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CRISIS SERVICES COORDINATOR 
JOB DESCRIPTION 


 
Position: Crisis Services Coordinator 
 
Reports to: Executive Director 
 
Hours: 40 hours/week; full-time/exempt  
 
Position Summary: The Crisis Services Coordinator is responsible for managing the daily 
operations of the crisis and advocacy services and insuring that all data and client 
documentation is appropriately maintained.  
 
RESPONSIBILITIES 
 


 Serve as the team leader for the advocacy and crisis services team and facilitate 
regularly scheduled advocacy and crisis services team meetings 


 Work closely with program staff to develop, monitor, evaluate, and revise advocacy and 
crisis services protocol as needed 


 Manage inventory of sexual assault forensic exam (SAFE) kits; serve as the main point of 
contact for hospitals regarding delivery of SAFE kits 


 Provide back-up to for volunteer advocates on a rotational basis with other STAR 
program staff 


 Complete intake assessments with all incoming clients; document services and referrals 
provided; conduct thorough case management on all cases to include follow-up 
contacts 


 Work with counselor to discuss referrals and additional assessments with clients 
 Manage all client data and files 
 Responsible for maintenance of monthly, quarterly and annual reports related to client 


services, statistics, and other services provided by STAR 
 Conduct training with other agencies (i.e., hospitals, law enforcement) on victim 


advocacy, protocol, and responding to sexual assault cases 
 Assists in the recruitment and training of new volunteer advocates, update of volunteer 


training manuals and coordination of volunteer in-service training classes and meetings 
 Maintain good working relationships with other agencies 
 Perform other duties as assigned by supervisor  


 
QUALIFICATIONS 
 


 Degree in social services or related field preferred 
 One-year minimum experience providing crisis intervention, victim advocacy, working 


with volunteers, and office assistance required 
 Applicant must consent to and successfully complete a full background investigation, 


which includes a criminal history check and finger printing 
 Must have completed, or will complete in the first year of employment, a mandatory 40 


hours of sexual violence training; plus 20 hours of continuing education/training annually 
 Ability to communicate effectively in both written and verbal form required 
 Ability to maintain accurate and complete files and data collection documentations 
 Ability to work independently and with a team 







 A valid driver’s license and a working, insured vehicle required at the time of 
appointment 


 
 Must have knowledge of: 


o Operations, services, and activities of a victim advocacy program 
o Effective interviewing, listening, and crisis intervention skills 
o Community resources and the availability of those resources 
o Case management principles and practices 
o Principals and procedures for grant related record keeping 
o Methods of research, case analysis, and management 
o Principals and characteristics of victims of crime 
o Terms and acronyms commonly used in assigned functions 
o Modern office procedures, methods, and technological equipment 
o Pertinent Federal, State, and local laws pertaining to area of assignment 
o English usage, spelling, grammar, and punctuation 


 
 
PAY CLASSIFICATION 
$25,000-$40,000 annually 
 
Comparables: 
LaFASA SAC Survey Bachelor’s Level Counselor   $26,000 - $35,000 
LaFASA SAC Survey Master’s Level Counselor   $30,000 - $40,000 
District Attorney’s  Counselor I     $28,000 - $35,000 
 





		Crisis Services Coordinator

		job description
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Shannon E. Smith 
30791 Dunn Road 


Denham Springs, LA 70726 
shannon.smith.la@gmail.com 


(225) 243-5465 
 


Summary of 
qualifications 


• Expertise in the issues of violence against women, interpersonal violence, and oppression 
• Experience with victims/survivors of violence, their family members and significant others 
• Public speaking, professional training, group presentation, and media relations experience 
• Familiarity with the criminal justice system, including the treatment and supervision of sex 


offenders 


Education 2009 Indiana University-Purdue University Ft. Wayne, IN 
Bachelor’s of General Studies 
• Honors Student, Dean’s List  


Relevant 
professional 
experience 


April 2007 – Jan. 2012     Connecticut Sexual Assault Crisis Services, Inc. East Hartford, CT 
Senior Victim Advocate (Sex Offender Supervision Unit) 
• Initiated and maintained contact with primary and secondary victims in order to provide 


ongoing information, support, and referral services, as well as to provide feedback from 
victims to the unit to assist in the supervision of the offender 


• Attended weekly sex offender treatment groups in order to offer feedback on victim issues and 
increase victim empathy, and participated in decision-making in regards to offenders’ 
probation and treatment progress 


• Established relationships with offender family members, partners, and support people in order 
to provide them with information, education, support, and referrals, as well as to assist in the 
reunification process 


• Established, promoted, and facilitated a monthly support group for the family and friends of 
sex offenders on probation 


• Participated in community education and professional training regarding the Sex Offender 
Supervision Unit, community notification and sex offender registration, community 
involvement in offender supervision, victim issues, prevention and risk reduction, and 
available resources 


• Created new resources for the program, including advocate training manuals and clients 
brochures 


• Contributed to development of evolving data collection and reporting system 
• Assisted Director of Advocacy with supervision, mentoring and leadership of Victim 


Advocates 
Dec. 2005 – Dec. 2006       Task Force on Family Violence/REACH, Inc. Murphy, NC 
Court Advocate/Sexual Assault & Domestic Violence Advocate 
• Personal and court advocacy for victims of domestic violence and sexual assault, including 


crisis intervention, assistance with filing Domestic Violence Protective Orders and No-Contact 
Orders, information on both civil and criminal court processes, court accompaniment, referral 
and linkage to appropriate community resources 


• Community education, outreach, and training on issues related to domestic violence and 
sexual assault 


• Collection and reporting of demographics and outcomes necessary for grants 
• Researched new funding opportunities for program and clients, and completed necessary 


applications or assisted in grant writing process 
• Developed and conducted professional training of nursing staff at local hospital 
• Regular coverage of 24-hour crisis line and on-call duties 
Oct. 2005 – Dec. 2006      Task Force on Family Violence/REACH, Inc. Murphy, NC 
Domestic Violence/Sexual Assault Support Group Facilitator 







• Facilitation of two weekly support groups for victims/survivors of domestic violence & sexual 
assault 


• Promotion of support groups through advertising and community networking 
• Collection of demographic information for statistical reporting 
• Referral of clients to appropriate community resources 


Sept. 2003 – July 2004   Partnership for Families, Children & Adults Chattanooga, TN 
Volunteer Coordinator (Family Violence and Sexual Assault Programs) 
• Recruitment, training, and management of volunteers for Family Violence and Sexual Assault 


programs, including scheduling volunteers to ensure coverage of 24-hour hotline and crisis 
situations 


• Supervision of college interns and high school students with service learning commitments 
• Coordination of public education for Family Violence and Sexual Assault programs 
• Statistical record-keeping of educational outreach and volunteer hours  
• Event planning and coordination for Sexual Assault Awareness Month, Victims’ Rights Week, 


Volunteer Recognition events, and Holiday events for Crisis Services 
• Provided interviews and statistical information to television, radio, and newspaper media  
• Researched new funding opportunities for program and assisted in grant applications 
Feb. 2003 – Sept. 2003      Partnership for Families, Children & Adults Chattanooga, TN 
Community Educator (Sexual Assault Crisis and Resource Center) 
• Community education, outreach, and training on issues related to sexual assault, sexual 


harassment, and violence against women, including instruction in personal safety and self-
defense 


• Professional training of medical interns through collaboration with local teaching hospital 
• Coverage of Sexual Assault Crisis and Resource Center, including crisis coverage, evidence 


handling, and regular on-call duties 
• Management of 24-hour schedule of volunteer Personal Advocates 
• Statistical record-keeping of educational outreach and volunteer hours 
• Provided interviews and statistical information to television, radio, and newspaper media 
Dec. 1999 – Oct. 2000       Fort Wayne Women’s Bureau Ft. Wayne, IN 
Outreach Coordinator/Crisis Counselor 
• Public education, outreach, and media relations for the Rape Awareness Program 
• Co-presenter of the Assault Awareness for Teens Program, a program about sexual assault, 


dating violence and personal safety for middle and high school students 
• Crisis counselor for the Rape Awareness Program, including regular on-call duties 
• Assisted the Director of Counseling in volunteer recruitment, training, and management 
• Collection and reporting of demographics and outcomes necessary for grants 
• Researched new funding opportunities for program and assisted in grant applications 


Community 
activities 


Member, 30th Judicial District Domestic Violence-Sexual Assault Alliance, Cherokee Co., NC, 
2005-2006 
Member, Sexual Assault Response Team, Chattanooga, TN, 2003-2004 
Member, Coalition Against Domestic & Community Violence of Greater Chattanooga, 
Chattanooga, TN,  2003-2004 
Member, Technology Committee for the Violence Against Women Act, Washington, D.C., 2003 
Member, Sexual Assault Task Force, Mayor’s Commission on Rape, Domestic Violence, and 
Sexual Harassment, Ft. Wayne, IN, 2000 







Volunteer 
experience 


Member, Team SOAR, SOAR (Speaking Out About Rape), Orlando, FL, 2006-present 
Member, RAINN Speakers Bureau, RAINN (Rape, Abuse, Incest National Network), Washington, 
D.C., 2006-present 
Volunteer, Jane Doe No More, Waterbury, CT, 2009-2011 
Member, CONNSACS VSAC (Victim/Survivor Advisory Council), East Hartford, CT, 2009-2012 
Hotline Volunteer, YWCA of New Britain Sexual Assault Crisis Services, New Britain, CT, 2007-
2011 
Personal Advocate, Sexual Assault Crisis and Resource Center, Partnership for Families, Children 
& Adults, Chattanooga, TN, 2001-2005 
Hotline Volunteer, Family Violence & Sexual Assault Hotline, Partnership for Families, Children 
& Adults, Chattanooga, TN, 2003-2005 
Crisis Counselor/Advocate, Rape Crisis Hotline, Fort Wayne Women’s Bureau, Ft. Wayne, IN, 
1998-1999 


References Available upon request 
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March 2013 


STAR   | 8281 Goodwood Blvd., Suite I  | Baton Rouge, LA 70806   |   (225) 615-7093   | www.brstar.org 


                        CLIENT SATISFACTION SURVEY 
 
STAR is eager to receive your feedback about the services we provide. Your feedback will be used to 
improve the quality and effectiveness of our program.  If you wish to discuss your experiences at STAR with 
someone further, please talk to your counselor, or contact Racheal Hebert, Executive Director at (225) 615-
7093. Please complete this questionnaire and return it to STAR. 
 
Instructions: Place an “x” in the box that best describes how you feel about each statement. Choose “No 
Opinion/NA” when you have no opinion or the statement does not apply to you. Please feel free to make 
additional comments to explain or justify your response to any question. 
 


 Strongly 
Agree 


Agree 
 


Disagree Strongly 
Disagree 


No 
Opinion/NA 


STAR office staff was courteous, friendly, 
professional, and helpful. 


     


STAR office staff provided crisis services in a 
confidential manner. 


     


I was able to schedule an appointment with the 
counselor within a reasonable time frame. 


     


My counseling sessions normally began on time as 
scheduled. 


     


My counseling sessions were rarely if ever 
cancelled or postponed by my counselor. 


     


There were no languages, communication, or 
cultural problems between my counselor or office 
staff and me. 


     


The counselor I spoke with addressed the 
questions and concerns I identified as important. 


     


The counselor I spoke with showed concern for my 
well-being. 


     


The counselor and I established counseling goals.      
The counselor I spoke with explained and 
recommended the steps I needed to take to 
accomplish my goals. 


     


I met all or nearly all of the goals established.      
The 24-hour hotline was helpful.      
Group counseling was helpful.      
I would recommend STAR to a friend or relative in 
need of the assistance provided. 


