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GENERAL INFORMATION 
 
 The Supreme Court of Virginia, Office of the Executive Secretary (OES) is the 
responsible for administering funds to the local units of government for the operation of 
drug treatment court programs in Virginia under the authority of the Drug Treatment 
Court Act (§18.2-254.1).  All qualified public and private agencies supported in whole or 
in part by funds provided through OES are also required to submit quarterly financial and 
progress reports.  There are two primary identifiers for each grant: 
 

o Locality:  The Administrative and Fiscal Agent for OES funds. 
 
o Grant Number:  This is the official number assigned by OES.  The grant 

number is the single most important program identifier and it is 
imperative that it be included on all grant reports and correspondence.   

 
 

QUARTERLY REPORTING REQUIREMENTS 
 

All localities receiving funds administered through OES are required to submit quarterly 
reports on forms provided by the Supreme Court of Virginia.   These forms, along with 
instructions for completing them, are included in this document.   All drug treatment 
court programs are requested to submit this information quarterly to the Supreme Court 
of Virginia. 
 
Quarterly reports are due to OES 12 days after the end of the preceding quarter.  If the 
twelfth (12) day falls on a holiday or weekend, reports will be due on the following state 
workday.   One copy of each report is to be mailed (not faxed) to the following: 

 
Virginia’s Drug Treatment Coordinator 

Supreme Court of Virginia 
Judicial Services Department 
100 N. Ninth Street, 3rd Floor 

Richmond, VA  23219 
 

Localities which do not complete and submit the quarterly reports in a timely manner are 
subject to having subsequent quarterly disbursements withheld, unless prior notification 
is made. 
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The inclusion of reporting categories on the quarterly reports in this manual does not 
indicate acceptance by OES as approved practice for drug treatment court programs. 



DEFINITIONS & TERMS 
 

Active Case :  Any participant being supervised and provided services in accordance 
with the drug treatment court program requirements.  Cross reference “closed case” and 
“inactive case”.   
 
Admission to Jail:  Any participant detained or confined in the custody of a lockup 
operated by a sheriff’s department or jail or detention facility.  Cross reference 
“commitment to jail”. 
 
Average Daily Caseload: A statistic calculated from the total number of participants in 
the program in that quarter divided by the number of days in the quarter.   
 
Average Length of Program Stay:  A statistic calculated from the total number of active 
days during the quarter divided by the number of new placements during that time period.   
 
Closed Case:  A case is considered closed after the show cause hearing determines 
termination or removal from the drug treatment court program.  Additionally, successful 
completion or graduation cases are considered closed upon the signed order by the judge. 
Please report the total number of cases closed in the quarter (both successful and 
unsuccessful), as well as a breakdown of the number of cases closed by type.  
 
Commitment to Jail:  Participants are committed to jail by court order for a specified 
time period (sanction), pending termination hearing, completion of jail-based treatment, 
or other pending court hearing status. 
 
Convicted:  A court action where there has either been an accepted plea or a finding of 
guilt. 
 
Defendant:  An individual charged  (not convicted) with a criminal offense or against 
whom a legal action is brought.   Often used synonymously with “accused”, connoting a 
presumption of innocence. 
 
Deferred Judgment:  A case in which the court, without entering a judgment of guilt 
and with the consent of the accused, defers further proceedings  and places the individual 
(referred to as an offender) on probation.   (Reference authority in §19.2-303.2) 
 
Felony: A state warrant for a criminal offense generally punishable as defined in §18.1-
10, of the Code of Virginia. 
 
Fine: A pecuniary penalty imposed on a person who has been found guilty of a crime.  
This does not include amercements, costs, penalties, or other forfeitures or the like, even 
though they follow as a consequence of a conviction of a crime.  Fees are separate from 
fines.  (Reference §19.2-339 of the Code of Virginia.) 
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Inactive Case:  A case is considered inactive when supervision has been suspended.   
These cases have not yet been closed, however, daily supervision is suspended.  This may 
occur when: 

1. A show cause has been issued and supervision, or program participation, 
has ceased. 

2. A participant has returned to confinement for more than 3 (three) days. 
3. A capias has been issued for failure to comply with program requirements 

or failure to appear at drug court (absconded). 
4. A participant has been placed in residential treatment, or other residential-

based program. 
5. A participant is a member of the program alumni group or aftercare 

program.  
 
Interview:   A formal face-to-face procedure for gathering background information from 
a participant for the purpose of assessing suitability or risk.   
 
Intractable Behavior:  Behavior which, in the determination of the court, indicates a 
participant’s unwillingness or inability to conform behavior to that which is necessary for 
successful completion of the program.  Intractable behavior may also apply to behavior 
which is so disruptive as to threaten the successful completion of the program by other 
participants.  (Reference §19.2-303.C of the Code of Virginia.) 
 
Misdemeanor:  A state warrant for a lesser criminal offense generally punishable as 
defined in §18.2-11 of the Code of Virginia, or a local ordinance for a criminal violation 
which carries the same range of penalties as prescribed in general law. 
 
