Gendered Violence and Safety:
A contextual approach to improving security in women’s facilities


Sample Agenda

First Meeting with Warden, Facility Liaison & Survey Team Leader
1. Introductions 

2. Review of Overall Project

a. Objectives of WCSS Survey & Results
3. Discuss and agree on roles of facility team and survey team

4. Identification of other Survey Team Members

a. Obtaining clearances

5. Protocol for communicating with Facility Liaison

6. Set date and time of Planning Meeting & Prepare to Discuss/Decide on the Following Matters 
a. Clearances for survey materials

i. Including short golf pencils or flex pens, erasures, envelopes, surveys

b. Determine census or sampling procedures and sizes

c. Discuss staff supervision and escorts

i. No staff can be in immediate vicinity while survey is administered 

ii. It is critical that any staff assisting with the project be an officer that is perceived by the inmates NOT to be a problem. 

d. Discuss survey materials 
i. Determine if approval from an Institutional Review Board for Research on Human Subjects is required (together with informed consent)

ii. Determine if survey materials need to be modified to reflect site-specific language (i.e., how housing units, line staff, inmates/detainees, etc. are referred to)

iii. Depending on the number in census/sample, determine how to get the boxes of materials into the facility
iv. Whether surveys are allowed to be stapled (may have to be crimped)

e. Arrange for space: inmates should have enough space to ensure privacy 

i. Women should be spaced accordingly— some will want to sit together; need to decide on a case by case basis how to handle that

f. For non-readers - survey team member should read survey to non-reader 

g. For Spanish readers – estimate number requiring Spanish documents

h. Set up daily survey administration schedule based on facility, housing unit, and survey space 

i. Be prepared to confirm status of respondents and non-respondents in each housing unit
i. Examples include: number housed, number available, number eligible, number ineligible (e.g., Spanish or other language, Medical, Transferred, Out to Court, Released, etc.) 