     


How did you learn about STAR? (Check all that apply) 
 


 Law enforcement 
 Newspaper, Radio, Television 
 Doctor/Hospital 
 Friend/Family member 


 School 
 Another Organization 
 Other: _____________________________ 


  
Additional Comments: 
 
 
 


Completion of this form is strictly voluntary, and the results will be kept confidential and anonymous. Your 
responses will be compiled with the responses of other clients in a statistical format that will have no ties to 


your identity. Your counselor will neither see nor have access to your completed survey at any time.  
We thank you for your time and consideration. 



http://www.brstar.org/






   Name:      
 
   Date:   _________  


 
 


TRAUMA SYMPTOM CHECKLIST 
 
Please circle the appropriate number for the symptoms you may have experienced in 
the last two months or since your most recent trauma: 
 


0 = Never 1 = Rarely 2 = Sometimes 3 = Often 
 


1. Headaches      0 1 2 3 
2. Insomnia (trouble getting to sleep)   0 1 2 3 
3. Weight loss (without dieting)    0 1 2 3 
4. Stomach problems     0 1 2 3 
5. Feeling isolated from others    0 1 2 3 
6. “Flashbacks” (sudden, vivid memories)  0 1 2 3 
7. Restless sleep      0 1 2 3 
8. Low sex drive      0 1 2 3 
9. Anxiety attacks     0 1 2 3 
10. Sexual overactivity     0 1 2 3 
11. Loneliness      0 1 2 3 
12. Nightmares      0 1 2 3 
13. “Spacing out” (going away in your mind)  0 1 2 3 
14. Sadness      0 1 2 3 
15. Dizziness      0 1 2 3 
16. Trouble controlling your temper   0 1 2 3 
17. Waking up early and not able to get back to sleep 0 1 2 3 
18. Uncontrollable crying     0 1 2 3 
19. Fear of men      0 1 2 3 
20. Not feeling rested in the morning   0 1 2 3 
21. Trouble getting along with others   0 1 2 3 
22. Memory problems     0 1 2 3 
23. Desire to physically hurt yourself   0 1 2 3 
24. Fear of women     0 1 2 3 
25. Waking up in the middle of the night   0 1 2 3 
26. Passing out      0 1 2 3 
27. Feeling that things are “unreal”   0 1 2 3 
28. Unnecessary or frequent bathing/washing  0 1 2 3 
29. Feeling inferior/worthless    0 1 2 3 
30. Feeling tense all the time    0 1 2 3 
31. Desire to physically hurt others   0 1 2 3 
32. Feelings of guilt     0 1 2 3 
33. Feelings that you are not always in your body 0 1 2 3 
34. Have trouble breathing    0 1 2 3 





		Date:   _________

		TRAUMA SYMPTOM CHECKLIST






CERTIFICATION FORM


Recipient Name and Address: ~TAR, 8281 Goodwood Blvd, Batotl Rouge, LA 70806


Grant Title: --=S.::.:A:..=S-=-P Grant Number: Award Amount: $21. 793


Contact Person Name and Title: Racheal Hebert, Exec. Director Phone Number: G225) 615-7093 ext 2


Federal regulations require recipients of financial assistance from the Office of Justice Programs (OJP), its component agencies, and the
Office of Community Oriented Policing Services (COPS) to prepare, maintain on file, submit to OJP for review, and implement an Equal
Employment Opportunity Plan (EEOP) in accordance with 28 C.F.R §§ 42.301-.308. The regulations exempt some recipients from all of
the EEOP requirements. Other recipients, according to the regulations, must prepare, maintain on file and implement an EEOP, but they
do not need to submit the EEOP to OJP for review. Recipients that claim a complete exemption from the EEOP requirement must
complete Section A below. Recipients that claim the limited exemption from the submission requirement, must complete Section B
below. A recipient should complete either Section A or Section B, not both. Ifa recipient receives multiple OJP or COPS grants,
please complete a form for each grant, ensuring that any EEOP recipient certifies as completed and on file (if applicable) has been
prepared within two years of the latest grant. Please send the completed formes) to the Office for Civil Rights, Office of Justice Programs,
U.S. Department of Justice, 810 7th Street, N.W., Washington, D.C. 20531. For assistance in completing this form, please call (202)307-
0690 or TTY (202) 307-2027.


Section A- Declaration Claiming Complete Exemption from the EEOP Requirement. Please check all the boxes that
apply.


}CJ


)()


o


Recipient has less than 50 employees,
Recipient is a non-profit organization,
Recipient is a medical institution,


o Recipient is an Indian tribe,
o Recipient is an educational institution, or
IR Recipient is receiving an award less than $25,000


I, Racheal Hebert, Exec. Director [responsible official], certify that
Sexual Trallma Awareness & Response (STilE) [recipient] is not required to
prepare an EEOP for the reason(s) checked above, pursuant to 28 C.F.R §42.302. I further certify that_S_"!'_AR _
_______________________ [recipient] will comply with applicable Federal civil rights
laws that prohibit discrimination in employment and in the deliv~~:!~
Racheal Hebert. Exec. Director .~ ~l\f I'~
Print or type Name and Title Signature Date


Section B- Declaration Claiming Exemption from the EEOP Submission Requirement and Certifying That an
EEOP Is on File for Review.


If a recipient agency has 50 or more employees and is receiving a single award or subaward for $25,000 or more, but less than $500,000,
then the recipient agency does not have to submit an EEOP to OJP for review as long as it certifies the following (42 C.F.R. § 42.305):


I, [responsible official], certify that
the [recipient],which has 50 or more
employees and is receiving a single award or subaward for $25,000 or more, but less than $500,000, has formulated an
EEOP in accordance with 28 CFR §42.30 1, et seq., subpart E. I further certify that the EEOP has been formulated and
signed into effect within the past two years by the proper authority and that it is available for review. The EEOP is on file in
the office of: [organization],
at [address],for review by the public and
employees or for review or audit by officials of the relevant state planning agency or the Office for Civil Rights, Office of
Justice Programs, U. S. Department of Justice, as required by relevant laws and regulations.


Print or type Name and Title Signature Date


OMBApprovalNo. 1121-0140 Expiration Date: 12/31112
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HrLLAR C. MOORE, III
DISTRICf ATTORNEY, 19TH JUDICIALDISTRICf


EAST BATON ROUGE PARISH


November 28,2011


To Whom It May Concern:
. I


This letter is written in support of the Sexual Trauma Awareness and Response Center's (~T AR)
application for VA WA grant funding. As the District Attorney of East Baton Rouge Paris~, I
support the efforts of the Sexual Trauma Awareness and Response Center (STAR) to provide


. I
vital crisis intervention counseling and advocacy to sexual assault survivors in East Baton Rouge
Parish. Onnumerous occasions, my office has relied upon the well-trained STAR staff toJassist
crime victims during the prosecution of their cases. The support they provide to victims is
immeasurable. . I


I


STAR's Executive Director, Jane Wood, has led the agency for over 20 years and has helped
strengthen our community connections with hospitals and law enforcement, as well as with
partnering non-profits. Dr. Randall Brown, Medical Director, has developed best practices in
evidence collection and the delivery of medical services for survivors of sexual assault. The
efforts of these individuals and the STAR team as a whole ensure that this organization
maintains the highest standards of victim service delivery, making STAR one of the top sexual
assault centers in the state.


The addition of a Crisis Services Coordinator to the STAR staff will improve our community by .
ensuring that no victims in need of services are left behind. East Baton Rouge Parish is very
fortunate to have STAR as a resource. Their staff is always willing goes above and beyond the
call of duty to assist my office.


Please feel free to contact me if additional information is needed.


OFFICE OF THE DISTRICT ATTORNEY


222 ST •.LOUIS STREET • 5TH FLOOR • BATON ROUGE, LA 70802
WWW.EBRDA.ORG • PHONE: 225-389-3400 • FAX: 225-389-7860
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SHERIFF
EAST BATON ROUGE PARISH


POST OFFICE BOX 3177
BATON ROUGE, LA 70821


SID J. GAUTREAUX, III
SHERIFF & TAX COLLECTOR


2e5.3Bg.~aDD


FAX 22!!-3BS-5D3R


November 29, 2011


To Whom ItMay Concern:


Iwrite this letter in support of the grant request for (STAR)the Sexual Trauma Awareness and Response
Center.


This center provides valuable crisis intervention counseling and advocacy for sexual assault
victims/survivors in East Baton Rouge Parish. As the Victim Services Coordinator for the East Baton
Rouge Parish Sheriffs Office and a Board Member on louisiana's Crime Victims Reparations Board 1 have
worked very closely with Jane Wood and her staff.


Jane Wood and her staff are highly trained in this area and I rely on this expertise when I have a victim
of sexual assault in contact with my office. Feedback from victims that I have referred to STAR has
always been very positive with only the highest compliments concerning the service .and assistance they
received from the staff.


Jane Wood and the staff of STARare very active in the community concerning victim awareness and
outreach programs. Our office sponsors victim's awareness programs and I see them participating in
other programs sponsored by other advocacy groups throughout the year, not to mention the programs
they sponsor to raise awareness concerning sexual assault.


The staff has been willing to assist me every time I have contacted them; they are a vital asset to this
community in victim services.


Please feel free to contact me if you have further questions.


Sincerely,


C.d-'>h~31n ~.~..d~
Sgt. Carolyn Stapleton
Victim Services Coordinator
East Baton Rouge Sheriffs Office







EAST BATON ROUGE PARISH CORONER'S OFFICE


March 3, 2013


Racheal Hebert, Executive Director
Sexual Trauma Awareness and RI~sponse
8281 Goodwood Blvd., Suite 1-2
Baton Rouge, LA 70806


Dear Ms. Hebert:


On behalf of the East Baton Rou~Je Parish Coroner's Office, I am submitting a letter of support for the
Sexual Trauma Awareness and Response Center's (STAR)advocacy, counseling and educction
services for sexual assault victims. As a partnering organization, our office relies on your trairled staff
and volunteers to provide support to sexual assault victims during forensic medical exams.


As an organization that is tasked with providing forensic medical exams to sexual assault vidtims. our
office works closely with STARin 0 number of woys; these include: I


• Working collaboratively with STARos part of Baton Rouge's Sexual Assault Response Team
(SART)to address and solve problems with service delivery to sexual assault victims


• Utilizing STARadvocates to provide support to sexual assault victims and their loved ones
during forensic exams


• Referring victims and their loved ones to STARfor counseling and support services


We look forward to the continued partnership of STARand the East Baton Rouge Parish Coroner's
Office to provide support and safety to sexual assault victims and to promote prevention of sexual
violence in the Greater Baton Rouge community.


SinceTk---
William "Beau" Clark, MD.
Coroner
Parish of East Baton Rouge


4030 T.B. Hearndon Avenue • Baton Rouge. Louisiana 70807 • 225-389-3047








COOPERATIVE ENDEAVOR AGREEMENT


This Cooperative Endeavor Agreement ("Agreement") is entered on this -t2'1.3.i day of
~~ , 2011, by and between the Parties, defined exclusively as the following two entities,


d refe d to individually as "Party" or collectively as "the Parties":


Sexual Trauma and Awareness Response Center, LLC, formally chartered with
the Louisiana Secretary of State as a non-profit limited liability company
("STAR") and represented by Ann Guedry, its board President, duly authorized
by a resolution of the STAR Board, a copy of which is attached and made a part
hereof for reference;


and


The duly elected Sheriff for the Parish of East Baton Rouge, Sheriff Sid J.
Gautreaux, III


ALL PARTIES DECLARE AS FOLLOWS:


WHEREAS, the District Attorney established the Stop Rape Crisis Center in 1975 and has
continued its operations through the present day as the Rape Crisis Center using funds from his
office that today total two hundred thousand dollars ($200,000) annually and employs 3 persons
including a director, a sexual assault counselor, and a volunteer/community outreach coordinator.


WHEREAS, ~ince 1975 the Sheriff for the Parish of East Baton Rouge has been an integral
partner with t~e District Attorney in efforts to ensure this nationally recognized center provides
leadership for and develops best practices for responding to the needs of victims of sexual assault
and for assisting law enforcement in the investigation and prosecution sexual assault
perpetrators.


WHEREAS, the purposes of this center include supporting victims of sexual assault through the
application of the best practices to reduce psychological and physical trauma of victims, to
support the community through prevention and education efforts, and to coordinate criminal
justice agency efforts to increase the reporting of sexual assault and improve the investigation,
prosecution and conviction of sexual assault perpetrators.


