are in the proper brown bags, the UVA will seal each brown bag using the provided packaging tape.
· The UVA will place the completed Note Cards in the envelope marked “Completed Evidence Collection Note Cards”.  Seal the envelope using the brad only.  DO NOT LICK the envelope to seal it.

· Place the sealed brown bags and the sealed envelopes in the large brown bag and seal it using the provided packing tape.

· Call the SARC at 894-0029 to coordinate evidence hand-off.

Once evidence is collected, do not leave it unmonitored in an unsecured area for any amount of time.

If any problems are encountered at any time during this process, call the SARC at 894-0029.

Fort Lee Sexual Assault Prevention and Response Program

1231 Mahone Avenue, Building 9023, Fort Lee, VA 23801-1605

SARC Office: (804) 734-6459    After Hours: (804) 894-0029