WHEREAS, this Cooperative Endeavor Agreement is for the mutual benefits, advantages, and
conveniences to the citizens of Louisiana, specifically the citizens of East Baton Rouge Parish,
by the continued operation of a Sexual Trauma and Awareness Response Center to lead efforts to
respond to victims of sexual assault and convict their perpetrators.


WHEREAS, the expected benefit of the Center to the public and to law enforcement is greater
than or commensurate with the amount of the contribution by the Parties.


I







NOW THEREFORE, in consideration of the mutual covenants herein contained, the Parties
hereto agree as follows:


1. Incorporation of Recitals ..


The foregoing preliminary Recitals are incorporated herein by reference and are considered an
integral part of this Agreement.


2. Financial Support


For a period oftbree years commencing with execution of this document, the Sheriff agrees to
provide an annual contribution of at least $20,000, due no later than December 31st of each
calendar year preceeding a calendar year of operation for STAR. Should STAR cease operations I
at any time, all unexpended funds remaining from this contribution by the Sheriff shall be ~
returned to the Sheriff.


3. Multijurisdictional Agency Support


The Sheriff will continue during the Term of this agreement to participate and solicit the
participation of other criminal justice agencies to continue the operation of multijurisdictional
panel charged with continually examining and improving law enforcement's response to sexual
assault crimes.


4. Agreement Term


This Agreement shall be for an initial period of three years, commencing on January 1, 2012
ending on December 31,2014 ("Term").


The Parties agree that Year three of this Agreement will be an evaluation point for the
continuation of this Agreement.


This Agreement may be extended beyond the initial Term by mutual agreement only as
memorialized in writing by the Parties.


5. Indemnification


To the extent allowed by Louisiana law, each Party ("Indemnifying Party") shall fully indemnify
and hold harmless the other Parties and the employees, agents, contractors, and subcontractors of
the other Parties against all losses, claims, damages, liabilities, penalties, obligations and
expenses, including, without limitation costs for counsel, when incurred, incidental to, caused by,
connected with, relating to, arising out of, or based upon, directly or indirectly, Indemnifying
Party's use of, and/or activities on, the Property or the use of, and/or activities on, the Property of
Indemnifying Party's employees, contractors, or subcontractors.


All the foregoing indemnification provisions shall apply to permitted uses, as well as uses that
are not permitted under this Agreement.


2







Notwithstanding any provision to the contrary contained in this Agreement, each Party
acknowledges that the Indemnifying Party's obligation to indemnify and hold the other Parties
harmless under this Paragraph shall not extend to any loss to the extent arising out of the gross
negligence or willful misconduct of the other Parties or any of its employees, agents, contractors,
or subcontractors of the other Parties.


6. Right to Audit


Any Party to this agreement shall have the right to personally, or through the direction of others
on their behalf, audit and inspect the books, data, and records of STAR that pertain to the
monetary contribution provided under this Agreement.


7. Notice


Any and all Notice required under this Agreement shall be in writing and shall be effective
immediately upon personal delivery, subject to verification of service or acknowledgement of
receipt, or three (3) days after mailing via Certified Mail, receipt requested, to the following
addresses:


Sheriff


Sid J. Gautreaux, III
100 S1.Ferdinand Street
Baton Rouge, LA 70802


Ann Guedry
Board President
STARLLC
233 St. Ferdinand Street
Baton Rouge, LA 70802


Each party shall immediately inform all other parties of any changes in personnel or address for
the purpose of sending required notices.


. -_.... '- _. ..- - ._-_ ... _-_.... -or


3







IN WITNESS WHEREOF, the Parties hereto have signed their names on this tar'4 day of
"Jl,J1IJP.I11/ ' 2011, in the presence of the undersigned competent witnesses:


Sheriff,
Parish of East Baton Rouge


41f


Si


Sexual Trauma and Response Center,
LLC


-u:~St--
9~~'"'--S. ke •...p


.' .
~. . . .. " ... . .


• • • • ••• J
• •• It.


't :\' .: ,: to. w' •..... .
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COOPERATIVE ENDEAVOR AGREEMENT


, This Cooperative Endeavor Agreement ("Agreement") is entered on this l~ay of
(trDX;MJ\ 2012, by and between the Parties, defined exclusively as the following entities,


and referred to individually as "Party" or collectively as "the Parties":


Sexual Trauma and Awareness Response Center, LLC, formally chartered with
the Louisiana Secretary of State as a non-profit limited liability company and
represented by Mary Erlingson, its board President, duly authorized by a
resolution of the STAR Board, a copy of which is attached and made a part hereof
for reference ("STAR");


The City of Baton Rouge, Parish of East Baton Rouge ("City-Parish"),
represented by Melvin "Kip" Holden, and the Chief of Police for the Baton Rouge
Police Department, Chief Donald "Dewayne" White.


ALL PARTIES DECLARE AS FOLLOWS: I


WHEREAS, the District Attorney established the Stop Rape Crisis Center in 1975 and has I
continued its operations through the present day as the Rape Crisis Center using funds from his
office that today total two hundred thousand dollars ($200,000) annually and employs three I
persons including a director, a sexual assault counselor, and a volunteer/community outreach
coordinator.


WHEREAS, since 1975 the City-Parish, through the Mayor-President and the Chief of the Baton
Rouge Police Department has been an integral partner with the District Attorney in efforts t~
ensure this nationally recognized center provides leadership for and develops best practices ~or
responding to the needs of victims of sexual assault and for assisting law enforcement in the
investigation and prosecution sexual assault perpetrators.


WHEREAS, the purposes of this center include supporting victims of sexual assault through the
application of the best practices to reduce psychological and physical trauma of victims, to
support the community through prevention and education efforts, and to coordinate criminal
justice agency efforts to increase the reporting of sexual assault and improve the investigation,
prosecution and conviction of sexual assault perpetrators. I


WHEREAS, this Cooperative Endeavor Agreement is for the mutual benefits, advantages, a~d
conveniences to the citizens of Louisiana, specifically the citizens of East Baton Rouge Parish,
by the continued operation of a Sexual Trauma and Awareness Response Center to lead efforts to
respond to victims of sexual assault and convict their perpetrators.


WHEREAS, the expected benefit of the Center to the public and to law enforcement is greater
than or commensurate with the amount of the contribution by the Parties.
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NOW THEREFORE, in consideration of the mutual covenants herein contained, the Parties
hereto agree as follows:


1. Incorporation of Recitals.


The foregoing preliminary Recitals are incorporated herein by reference and are considered an
integral part of this Agreement.


2. Financial Support


For a period of three years commencing with execution of this document, the City-Parish agrees
to provide an annual contribution of $20,000, due no later than December 31st of each calendar
year preceding a calendar year of operation for STAR. Should STAR cease operations at any
time, all unexpended funds remaining from this contribution by the City-Parish shall be returned
to the City-Parish.


The funding is subject to the: appropriate funding and appropriation procedures by the
Metropolitan Council. In no event will the City-Parish be responsible for any sums due under
this Agreement if the Metropolitan Council does not appropriate funds for this purpose.


3. Multijurisdictional Agency Support


The City-Parish, through the Chief of Police will continue during the Term of this agreement to
participate and solicit the participation of other criminal justice agencies to continue


l
the


operation of multijurisdictional panel charged with continually examining and improving law
enforcement's response to sexual assault crimes.


4. Agreement Term


This Agreement shall be for an initial period of three years, commencing on January 1, 2012
ending on December 31, 2014 ("Term"). I


The Parties agree that year three of this Agreement will be an evaluation point for the
continuation of this Agreement.


This Agreement may be extended beyond the initial term by mutual agreement only as
memorialized in writing by the Parties.


5. Indemnification


To the extent allowed by Louisiana law, each Party ("Indemnifying Party") shall fully indemnify
and hold harmless the other Parties and the employees, agents, contractors, and sUbcontractorll of
the other Parties against all losses, claims, damages, liabilities, penalties, obligations and
expenses, including, without limitation costs for counsel, when incurred, incidental to, caused by,
connected with, relating to, arising out of, or based upon, directly or indirectly, Indemnifying
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Party's use of, and/or activities on, the Property or the use of, and/or activities on, the Property of
Indemnifying Party's employees, contractors, or subcontractors.


Notwithstanding any provision to the contrary contained in this Agreement, each Party
acknowledges that the Indemnifying Party's obligation to indemnify and hold the other Parties
harmless under this Paragraph shall not extend to any loss to the extent arising out of the gross
negligence or willful misconduct of the other Parties or any of its employees, agents, contractors,
or subcontractors of the other Parties.


6. Right to Audit


Any Party to this agreement shall have the right to personally, or through the direction of others
on their behalf, audit and inspect the books, data, and records of STAR that pertain to the
monetary contribution provided under this Agreement.


7. Notice


Any and all Notice required under this Agreement shall be in writing and shall be effective
immediately upon personal delivery, subject to verification of service or acknowledgement of
receipt, or three (3) days after mailing via Certified Mail, receipt requested, to the following
addresses:


Mayor


Melvin "Kip" Holden
Mayor-President
City of Baton Rouge!
Parish of East Baton Rouge
PO Box 1471
Baton Rouge, Louisiana 70821


Donald "Dewayne" White
Chief of Police
704 Mayflower St.
Baton Rouge, LA 70802


Mary Erlingson
Board President
STARLLC
233 St. Ferdinand Street
Baton Rouge, LA 70802
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'..


Each party shall immediately inform all other parties of any changes in personnel or address for
the purpose of sending requited notices.


,st
r~ESSWHEREOF, the Parties hereto have signed their names on this day of


) >\ 'VV2tJl ,2012, in the presence of the undersigned competent witnesses:


CITY OF BATON ROUGE/
PARISH OF EAST BATON ROUGE


By: __ ~ ~~-L~~~ _


Sexual Trauma and Response Center, I
LLC


By: ::;J


ED
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C001PERATIVE ENDEAVOR AGREEMENT


This Cooperative Endeavor Agreement ("Agreement") is entered on this 2nd day of December,
2011, by and between the Parties, defined exclusively as the following two entities, and referred
to individually as "Party" or c:ollectively as "the Parties":


Sexual Trauma and Awareness Response Center, LLC, formally chartered with
the Louisiana Secretary of State as a non-profit limited liability company
("STAR") and represented by Ann Guedry, its board President, duly authorized
by a resolution of the STAR Board, a copy of which is attached and made a part
hereof for reference;


and


The duly elected District Attorney for the 19th Judicial District, Parish of East
Baton Rouge, Hillar C. Moore, III;


ALL PARTIES DECLARE AS FOLLOWS:


WHEREAS, the District Attorney established the Stop Rape Crisis Center in 1975 and has
continued its operations through the present day as the Rape Crisis Center using funds from his
office that today total two hundred thousand dollars ($200,000) annually and employs 3 persons
including a director, a sexual assault counselor, and a volunteer/community outreach coordinator.


WHEREAS, since 1975 the District Attorney has lead efforts to ensure this nationally recognized
center provides leadership for and develops best practices for responding to the needs of victims
of sexual assault and for assisting law enforcement in the investigation and prosecution sexual
assault perpetrators.


WHEREAS, the purposes of this center include supporting victims of sexual assault through the
application of the best practices to reduce psychological and physical trauma of victims, to
support the community through prevention and education efforts, and to coordinate criminal
justice agency efforts to increase the reporting of sexual assault and improve the investigation,
prosecution and conviction of sexual assault perpetrators.


WHEREAS, this Cooperative Endeavor Agreement is for the mutual benefits, advantages, and
conveniences to the citizens of Louisiana, specifically the citizens of East Baton Rouge Parish,
by the continued operation of a Sexual Trauma and Awareness Response Center to lead efforts to
respond to victims of sexual assault and convict their perpetrators.


WHEREAS, the expected benefit of the Center to the public and to law enforcement is greater
than or commensurate with the amount of the contribution by the Parties.







NOW THEREFORE, in consideration of the mutual covenants herein contained, the Parties
hereto agree as follows:


1. Incorporation of Recitals.


The foregoing preliminary Recitals are incorporated herein by reference and are considered an
integral part of this Agreement.


2. Financial Support


For a period of three years commencing with execution ofthis document, the District Attorney
agrees to provide an annual contribution of at least $200,000, due no later than December 31st of
each calendar year preceding a calendar year of operation for STAR. Should STAR cease
operations at any time, all unexpended funds remaining from this contribution by the District
Attorney shall be returned to the District Attorney.


3. Facility Support


Under the terms of this document, the District Attorney will continue to provide cost-free
housing to STAR for a minimum of 3 professionals within the floor space allotted to the District
Attorney by the City-Parish.


4. Office Materials Support


The District Attorney shall agree to loan to STAR for the three year Term any office materials,
including but not limited to supplies, equipment, and furniture, that are currently owned by the
District Attorney and currently in used by the District Attorney's Rape Crisis Center. All
materials loaned shall be listed and attached as an addendum and made part of this agreement by
its attachment. At the termination of this agreement, all non-consumable items loaned shall be
returned to the possession of the District Attorney. Items that are not returned shall be
documented and STAR will remit to the District Attorney the reasonable cost of any non-
consumable items not returned.


5. Medical Director Support


The District Attorney will continue during the Term of this agreement to solicit the services of
voluntary medical directors and voluntary medical examiners for the purpose of conducting
forensic sexual assault exams and developing and implementing best forensic exam medical
practices.


6. MuItijurisdictional Agency Support


The District Attorney will continue during the Term of this agreement to participate and solicit
the participation of other criminal justice agencies to continue the operation of a
multijurisdictional panel charged with continually examining and improving law enforcement's
response to sexual assault crimes.







7. Agreement Term


This Agreement shall be for an initial period of three years, commencing on January 1, 2012
ending on December 31,2014 ("Term").


The Parties agree that Year three of this Agreement will be an evaluation point for the
continuation of this Agreement.


[mil
This Agreement may be extended beyond the initial Term by mutual agreement only as
memorialized in writing by the Parties.


8. Indemnification


To the extent allowed by Louisiana law, each Party ("Indemnifying Party") shall fully indemnify
and hold harmless the other Parties and the employees, agents, contractors, and subcontractors of
the other Parties against all losses, claims, damages, liabilities, penalties, obligations and
expenses, including, without limitation costs for counsel, when incurred, incidental to, caused by,
connected with, relating to, arising out of, or based upon, directly or indirectly, Indemnifying I
Party's use of, and/or activities on, the Property or the use of, and/or activities on, the Propert] of
Indemnifying Party's employees, contractors, or subcontractors.


All the foregoing indemnification provisions shall apply to permitted uses, as well as uses that
are not permitted under this Agreement.


Notwithstanding any provision to the contrary contained in this Agreement, each Party
acknowledges that the Indemnifying Party's obligation to indemnify and hold the other Parties
harmless under this Paragraph shall not extend to any loss to the extent arising out of the gros~
negligence or willful misconduct of the other Parties or any of its employees, agents, contractors,
or subcontractors of the other Parties.


9. Right to Audit


Any Party to this agreement shall have the right to personally, or through the direction of others
on their behalf, audit and inspect the books, data, and records of STAR that pertain to the
monetary contribution provided under this Agreement.


10. Notice


Any and all Notice required under this Agreement shall be in writing and shall be effective
immediately upon personal delivery, subject to verification of service or acknowledgement of


I
receipt, or three (3) days after mailing via Certified Mail, receipt requested, to the following I


I
addresses:







District Attorney:


Hillar C. Moore, III
District Attorney
222 Saint Louis Street, Room 550
Baton Rouge, LA 70802


Ann Guedry
Board President
STARLLC
233 St. Ferdinand Street
Baton Rouge, LA 70802


District Attorney,
19th Judicial District,
Parish of East Baton Rouge


Each party shall immediately inform all other parties of any changes in personnel or address or
the purpose of sending required notices.


IN WITNESS WHEREOF, the Parties hereto have signed their names on this 2nd day of
December, 2011, in the presence of the undersigned competent witnesses:


By:
Hillar C. Moore, III District Attorney


Sexual Trauma and Response Center,
LLC








COOPERATIVE ENDEAVOR AGREEMENT


This Cooperative Endeavor Agreement ("Agreement") is entered on the date indicated below of
by and between the Parties, defined exclusively as the following two entities, and referred to
individually as "Party" or collectively as "the Parties":


Sexual Trauma and Awareness Response Center, LLC, formally chartered with
the Louisiana Secretary of State as a non-profit limited liability company
("STAR") and represented by Mary Erlingson, its board President, duly
authorized by a resolution of the STARBoard, a copy of which is attached and
made a part hereof for reference;


and


The duly elected Coroner for the Parish of East Baton Rouge, William "Beau"
Clark, M.D.


ALL PARTIES DECLARE AS FOLLOWS:


WHEREAS, the District Attorney prior to the formation of STAR effective January 1,2012'1
established the Stop Rape Crisis Center in 1975 and continued its operations through 2011 ai the
Rape Crisis Center using funds from his office that totaled two hundred thousand dollars
($200,000) annually and employed 3 persons including a director, a sexual assault counselor, and
a volunteer/community outreach coordinator.


WHEREAS, since 1975 the Coroner for the Parish of East Baton Rouge has had a statutory
responsibility for sexual assaults and has been an integral partner with the District Attorney in
efforts to ensure this nationally recognized center provided leadership for and developed best
practices to respond to the needs of victims of sexual assault and to assist law enforcement in the
investigation and prosecution sexual assault perpetrators.


WHEREAS, the purposes of this center include supporting victims of sexual assault through the
application of the best practices to reduce psychological and physical trauma of victims, to
support the community through prevention and education efforts, and to coordinate criminal
justice agency efforts to increase the reporting of sexual assault and improve the investigation,
prosecution and conviction of sexual assault perpetrators.


WHEREAS, this Cooperative Endeavor Agreement is for the mutual benefits, advantages, and
conveniences to the citizens of Louisiana, specifically the citizens of East Baton Rouge Parish,
by the continued operation of a Sexual Trauma and Awareness Response Center to lead efforts to
respond to victims of sexual assault and convict their perpetrators.


WHEREAS, the expected benefit of the Center to the public and to law enforcement is greater
than or commensurate with the amount of the contribution by the Parties.
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NOW THEREFORE, in consideration of the mutual covenants herein contained, the Parties
hereto agree as follows:


1. Incorporation of Recitals.


The foregoing preliminary Recitals are incorporated herein by reference and are considered an
integral part of this Agreement.


2. Financial Support


For a period of one year commencing with execution of this document, the Coroner agrees t~
provide an annual contribution of at least $5,000, due no later than January 31st of each cal ndar
year of operation for STAR. Should STAR cease operations at any time, all unexpended fu ds
remaining from this contribution by the Coroner shall be returned to the Coroner.


3. Multijurisdictional Agency Support


The Coroner will continue during the Term of this agreement to participate and solicit the
participation of other criminal justice agencies to continue the operation of multijurisdicfional
panel charged with continually examining and improving law enforcement's response to sexual
assault crimes. I


4. Agreement Term


This Agreement shall be for an initial period of one year commencing on January 1,2013 ending
on December 31,2013 ("Term").


The Parties agree that year one of this Agreement will be an evaluation point for the continuation
of this Agreement.


This Agreement may be extended beyond the initial Term by mutual agreement only as
memorialized in writing by the Parties.


5. Indemnification


To the extent allowed by Louisiana law, each Party ("Indemnifying Party") shall fully indemnify
and hold harmless the other Parties and the employees, agents, contractors, and subcontractors of
the other Parties against all losses, claims, damages, liabilities, penalties, obligations and
expenses, including, without limitation costs for counsel, when incurred, incidental to, caused by,
connected with, relating to, arising out of, or based upon, directly or indirectly, Indemnifying
Party's use of, and/or activities on, the Property or the use of, and/or activities on, the Property of
Indemnifying Party's employees, contractors, or subcontractors.


All the foregoing indemnification provisions shall apply to permitted uses, as well as uses that
are not permitted under this Agreement.
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Notwithstanding any provision to the contrary contained in this Agreement, each Party
acknowledges that the Indemnifying Party's obligation to indemnify and hold the other Parties
harmless under this Paragraph shall not extend to any loss to the extent arising out of the gross
negligence or willful misconduct of the other Parties or any of its employees, agents, contractors,
or subcontractors of the other Parties.


6. Right to Audit


Any Party to this agreement shall have the right to personally, or through the direction of others
on their behalf, audit and inspect the books, data, and records of STAR that pertain to the
monetary contribution provided under this Agreement.


7. Notice


Any and all Notice required under this Agreement shall be in writing and shall be effective
immediately upon personal delivery, subject to verification of service or acknowledgement of
receipt, or three (3) days after mailing via Certified Mail, receipt requested, to the following
addresses:


Coroner


William "Beau" Clark, M.D.
4030 T. B. Hearndon Avenue
Baton Rouge, LA 70807


STAR


Mary Erlingson
Board President
STARLLC
233 St. Ferdinand Street
Baton Rouge, LA 70802


Each party shall immediately inform all other parties of any changes in personnel or address for
the purpose of sending required notices.
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IN WITNESS WHEREOF, the Parties hereto have signed their names on the dates indicatef
below, in the presence ofthe undersigned competent witnesses:


I
I


Coroner,
Parish of East Baton Rouge


By:
William "Beau" Clark, M.D.


Date: ,


Sexual Trauma and Response Center
LLC


BY:~~ ~
~ rlingson, Pre~ent
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BY-LAWS OF


SEXUAL TRAUMA AWARENESSAND RESPONSE (STAR) CENTER


ARTICLE I
NAME AND OFFICE


Section 1: Name. The name of the corporation is Sexual Trauma Awareness and
./ Response (STAR) Center (referred to interchangeably herein as "STAR" or the "Corporation").


Section 2: Principal Office. The principal, office of STAR, a nonprofit corporation
incorporated under the laws of the State of Louisiana, shall be located at 233 St. Ferdinand Street,
Baton Rouge, Louisiana, 70802 which shall also be STAR's registered office in the State of
Louisiana. The Board of Directors or Executive Committee of STAR may change the address for
the principal office or the registered office from time to time.


ARTICLE"
PURPOSE


, '


STAR is organized exclusively for charitable and educational purposes including for such
purposes the ,making of distributions to corporations that qualify 'as exempt corporations under
Section 501 (c)(3) of thelntemal Revenue Code of 1986, as amended, or any corresponding section
of any future federal income tax code (the "Code"). More specifically, STAR's purpose is to promote
and address the needs of victims of sexual assault. STAR is organized to educate the public and
govemmental agencies as to the needs of victims of sexual assault.. including performing and
implementing research, studies, projects and programs to assist and improve the Greater Baton
Rouge area law enforcement agencies' assistance to victims of sexual trauma; to undertake
programs, education and activities designed to strengthen the services provided within the Greater
Baton Rouge area to victims of sexual assault; and any other lawful purpose of a 501(c)3
organization. All terms and provisions of the Articles of Incorporation and Bylaws, and all authority


, and.operations of STAR, shall be construed, applied and carried out in accordance with such intent.


ARTICLE III
MEMBERSHIP


Section 1: Members. Membership in STAR is open to all individuals who support the
mission of STAR, including law enforcement, the medical community, parents, family members and


'friends of victims of sexual assault. Members shall also include community businesses, charitable
organizations or individuals that assist victims of sexual trauma. Members shall have the right to
attend all meetings of STAR, elect STAR's Board of Directors, to identify needs of victims and serve
on any cornmltteets) established under these Bylaws, or subsequently identified by the Board of
Directors of STAR.


Section 2: Dues. Theannual dues for membersof STAR shall be set as follows: $10.00
student or survivor membership; $25.00 individual membership; $300.00 corporate membership.
Membership may be based on the members' ability to pay. The amount of the annual dues can be
amended from" time to time by the Executive Committee of STAR. Collection of dues will be
conducted during the first month of STAR's fiscal year.


Section 3: Voting Rights. Each member shall be entitled to one vote on each matter
submitted to a vote of the members.
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ARTICLE IV
MEETINGS OF MEMBERS


Sectjon 1: Location of Meeting. All meetings of the members shall be held at the
principal office of the Corporation or at such other place, within the State of Louisiana, as may be
designated by the Board of Directors.


Section 2: Annual Meeting. The annual meeting of the members shall be held in the
month of August of each calendar year for the purpose of electing the Board of Directors (the
"Board") and for the transaction of such other business as may properly be brought before the
meeting. If the election of directors or executives is not held in the time designated for the annual
meeting, or at any adjoumment of the annual meeting. the Board shall cause the election to be held
at a special meeting of the members as soon after as is convenient. .


Section 3: Special Meeting. Special meetings of the members, for any purpose or
purposes, may be called by the President or by the Board. At any time. upon the written request of .
at least one-third of the directors, the Secretary shall call a special meeting of members to be held at
·the registered office or principal place of business of STAR at such time as the Secretary may fix,
but not iess than ten, nor more than sixty days after receipt of said request.


Section 4: Notice. Written or printed notice stating the place, day and hour of any
meeting ofmemberssha!! be delivered, eitherpersonally or by mail, fax, electronic mail or other
electronic means; to each member entitled to vote at such meeting, not less than ten, nor more than
sixty days before the date of such meeting, by or at the direction of the President or the Secretary of
STAR. In case of a special meeting, orwhen required by statute, or by the Bylaws, the purposes for
which the meeting is called shall be stated in the notice. If mailed, the notice of a meeting shall be
deemed to be delivered when deposited in the United States mail addressed to the member at his
address as it appears on the records of STAR, with postage thereon prepaid. If sent by fax,
electronic mail or other' electronic means addressed to a fax or electronic address provided by a
member, notice of a meeting shall be deemed to be delivered on the date the communication is
sent.


Section 5: Voting by' Proxy. At any meeting of the members, members shall not be
entitled to vote by proxy. .


Section 6: Quorum. All members of the corporation attending a meeting shall be
considered a quorum.


ARTICLE V
DIRECTORS AND EXECUTIVE COMMITTEE'


Section 1: General Powers.


A. The Executive Committee shall be the govemingbody of STAR. Subject to the
provisions of the Articles of Incorporation of STAR and these Bylaws, the business and affairs of'
STAR shall be managed by the Executive Committee and the Board. Notwithstanding the
foregoing, the Board shall not have the power or authority to take any action, which would jeopardize'
the tax-exempt status of STAR.
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B. The Board. shall be composed of no less than five (5). or more than fifteen (15)
directors.. Except as detailed below. all Directors shall be members of STAR. Board members shall
serve as the Chair of any Committees established herein. or established by the Board.


C. The Board shall be divided into three classes as Class 1. Class2 and Class 3.
Each class shall consist, 'as nearly as possible, of one-third of the total number of directors
constituting the entire Board of Directors. Class 1 directors for a two-year term. Class 2 directors
for a three-year term and Class 3 directorsfor a four-year term .: Any increase or decrease in the
number of directors on the Board of Directors by the members shall be apportioned among the
classes' so as to maintain the number of directors in each class as nearly equal as possible ..


Section 2: Election of Executive Committee. The members of the Board of Directors
of STAR shall elect a President. Vice-President, Treasurer and Secretary. Those officers shalf
serve as the Executive Committee.


Section 3: Executive' Committee. The' Board's Executive Committee shall be
composed of the President. Vice President, Secretary and Treasurer. Members of the Executive
Committee will be elected by the Board of Directors of STAR at the Annual Meeting.


Nominations may be made from the floor provided the consent of the nominee has been obtained.
Election shall be by voice unless there are multiple nominations for an offlce. A majority vote shall


. constitute an election. Each Board of Director shall be entitled to one vote per office.


(i) President. The President shall preside at all meetings of STAR, the
Executive Committee, the Board, and may be an Ex-Offlcto member of all committees
except the Nominating Committee .


.(ii) The Vice-President. The Vice President shall assist the President in the
general work of STAR and. in the absence of the President, serve in his/her stead, and


.shall perform such duties as shall be assigned by the President.


(iii) The Secretary. The Secretary shall keep in permanent form the minutes of
all meetings of STAR, recording all motions and votes, and will furnish copies of said
minutes to all members of the Board. The Secretary shall keep a list of current Officers
and conduct the correspondence of STAR when necessary, including sending meeting
notifications to members of the Board and the membership of STAR.


(iv) The Treasurer; The Treasurer shall be the custodian of the funds of STAR,
providing a detailed financial report at each Board meeting and at the Annual Meeting.
The Treasurer shall be responsible for the collection of and maintenance of a record of
all members who have paid dues or made donations to STAR


Section 4: Committees. The Board is authorized to establish committees to aid their
efforts to fulfill the Mission of STAR.
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. ARTICLE VI _
MEETINGS OF THE BOARD OF DIRCTORS~


Section 1: Regular Meetings. The Board shall establish a regular time, date and
location for the meetings. Such meetings will normally be held at least twice each year, but the
Board may conduct such special meetings, as they deem necessary, for the conduct of business.


Section 2: Annual Meeting. An Annual Meeting will be conducted at a date, time and
location to be announced by the Board, with notice given at least three (3) weeks in advance ofthe
event to all members of. STAR. The purpose of this meeting will be to provide a review of all
activities of STAR, hold elections, and conduct other business as deemed necessary.


Section 3:. Special Meetings. Special meetings of the Board may be called by the
request of three or more members of the Board or the President or the Executive Director of STAR.
Notice of any special meeting shall be delivered at least forty-eight (48) hours before the special
meeting; For purposes of this Section, facsimile or electronic mail shall qualify as a medium for
official notification. .


Section 4: Quorum. A majority of the Board shall constitute a quorum at all meetings of
the Board and STAR.


Section 5: Action by Written Consent. Any action required or permitted to be taken at
such a meeting may be taken without a meeting and without a vote if a consent or consents in
writing, setting forth the action so taken, is signed by the Directors, members of a committee of the
Board or the Members, as applicable, having no fewer than the minimum number of votes that
would be necessary to take the action at a meeting at which all Directors; all members of the
committee or all of the Members, as applicable, entitled to vote on the action were present and
voted. Notice of actions taken by written consent shall. be delivered to the other Directors,
committee members or other Members, as. applicable, no later than the second Business Day
fol/owing the date the requisite consent is obtained.


Section 6: Meetings by Telephone. Directors, members of any committee of the Board,
or the Members; as applicable, may participate in and hold any meeting by means of conference
telephone, video conference or similar communications equipment by means of which all persons
participating in the meeting-can hear each other, and the votes of any Directors, members of any


. committee of the Board, or the Members, as applicable, participating by conference telephone, video .
conference or similar commuriications equipment shall be given full effect.


ARTICLE VII
DONATIONS AND DISBURSEMENTS


Section 1: Acceptance of Gifts. All donations, bequests or gifts shall be made payable
to STAR and shall be accepted and acknowledged by the Treasurer or other designated member of
the Board.


Section 2: Disbursements e .


A. The Board,not less frequently than annually, shall make distributions from the net
income and principal of the Corporation pursuant to the provisions of the Bylaws and Articles,
provided the Board has determined that the requests for distribution are in compliance with the


..Mission of9TAR. The Board may gather and analyze data, orconduct such other investigations
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and research as necessary. to determine the means for carrying out the educational and charitable
purposes and functions of STAR .


-.B. All such determinations of distributions to be made shall be by an affirmative vote of a
majority of Directorspresent at a meeting duly called at which a quorum is present, unless otherwise
expressly provided in the Bylaws or by direction of the donor as a condition of the gift. Unless
requested otherwise by the Board, any unused or undistributed funds shall be. reinvested as
principal.· .


C. Disbursements for other proper administrative expenses incurred by the Board,
including salaries for such professional and other assistance as it from time to time deems
necessary or desirable to accomplish the. Mission. shall be directed to be paid so far as possible.
first from any funds designated for such purposes. and the balance out of income of the funds of
STAR not specifically restricted against such use.


ARTICLE VIII
AMENDMENTS


Amendments to these By-Laws may be made upon recommendation and approval of a
majority of the members attending the Annual Meeting. .


ARTICLE IX
!NDFMNIFICATION


STAR shall indemnify the members of the Executive Committee and Board for the defense
of civil or criminal actions or proceedings as hereinafter provided in a manner and to the extent
permitted by applicable law. '


STAR shall indemnify the members of the Executive Committee and the Board from and
against any and all judgments, fines, amounts paid In settlement. and reasonable expenses.
including attorney's fees. actually and necessarily incurred or imposed as a result of such action or
proceeding or any appeal therein, imposed upon or asserted against him or her by reason of being
or having been such a member or a director or officer acting within the scope of his or her official
duties so long as he conducted himself in good faith or in g'ood faith believed his/her conduct in
his/her official capacity was in the best interest of STAR or in all other cases his/her conduct was at
least not opposed to its best interest. In the case of a criminal action or proceeding, this indemnity
shall apply where the aforesaid had no reasonable cause to believe that his or her conductwas
unlawful. .


This indemnification shall be made in accordance with §12:227 of the Louisiana Nonprofit
Corporation Law. as amended. only if STAR shall be advised by its Boardof Directors acting (1) by
a majority vote of a quorum consisting of directors who are not parties to such action or proceeding
and who find that, or (2) if a quorum under (1) is not obtainable with due diligence, upon the opinion
in writing of legal counsel that, the directors or office has met the foregoing applicable standard of
conduct. If the foregoing determination is to be made by the Board, it may rely as to all equations of
law on the advice of independent legal counsel. .. .
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ARTICLE X
FISCAL YEAR


The fiscal year of STAR shall begin on July 1 and end on June 30 of each year, with the
first fiscal year commencing with the formation of the company, and ending on June 30, 2012.


ARnCLEXI
GOVERNING LAW


STAR is a Corporation established under the laws of the State of Louisiana. These Bylaws
are adopted pursuant to the Louisiana Nonprofit Corporation Law' and shall be construed in
accordance with the laws of the State of Louisiana. '


ARTICLE XII
TAX·EXEMPT NON·PROFIT CORPORA TIO~


A. STAR shall not be operated for pecuniary gain or profit.


B.. No part ofthe net earnings of STAR shall inure the benefit of, or be distributable to,
any director, officer or employee of STAR, or any other private person; but STAR shall be authorized
arid empowered to pay reasonable compensation for service rendered and to make payments and
distributions in furtherance of the purposes as set forth in Article Two of the Articles of Incorporation.


C. No substantial part of the activities of STAR shall bethe carrying on of propaganda,
or otherwise attempting to influence legislation; and STAR shall not participate in, or intervene in
(including the publication or distribution of statements) any political campaign on behalf of any
candidate for public office. .


D. As deemed set forth in the Articles of Incorporation, to STAR shalf:


(i) Not engage in any act of self-dealing, as defined in Section 4941 (d) of the
Internal Revenue Code, which would give rise to any liability for tax imposed
by Section 4941 of the Internal Revenue Code; ,


eii) Not retain any excess business holdings, as defined in Section 4043(c) of the
Internal Revenue Code, which would give rise to any liability for tax imposed
by Section 4943 of the Internal Revenue Code.


Not make any investments, which would jeopardize carrying out any of the
exempt purposes of the Corporation, within the meaning 'OfSection 4944 of
the Internal Revenue Code, so as to give rise to any liability for tax imposed
by Section 4944 of the Internal Revenue Code;


Not make any taxable expenditures, as ,defined in Section 4045(d) of the
'Internal Revenue Code, which would give rise to any liability for tax imposed


. by Section 4945 of the Internal Revenue Code;


(Hi)


(iv)


(v) 'Distribute for the purpose specified in the Articles of Incorporation for each
taxable year amounts at least sufficient to avoid any liability for the tax
imposed by Section 4942 of the Internal' Revenue Code.
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E. . Notwithstanding any other provision of the Articles of Incorporation or these BYlaws,
STAR shall not carry on any other activities not permitted to be carried on:


(i) . By a corporation exempt from federal income 'taxation wider Section
501 (c)(3) of the Internal ReveniJe Code, as amended; or


(ii) Bya corporation, contributions to which are deductible for federal income tax
purposes under Section 170(c)(2) of the mtemal Revenue Code,as
amended. .


It is intended that STAR shall have, and continue to have, the status of an organization which is
exempt from federal income taxation under Section 501 (a) and 501 (c)(:3) of the Internal Revenue
Code, as amended. All terms and provisions of the Articles of Incorporation and these Bylaws, and


. all authority and operations of STAR, shall be construed, applied and carried out in accordance with
such intent. .


(THE REMAINDER OF THIS PAGE INTENTIONALLY LE:FT BLANK)
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THUS DONEAND PASSED before me, in the Parish of East Baton Rouge, State of
Louisiana on the day, month and year first above written, in the presence of the undersigned
competent witnesses, residing in the Parish of East Baton Rouge, after due reading of the whole.


.~


~+-1fa~'lI-.!,'~ ~ ;;JJV!f:P "<-.,
(Print ame) . .


SECRETARY:


~vh0cJk --
Racheal Hebert


A.,~
! (/
. /}IVA/ b"lledk-j
. 'PrintName


..
.."/'-0\ ~! jN0IARY PUBLIC'


MlJ-K- V' C E~)'J+~
I (Pfint Name)


13 fr~No. /0; 5 &~.
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March 1, 2013 
 
Louisiana Commission on Law Enforcement 
602 North Fifth Street  
Baton Rouge, Louisiana 70802 
 
Dear Louisiana Commission on Law Enforcement: 
 
This memo is to state our compliance with your policy to provide a 
checking account for sub-grant funds where at least two (2) 
signatures are required for issuance of checks. Please note that this 
policy is already in place and is stated in STAR’s Governance Policies 
(attached is full policy for your review). I have pasted the applicable 
policy below as a quick reference. 
 
4.4.1 Check-Signing Authority  
The Executive Director and Members of the Executive Committee 
are authorized to sign checks. All checks require the signature of the 
Executive Director or Board Treasurer, along with one other Executive 
Committee member. Any check payable to the Executive Director 
or a Member of the Executive Committee must be signed by a 
different authorized Member. 
 
The members who are authorized to sign checks include: 
 
Racheal Hebert, Executive Director 
Mary Erlingson, Board President 
Tommy Naquin, Board Treasurer 
Mark Dumaine, Board Secretary   
 
Please contact me with any questions or concerns. 
 
Sincerely, 


 
 
Racheal Hebert 
Executive Director 
 
 
 
 


BOARD OF DIRECTORS 
 
Mary Erlingson 
Erlingson-Banks, Attorney at Law 
President 
 
Racheal Hebert 
Executive Director 
 
Stephanie Jacque 
Department of Public Works 
Vice-President 
 
Mark Dumaine 
19th Judicial District Attorney’s Office 
Secretary 
 
Thomas Naquin 
Postlethwaite and Netterville, CPA  
Treasurer 
 
Dr. Randall Brown 
Louisiana Women’s Health Associates  
Medical Director 
 
Lt. John Attuso 
Baton Rouge City Police 
 
Dr. William Clark 
East Baton Rouge Coroner 
 
Kathi Gill 
Neighbors Federal Credit Union 
 
Ann Guedry 
Retired  
 
Sid Newman 
CrimeStoppers 
 
Jane Wood 
Retired  
 
 
 
 
 
 


8281 Goodwood Blvd. • 2nd Floor, Suite I   •   Baton Rouge, LA 70806  •  P: (225) 615-7093 •  F: (225) 615-7236 •   www.brstar.org 


 



http://www.brstar.org/
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I. INTRODUCTION 
 
Governance policies provide the “how to” for the organization to function properly. They serve 
as an adjunct to the by-laws. These governance policies are designed to help keep Board 
Members accountable as trustees of the organization. In addition to these policies, each Board 
Member has received and agreed to uphold the following policies: Conflict of Interest, Code of 
Ethics, Whistleblower, and Document Destruction. You will find copies of these polices in the 
appendix section of this document. 
 
II. GOVERNANCE  
 
The Sexual Trauma Awareness and Response (STAR) is governed by its Board of Directors. The 
Board is responsible for overseeing the mission and purpose of STAR. Its duties include 
participation in strategic planning and making policy decisions, then securing the financing of 
them and the monitoring of their execution. Members must be willing to attend the requisite 
meetings, follow through on commitments, and participate fully in the decision-making process. 
The Board also presents the organization’s image to the community and solicits its support in 
achieving STAR’s goals. 
 
2.1 Organizational Evaluation 
 
2.1.1 Policy Evaluation 
The Board Development Committee is responsible for ensuring the Board by-laws and 
governance policies support the mission and goals of the organization.  Therefore, it is the 
responsibility of the Board Development Committee to monitor and update policies and 
recommend necessary changes to the Board for approval.  
 
2.1.2 Board Evaluation 
Each Board Member shall complete an annual evaluation of the Board. Evaluation forms shall 
be completed prior to the last quarter meeting of the Board and given to the Board President for 
review. The Board President will perform individual Board Member evaluations as needed.  
 
2.1.3 Personnel Evaluations 
The Board President shall perform an annual evaluation of the STAR Executive Director to be 
submitted to the Board for approval. The STAR Executive Director shall perform evaluations on 
STAR staff annually.  
 
III. BOARD MEMBERSHIP  
 
The STAR Board of Directors shall consist of five (5) to fifteen (15) Members. The STAR Board strives 
to include Members who represent the diverse populations served through STAR’s programs and 
services. In addition, the STAR Board is committed to maintaining diversity among its Members, 
including Members of different genders, races, ages, disabilities, sexual identities and 
expressions, income status, occupations, program participant status and geographic areas. 
 
3.1 Board Officers 
 
The STAR Board of Directors is led by a group of officers elected each year. These officers—the 
President, Vice-President, Treasurer, and Secretary—are nominated by the governing Board and 
voted on at the last meeting of the fiscal year. Board officers serve one-year terms beginning on 
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July 1st and ending on June 30th of the following year. Officers may serve up to two consecutive 
terms. 
 
Board officers make up the Executive Committee of the Board and have signing privileges on 
the STAR bank account.  
 
3.2 Specific Responsibilities of Board Members 
 
3.2.1 Meetings 
The STAR Board shall meet a minimum of 4 times per year.  Every Standing Committee shall meet 
a minimum of 6 times per year.   
 
3.2.2 Attendance  
Each Member is expected to attend and be active at all Board meetings.  Every Board Member 
is expected to serve on at least one committee and attend its meetings.  Any Board Member 
missing two (2) meetings (Board or Committee) in a year without reasonable cause and 
advanced notice, shall be notified in writing by the President of the Board that a third 
unexcused absence in that year will constitute automatic resignation.  If reasonable cause 
excuses exceeds four (4), the Member may be asked to resign from the Board. 
  
3.2.3 Dues 
Each Board Member is responsible for contributing a minimum financial contribution annually, 
due in July of each year.   
 
3.2.4 Standing Committees  
Each Board Member shall serve on at least one committee. Each committee shall submit a 
written report of actions/recommendations to the Executive Committee prior to each Board 
meeting. The full committee list with descriptions follows:  
 


Executive Committee 
President, Vice-President, Secretary, Treasurer, and the most recent Past President 
May transact all regular business during the period between Board meetings. 
 
Finance and Personnel Committee 
Chaired by the Treasurer 
Responsible for the financial welfare of the agency, personnel policies and for the 
Executive Director’s annual review. 
 
Community Relations and Fundraising Committee 
Responsible for establishing outreach priorities, promoting agency relationships, and 
planning fundraising campaigns.  


 
3.2.5 Terms 
STAR Board members are divided into 3 classes: 
 
Class 1: 2 year term 
Class 2: 3 year term 
Class 3: 4 year term 
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3.3 New Board Members 
 
The Board  will, as director vacancies occur or are anticipated, review the needs of the Board 
for specific expertise, resources or skills necessary to bring strength and balance to the Board. 
The Board President will maintain a file of all interested candidates who have been so reviewed. 
New Board Members are expected to have served on previous Boards or committees, or have a 
demonstrated history of community service. 
 
3.4 Orientation of New Members 
 
New Board Members shall receive a thorough orientation conducted by another Board member 
within one month of becoming a Member of the Board. Each new Member shall also be 
assigned a more experienced Member to guide and help integrate the new Member and 
answer any questions he or she may have about Board procedures. New Members will be given 
a Board of Directors manual. 
 
 
3.5 Legal & Ethical Responsibilities 
 
STAR is classified, under the Internal Revenue Code, as a 501 (c) (3) public charitable 
organization.  The STAR Board assumes many legal and ethical responsibilities in accepting the 
position as director.   
Any board director is a fiduciary of that corporation, has a fiduciary duty, and acts in a fiduciary 
capacity.   
 


 Fiduciary (n.)—A person having duty, created by his/her undertaking, to act primarily for 
another’s benefits in matters connected with such undertaking. 


 
 Fiduciary Capacity—One is said to act in a “fiduciary capacity” when the business which 


he or she transacts, or the money or property which he or she handles, is not his or her 
own or for his or her benefit, but for the benefit of another person, as to whom he or she 
stands in a relation implying and necessitating great confidence and trust on the one 
part, and a high degree of good faith on the other part. 


 
 Fiduciary Relation—An expression including both technical fiduciary relations and those 


informal relations that exist whenever one individual trusts and relies upon another.  It 
exists where there is special confidence reposed in one who in equity and good 
conscience is bound to act in good faith and with due regard to interests on one 
reposing the confidence. 


 
3.6 Due Diligence 
 
Each Board Member is expected to become an active participant in a body that functions 
effectively as a whole. In addition, Members are responsible to exercise due diligence in the 
performance of their duties, including to: 
 


• Be informed of the articles of incorporation and legislation under which the organization 
exists, its by-laws, mission, values, code of conduct, and policies as they pertain to the 
duties of a Board Member. 
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• Keep informed about the activities of the organization and the community, and general 
trends in the business in which it operates. 
 


• Attend Board meetings regularly, serve on committees of the Board and contribute 
financially, personally, professionally to the work of the Board. 
 


• Exercise the same degree of care, diligence and skill that a reasonably prudent person 
would show in comparable circumstances. 
 


• Offer their personal perspectives and opinions on issues that are the subject of Board 
discussion and decision. 


• Voice, clearly and explicitly at the time a decision is being taken, any opposition to a 
decision being considered by the Board. 
 


• Maintain solidarity with fellow Members in support of a decision that has been made in 
good faith in a legally constituted meeting, by Members aware of the relevant facts. 
 


• Ask the Members to review a decision, if he/she has reasonable grounds to believe that 
the Board has acted without full information or in a manner inconsistent with its fiduciary 
obligations, and, if still not satisfied after such review, ask that the matter be placed 
before the Membership. 
 


• Know and respect the distinction in the roles of Board and staff consistent with the 
principles underlying these governance policies. 
 


• Exercise vigilance for and declare any apparent or real personal conflict of interest in 
accordance with the organization’s bylaws and policies.   
 
 


IV. FINANCIAL MANAGEMENT  
 
4.1 Fiscal Year  
 
The fiscal year of STAR shall be July 1 – June 31. 
 
4.2 Annual Budget 
 
The Executive Committee shall propose an annual budget for approval at the Board of 
Directors’ last quarter meeting. If the proposed budget includes more expenses than income, 
the Executive Committee shall develop a method to resolve the imbalance in order to present a 
balanced budget for Board approval within 30 days. 
 
The Board of Directors shall authorize funds and amounts that will be available for the 
organization’s operations during the fiscal year. Authorization to approve any expenditure 
exceeding approved budget shall be done as follows: 
 


1) Expenditures up to $500 in excess of budget will require a majority vote of the Executive 
Committee for approval. 


2) Expenditures over $500 in excess of budget will require a majority vote of the Board of 
Directors for approval. 


3) In either case, the source of funds must be identified and any required action taken, in 
accordance with the By-laws and this Financial Management Policy. 
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4.3 Operating Accounts 
 
The Executive Committee shall oversee the management of revenues and expenses on a 
quarterly basis to ensure the mission of the organization is being upheld. The Board shall ensure 
the proper and adequate discharge of fiscal management through its Treasurer acting on 
behalf of and reporting to the Board. In accordance with Board approved policies and under 
the oversight of the Executive Committee, the Executive Director shall be responsible for the 
day-to-day management of the required disbursements and operating accounts. The Executive 
Director shall report all transactions and current account balances to the Board of Directors at 
each regular meeting of the Board. As necessary, the Executive Director shall make transfers 
between operating accounts and disburse funds through the checking account to maintain 
Board-approved and budgeted programs. 
 
4.4 Expenditure Authorization and Disbursements Policy 
 
Expenditures shall be made only for valid transactions. The disbursement procedures ensure that 
no unauthorized payments are made, that complete records are made of each payment, and 
that payments are recorded in the appropriate period. Additionally, physical access to cash 
and checks must be restricted to authorized personnel.  
 
4.4.1 Check-Signing Authority  
The Executive Director and Members of the Executive Committee are authorized to sign checks. 
All checks require the signature of the Executive Director or Board Treasurer, along with one 
other Executive Committee member. Any check payable to the Executive Director or a Member 
of the Executive Committee must be signed by a different authorized Member. 
 
4.4.2 Automatic Payments 
For those transactions that are expected to occur on a monthly recurring basis, the Board will 
allow the Executive Director to enroll in automatic payments.  
 
4.4.3 Deposit of Funds  
All funds received by STAR shall be deposited at a minimum frequency of weekly by the 
Executive Director or a designated Member of the Executive Committee.  
 
4.4.4 Withdrawal of Funds  


• All expenditures are to be made by check. 
• Credit card purchases will be used at the discretion of the Executive Director only. 
• All expenditures are to be approved and supported by documentation. 
• The following procedures are prohibited:  


o Checks payable to “bearer” or “cash” 
o Checks signed in blank 
o Altered checks 


• All checks should be sequentially pre-numbered and recorded in a log as issued. 
• The person performing the bank reconciliation should ensure that all checks are 


accounted for.  
• Supplies of checks, when not in use, shall be properly safe guarded at all times in a 


locked drawer or safe. 
 
 
4.5 Fundraising  
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The Board of Directors is responsible for obtaining sufficient resources for the organization to 
finance its programs adequately.  
 
4.5.1 Fundraising 
Each Board Member is responsible for participating in all fund development activities created by 
the Board. In addition, Members shall assist in soliciting donations and contributions for the 
organization. 
 
4.5.2 Events and Fundraisers 
The Board of Directors is expected to host, attend, and solicit participation to all STAR fundraisers. 
Any proposed fundraiser should be budgeted appropriately and approved by the Board prior to 
making any commitments or releasing any publicity. 
 
4.5.3 Grants 
Grant proposals shall be prepared and submitted on an as-needed basis to fund STAR programs 
and projects. All grant proposals are to be submitted by the Executive Director.   
 
4.5.4 Membership 
STAR has set levels for Membership that are listed on the STAR website. Board Members are 
responsible for expanding Membership each year. All Membership is annual and expires at the 
Membership 1-year anniversary date. 
 
4.6 Gift Acceptance Policy  
 
STAR actively solicits gifts and grants to further the mission of the organization. There is the 
potential that the acceptance of certain gifts could compromise the ability of the organization 
to accomplish its goals or could jeopardize its exempt status. Hence, these guidelines have been 
established as parameters for the solicitation, receipt, acceptance, management, reporting, 
use and disposition of charitable contributions to STAR. The STAR Board of Directors: 
 


• Guarantees that all donors are treated fairly and equitably.  
• Avoids misunderstandings concerning the kinds of gifts that can be accepted and 


credited on behalf of STAR.  
• Ensures that charitable contribution totals accurately reflect the real value of every gift. 
• Encourages donors to make the largest gifts possible in forms that may be the most 


convenient for them.  
• Establishes that certain gifts must be reviewed and approved by the Board of Directors.  
• Assures that requests for gifts or grants are made within ethical business, professional and 


philanthropic practices, avoiding conflicts of interest in present or future relationships.  
• Assures that, where tax liability and/or estate consequences are a factor, potential 


donors be advised to contact their own legal and/or tax advisors.  
• Protects STAR’s tax-exempt status from possible abuse by donors.  


 
No financial donations or in-kind contributions grant influence on or authority over STAR 
operations.  
 
4.6.1 Pursuit of Gifts 
STAR shall accept only those gifts, the transference and implementation of which, shall be 
deemed consistent with the public laws and/or regulations and/or public policy of the 
respective incorporating state and federal governments. STAR reserves the right to decline any 
financial commitment, gift, or bequest, as well as the right to determine how a gift will be 
credited and/or recognized.  
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The primary consideration in the pursuit of gifts is how they can benefit the organization in the 
most ethical and unencumbered manner. To that end, the following caveats must be 
considered:  
 


• Core Values: Is the gift one that is consistent with the organization’s standards, principles 
and core values?  


• Compatibility of Cause: Will the gift unnecessarily challenge the organization’s ability to 
further its mission, goals or objectives?  


• Public Relations: Does the acceptance of the gift present the organization in an 
unfavorable light? Does it appear that there may exist a conflict of interest between the 
donor and the organization?  


• Motivation: Is there clear charitable intent and a commitment to the organization? 
• Consistency: Will the acceptance of the gift be compatible and in agreement with other 


fundraising activities or gifts of the organization? 
• Credibility: Are the circumstances surrounding the donor and the gift believable? 
• Organizational Stability: If controversy develops, will it be significant enough to weaken 


the structure of the organization? Are any strings attached unduly burdensome? 
• Form of Gift: Will the nature of the in-kind contribution create problems?  
• Source of Gift: Who is the donor? Is the gift from an individual or a corporation? Does the 


donor represent a perceived conflict of interest, or might the donor’s objectives not fit 
with the mission of the organization?  


• Bottom Line: Gifts can encourage others to give or do the opposite. What effect will the 
particular gift have on the organization’s bottom line?  


 
4.6.2 Authority  
The Board of Directors and Executive Director are authorized to solicit funds in the name of STAR. 
The Board President or his/her designee is authorized to enter into planned gift agreements on 
behalf of STAR and to execute any and all documents necessary or appropriate to consummate 
such agreements. Any exceptions to these Gift Acceptance Policies may be made only in 
exceptional circumstances, on an individual basis, and shall require the approval of the 
Executive Committee.  
 
4.6.3 Types of Commitments Accepted  
Unrestricted gifts shall be encouraged, unless (1) the donor indicates that he or she is willing to 
make a restricted gift only, or (2) the option of a restricted gift will otherwise significantly increase 
the chances of obtaining a gift from the donor.  
 


• Cash: Outright gifts of cash will be reported at face value.  
 


• Pledges: Pledges will be recorded at the full value of the commitment upon receipt of 
the pledge (in conformity with IRS guidelines), provided they are to be paid within the 
stated pledge period. Pledges will ordinarily be expected to be paid in full within the 
pledge period, normally a one-year period. Under rare special circumstances, and with 
the approval of the Board of directors, a donor may make a pledge commitment that 
will extend payments beyond a one-year period.  


 
• Appreciated Property: Gifts of real estate or tangible personal property, which are 


accepted by STAR, will be reported at the appraised fair market value as determined by 
a qualified appraiser. Donors are responsible for obtaining their own appraisals for tax 
purposes of real property or tangible or intangible personal property being given to STAR 
and for any fees or other expenses related to such appraisals. STAR retains the right to 
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obtain its own qualified appraisals of real property or tangible or intangible personal 
property being offered as a gift, at its own expense. STAR will acknowledge receipt of 
gifts of tangible personal of real property in accordance with IRS requirements and will 
sign any IRS form or other documents necessary for the donor to obtain a tax deduction 
for such gifts, so long as such acknowledgment does not entail valuing the gift.  
 


• Gifts of tangible personal property (art, furniture, books, stamps, coins, libraries and other 
collections) must be accompanied by a fund equal to 25 percent of the assessed 
valuation to cover insurance, maintenance, handling, storage and other costs. Also, 
such gifts must be accompanied by a statement permitting the Board of Directors to 
dispose of the gifts when they have served both the intent of the donor and STAR. 
 


• Gifts of immovable property (residences, farms, ranches or resorts, undeveloped or 
commercial real estate) shall be encouraged, but the costs of transfer, maintenance, 
etc., must be borne by the donor. The Executive Committee must be prepared to 
receive, hold, manage and resolve such gifts to the maximum advantage of STAR, 
including the retention of an external manager. These guidelines pertain to gifts of real 
estate in general: 


o The donor shall secure a qualified appraisal of the property. 
o STAR (or trustee in case of a charitable remainder or charitable trust) shall 


determine if the donor has clear title to the property. 
o All gifts of commercial real estate will be subjected to an environmental audit, 


the cost of which is to be borne by the donor, and the results of which shall be 
provided to the Executive Committee.  


o Mortgaged property may be accepted as an outright gift provided that the 
property has sufficient equity to justify assumption of the liability, and provided 
that the property is marketable.  


o Charitable Income Trusts: Donors of charitable income trusts will receive annual 
credit for all payments scheduled to be made to STAR on a yearly basis.  


o Non-cash Donations: In-kind gifts will be valued at the donor-designated amount 
for non-capital contributions. In-kind donations will be counted separately from 
outright cash, pledges and other gifts.  


 
4.6.4 Council of Tax Advisor  
There are a wide variety of ways in which a donor may make a gift to STAR. Because each 
individual’s financial and tax-planning circumstances can vary widely, donors shall be strongly 
encouraged in all cases to consult with their own independent legal and/or tax advisors about 
proposed gifts, including tax and estate planning implications of the gifts. No representative of 
STAR shall presume to act as sole tax or legal advisor to any donor or prospective donor.  
 
4.6.5 Restricted Gifts  
In drafting instruments giving restricted gifts to STAR, donors and their advisors shall be 
encouraged to use language that would permit application of the gift to a more general 
purpose if, in the opinion of the Board of Directors, the designated purpose is no longer feasible.  
 
4.6.6 Gifts to Other Organizations  
STAR will not accept donations restricted to the use of another organization, except for the 
situation in which STAR has a formal, written statement (contract, interagency agreement, etc.) 
regarding its relationship to and responsibilities for the other entity.  
 
4.6.7 Commissions and Finder’s Fees  
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STAR will pay no commissions or finder’s fees as consideration for directing a gift to STAR or to 
any of STAR’s affiliates. This does not apply to grants. 
 
4.6.8 Related Fees  
Prospective donors shall be responsible for their own legal, accounting, appraisal, transportation 
and other fees related to STAR. 
  
4.6.9 Recognition  


• Donors of $25.00 or more may receive special forms of recognition at the discretion of, 
and as determined by the Executive Committee.  


• Donors of $100.00 or more will be recognized alphabetically in a printed donor honor roll 
during and at the end of each calendar year or special campaign.  


 
4.6.10 Donor Confidentiality and Anonymity  
All information about donors and prospective donors, including but not limited to their names, 
the names of their beneficiaries, the nature and amounts of their gifts, and the sizes of their 
estates, will be kept strictly confidential by STAR and its representatives, unless the donor grants 
permission to release such information and with the exception of donor recognition practices. All 
requests by donors for anonymity will be honored, except to the extent that STAR is legally 
required to disclose the identity of donors.  
 
 
V. PERSONNEL   
 
5.1  Employment Policies 
 
All STAR employees are given copies of the Employee Handbook, which includes polices 
pertaining to employment. This Handbook includes information regarding working conditions, 
employee benefits, sick leave, vacation, employee evaluation, grievance procedures, 
confidentiality, and employee growth and development. All staff and volunteers are required to 
complete mandatory sexual assault advocacy training within six (6) months of their hire date. 
 
5.2  Executive Director 
 
The STAR Board shall hire, set compensation for, and evaluate the Executive Director.  The Board 
shall select the Executive Director based on the applicant’s ability to perform the required duties 
outlined in the Executive Director’s job description. The Executive Director’s compensation is 
based on salary standards compiled by the Louisiana Foundation Against Sexual Assault 
(LaFASA). The Board President shall perform the Executive Director’s annual performance review. 
 
5.3  Staff  
 
The Executive Director hires and evaluates STAR staff. All Staff members shall be given a written 
job description and Employee Handbook. Staff compensation is based on salary standards 
compiled by the Louisiana Foundation Against Sexual Assault (LaFASA). 
 
5.4  Volunteers 
 
STAR utilizes volunteers in several capacities. All volunteers are given copies of the STAR 
Volunteer Policies. The Volunteer Coordinator trains, manages, and evaluates volunteers.  
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APPENDIX I: CODE OF ETHICS 
 
Mission 
The mission of the Sexual Trauma Awareness and Response (STAR) is to provide an empathetic 
support system to survivors of sexual assault and promotes rape awareness and prevention 
education programs in the Baton Rouge community.. 
 
Code of Ethics 
Given its mission, STAR has adopted a code of ethics to guide its Board Members, committee 
Members and staff in their conduct when acting on behalf of STAR. The Code contains broad 
principles reflecting the types of behavior STAR expects towards constituents, donors, 
employees, peers and the public. 
 
This policy is not intended as a stand-alone policy. It does not embody the totality of STAR’s 
ethical standards, nor does it answer every ethical question or issue that might arise. Rather, it is 
one element of a broader effort to create and maintain a quality organization that gives ethical 
conduct the highest priority. This Code will be reviewed periodically. 
 
Board Members, committee Members and staff should: 
 


1. Listen to our stakeholders and make all reasonable efforts to satisfy their needs and 
concerns within the scope of our mission, and to strive for excellence and innovation and 
demonstrate professional respect and responsiveness to constituents, donors and others. 


2. Make an effort to understand, respect and support our constituents from other cultures, 
exemplified by the contributions of our staff and executive leadership, and to contribute 
to an organizational culture that respects the diverse, individual contributions of staff and 
leadership. 


3. Respect the confidentiality of sensitive information about STAR, its Members, constituents, 
donors, Board and employees. 


4. Comply with applicable federal, state and local laws, regulations and fiduciary 
responsibilities in an effort to create transparency in all of our operations. 


5. For the Board of directors, provide credible and effective oversight to the organization’s 
work without personal bias. 


6. Not accept commissions, gifts, payments, loans, promises of future benefits or other items 
of value from anyone who has or may seek some benefit from STAR in return, other than 
occasional gifts of nominal value that are in keeping with good business ethics. 


7. Abide by the governing documents and policies of STAR. 
8. Be accountable for adhering to this Code of Ethics. 
9. Implement and follow a Conflict of Interest Policy. 
10. Implement and follow a Whistleblower Policy. 
11. Act at all times in accordance with the highest ethical standards and in the best interest 


of STAR, its Members, constituents, donors and reputation. 
12. Openly and honestly tell the truth. 
13. Honor our commitments and promises to the best of our abilities. 
14. Appropriately acknowledge contributions from other individuals and organizations who 


help facilitate our goals. 
15. Not be deceptive in our fundraising activities or in prospecting for new Members to join 


STAR. 
16. Not lobby with the intent to influence individual candidates. 
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Compliance, Monitoring and Reporting 
 
STAR management is responsible for communicating this Code of Ethics to all Members of the 
Board of directors, standing committee Members, as well as staff, staff interns and staff 
volunteers and for ensuring its adherence at all times. 
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 APPENDIX II: CONFLICT OF INTEREST POLICY 
 


Article I 
Purpose 
 
The purpose of the conflict of interest policy is to protect this tax-exempt Organization’s interest 
when it is contemplating entering into a transaction or arrangement that might benefit the 
private interest of an officer or director of the Organization or might result in a possible excess 
benefit transaction.  This policy is intended to supplement but not replace any applicable state 
and federal laws governing conflict of interest applicable to nonprofit and charitable 
organizations. 


 
Article II 


Definitions 
 


1. Interested Person 
Any director, principal officer, or member of a committee with governing board 
delegated powers, who has a direct or indirect financial interest, as defined below, is an 
interested person. 
 


2. Financial Interest 
a. A person has a financial interest if the person has, directly or indirectly, through 


business, investment, or family: 
b. An ownership or investment interest in any entity with which the Organization has 


a transaction or arrangement,  
c. A compensation arrangement with the Organization or with any entity or 


individual with which the Organization has a transaction or arrangement, or 
d. A potential ownership or investment interest in, or compensation arrangement 


with, any entity or individual with which the Organization is negotiating a 
transaction or arrangement. 
 


Compensation includes direct and indirect remuneration as well as gifts or favors that are not 
insubstantial. 
 
A financial interest is not necessarily a conflict of interest. Under Article III, Section 2, a person 
who has a financial interest may have a conflict of interest only if the appropriate governing 
board or committee decides that a conflict of interest exists. 
 


Article III 
 
Procedures 
 


1. Duty to Disclose 
In connection with any actual or possible conflict of interest, an interested person must 
disclose the existence of the financial interest and be given the opportunity to disclose all 
material facts to the directors and members of committees with governing board 
delegated powers considering the proposed transaction or arrangement. 
 


2. Determining Whether a Conflict of Interest Exists 
After disclosure of the financial interest and all material facts, and after any discussion 
with the interested person, he/she shall leave the governing board or committee 
meeting while the determination of a conflict of interest is discussed and voted upon. The 
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remaining board or committee members shall decide if a conflict of interest exists. 
 


3. Procedures for Addressing the Conflict of Interest 
a. An interested person may make a presentation at the governing board or 


committee meeting, but after the presentation, he/she shall leave the meeting 
during the discussion of, and the vote on, the transaction or arrangement 
involving the possible conflict of interest. 


b. The chairperson of the governing board or committee shall, if appropriate, 
appoint a disinterested person or committee to investigate alternatives to the 
proposed transaction or arrangement. 


c. After exercising due diligence, the governing board or committee shall determine 
whether the Organization can obtain with reasonable efforts a more 
advantageous transaction or arrangement from a person or entity that would not 
give rise to a conflict of interest. 


d. If a more advantageous transaction or arrangement is not reasonably possible 
under circumstances not producing a conflict of interest, the governing board or 
committee shall determine by a majority vote of the disinterested directors 
whether the transaction or arrangement is in the Organization’s best interest, for 
its own benefit, and whether it is fair and reasonable. In conformity with the 
above determination it shall make its decision as to whether to enter into the 
transaction or arrangement. 
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APPENDIX III: WHISTLEBLOWER POLICY 
 
 
If any Board Member or staff Member reasonably believes that some policy, practice, or activity 
STAR is in violation of law, a written complaint may be filed by with the Board President. 
 
It is the intent of STAR to adhere to all laws and regulations that apply to the organization, and 
the underlying purpose of this policy is to support the organization's goal of legal compliance.  
The support of all employees is necessary to achieving compliance with various laws and 
regulations.  An employee is protected from retaliation only if the employee brings the alleged 
unlawful activity, policy, or practice to the attention of STAR and provides STAR with a 
reasonable opportunity to investigate and correct the alleged unlawful activity.  The protection 
described below is only available to employees that comply with this requirement. 
 
STAR will not retaliate against an employee who, in good faith, has made a protest or raised a 
complaint against some practice of STAR, or of another individual or entity with whom STAR had 
a business relationship, on the basis of a reasonable belief that the practice is in violation of law 
or a clear mandate of public policy. 
 
STAR will not retaliate against an employee who discloses or threatens to disclose to a supervisor 
or a public body any activity, policy, or practice of STAR that the employee reasonably believes 
is in violation of a law, or a rule, or regulation mandated pursuant to law or is in violation of a 
clear mandate or public policy concerning health, safety, welfare, or protection of the 
environment. 
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APPENDIX IV: DOCUMENT RETENTION AND DESTRUCTION POLICY 
 
I. PURPOSE 
 
This policy provides for the systematic review, retention and destruction of documents received 
or created by STAR in connection with the transaction of organization business. This policy covers 
all records and documents, regardless of physical form (including electronic documents), 
contains guidelines for how long certain documents should be kept and how records should be 
destroyed. The policy is designed to ensure compliance with federal and state laws and 
regulations, to eliminate accidental or innocent destruction of records and to facilitate STAR’s 
operations by promoting efficiency and freeing up valuable storage space.  
 
II. DOCUMENT RETENTION  
 
STAR follows the document retention procedures outlined below. Documents that are not listed, 
but are substantially similar to those listed in the schedule will be retained for the appropriate 
length of time. 
 
III. CORPORATE RECORDS 
 
Annual Reports to Secretary of State/Attorney General  Permanent 
Articles of Incorporation       Permanent 
Board Meeting and Board Committee Minutes    Permanent 
Board Policies/Resolutions      Permanent 
By-laws         Permanent 
Construction Documents       Permanent 
Fixed Asset Records        Permanent 
IRS Application for Tax-Exempt Status (Form 1023)    Permanent 
IRS Determination Letter       Permanent 
State Sales Tax Exemption Letter      Permanent 
Contracts (after expiration)      7 years 
Correspondence (general)       3 years 
 
Accounting and Corporate Tax Records 
Annual Audits and Financial Statements    Permanent  
Depreciation Schedules       Permanent 
General Ledgers        Permanent  
IRS 990 Tax Returns       Permanent 
Business Expense Records       7 years  
IRS 1099s         7 years  
Journal Entries        7 years  
Invoices        7 years 
Sales Records        5 years  
Petty Cash Vouchers        3 years 
Cash Receipts        3 years  
Credit Card Receipts        3 years  
 
Bank Records 
Check Registers        Permanent 
Bank Deposit Slips        7 years 
Bank Statements and Reconciliation      7 years 
Electronic Fund Transfer Documents     7 years 
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Payroll and Employment Tax Records 
Payroll Registers        Permanent  
State Unemployment Tax Records     Permanent  
Earnings Records        7 years  
Garnishment Records        7 years 
Payroll Tax returns        7 years  
W-2 Statements        7 years  
 
Employee Records 
Employment and Termination Agreements     Permanent  
Retirement and Pension Plan Documents     Permanent  
Records Relating to Promotion, Demotion or Discharge   7 years after termination  
Accident Reports and Worker’s Compensation Records  5 years  
Salary Schedules       5 years  
Employment Applications       3 years 
I-9 Forms         3 years after termination  
Time Cards         2 years 
Donor Records and Acknowledgement Letters    7 years 
Grant Applications and Contracts      5 years after completion 
 
Legal, Insurance and Safety Records 
Appraisals        Permanent 
Copyright Registrations       Permanent  
Environmental Studies       Permanent 
Insurance Policies        Permanent  
Real Estate Documents       Permanent  
Stock and Bond Records       Permanent 
Trademark Registrations       Permanent  
Leases         6 years after expiration 
General Contracts        3 years after termination   
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IV. ELECTRONIC DOCUMENTS AND RECORDS  


Electronic documents will be retained as if they were paper documents. Therefore, any 
electronic files, including records of donations made online, that fall into one of the document 
types on the above schedule will be maintained for the appropriate amount of time. If a user 
has sufficient reason to keep an email message, the message should be printed in hard copy 
and kept in the appropriate file or moved to an “archive” computer file folder. Backup and 
recovery methods will be tested on a regular basis. 


V. EMERGENCY PLANNING 
 
STAR’s records will be stored in a safe, secure and accessible manner. Documents and financial 
files that are essential to keeping STAR operating in an emergency will be duplicated or backed 
up at least every week and maintained off site.  
 
VI. DOCUMENT DESTRUCTION  
 
STAR’s Board President is responsible for the ongoing process of identifying its records, which 
have met the required retention period and overseeing their destruction. Destruction of financial 
and personnel-related documents will be accomplished by shredding. 
 
Document destruction will be suspended immediately, upon any indication of an official 
investigation or when a lawsuit is filed or appears imminent. Destruction will be reinstated 
upon conclusion of the investigation.  
 
VII. COMPLIANCE 
 
Failure on the part of Board Members, employees or contract staff to follow this policy can result 
in possible civil and criminal sanctions against STAR and its Board Members, employees or 
contract staff, and possible disciplinary action against responsible individuals. The Treasurer will 
periodically review these procedures with legal counsel or the organization’s certified public 
accountant to ensure that they are in compliance with new or revised regulations. 
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