New Arrests:  An arrest for an offense allegedly committed while participating in a drug 
treatment court program.  Not the result of an old warrant being served.    
 
New Case:  Any defendant or offender accepted into the drug treatment court program 
during the reporting period. 
 
Non-Violent Felony:  Any felony offense which is not one of the following:  murder, 
manslaughter, kidnapping, sexual assault, malicious wounding, robbery, or any attempt to 
commit any of these crimes.  (Reference §17.1-805 or §19.2-297.1 of the Code of 
Virginia.) 
 
Offender:  One who has violated a law.   Generally used to describe an individual who 
has, as a result of a criminal act:  a) plead guilty, b) been found guilty, c) had a hearing in 
which the court could justify a finding of guilt, or d) been convicted and given a 
punishment (includes, but not limited to:  confinement in jail or prison, a suspended 
sentence, probation with or without community service, payment of restitution, fines, and 
day fines.) 
 
Referrals:  See data sheet line 2 
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Sentenced:  An action by any court which includes an active sentence to incarceration, 
supervised probation with drug testing/treatment sentence, a suspended sentence, 
probation, or the imposition of a fine. 
 
Successful Completion:  A participant approved by the drug treatment court judge as 
having met all the requirements and conditions of the drug treatment court program. 
 
Supervision:  A formal procedure involving the active management of a participants’ 
compliance with the terms and conditions of drug court supervision.  This includes, but is 
not limited to:  face-to-face contacts, phone contacts, and other community collateral 
contacts. 
 
Screening: The process of determining the candidate’s eligibility and suitability for drug 
treatment court program participation. 
 
Terminates – under line 5 on data sheet 
 
Unsuccessful Completion:  Removal from drug treatment court program supervision by 
the drug treatment court judge for failure to comply with the requirements of the drug 
treatment court program. 
 
Withdrawals: - under line 5 on data sheet 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6

 



Quarterly Progress Report 
Supreme Court of Virginia   Office of the Executive Secretary 
100 North Ninth Street, 3rd Floor     Richmond, Virginia 23219 

804-786-3321 
 

Subgrantee: 
 

Grant Number: 

Project Title: 
 

Date of Report:
(mm/dd/yy) 

Grant Period:
(mm/dd/yy)  

To:
(mm/dd/yy) 

Final Report?             Yes         No   

Date Project Completed: 
 

Report Period Ending:
 9/30 12/31      3/31 6/30  

Program Administrator: 
 

Project Director: 

This progress report is required as part of the program reporting requirements of the 
Supreme Court of Virginia, Office of the Executive Secretary.  Please respond to all 
questions. If additional sheets are necessary to respond to a particular question, 
please attach them.   
 
PROGRAM ACTIVITIES AND ISSUES 

 
1. Have you met all of the program’s special conditions?

If no, please indicate which special conditions have not been met and why: 
 
 

2. Has your program experienced any staff changes this quarter:    YES*       NO 
*If yes, please provide the name, title, employment or departure date for any new or 
departing staff on the attached page. 

 Please describe any other staffing problems or trends: 

 
3.  Please be sure to include the number of referrals, number of cases opened (new), 

number of active participants, inactive participants and their status that make them 
inactive (e.g. residential treatment, incarceration, absconded, etc.), number of closed 
cases (# graduates, #terminations, #withdraw, # death, etc.) for the reporting period in 
your narrative. 
 

 
4.   Please describe any problems or trends related to program budget and expenditures.   

(For example:  Have disbursements been delayed?  Have expenditures unexpectedly 
exceeded funding and why?  Is the program experiencing the need for particular 
resources not covered in the current year’s budget? Are you accruing personnel 
funds due to staff turnover or vacancies?) 

 
5.   Have any serious incidents occurred during this reporting period?    YES    NO 
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Were serious incident report(s) (SIR) prepared?                  YES     NO    NA 

 YES          NO 

(mm/dd/yy) 



Were copies of the SIR(s) sent to the drug court judge?      YES     NO    NA 
 

6.  Please describe when and if your local drug court advisory committee met during this 
reporting period  and what principal or special projects the committee is engaged in 
(if your local drug court advisory committee did not meet, please explain why): 

 

 
7.   a .  Please describe whether your program or staff has received any awards or press 

coverage this reporting period: 
 

b. Please describe any new or ongoing collaborative relationships you have formed 
with other agencies or other notable program accomplishments.  Please attach 
news articles or other relevant documents. 

 
8.  Please describe any changes or amendments made to your Polices and Procedures this    

reporting period and whether your local drug court advisory committee has approved 
these changes in writing.  Please attach a copy of your revised policy and procedures 
manual to this report. 

9.  Please describe any additional income*, funding, training, technical assistance, or 
grants that your program has received during this reporting period, their purpose, and 
the amount received: 

      *Report all project income on the attached “Subgrant Financial Report for Project 
Income” 

 
10. Please indicate if there have been any changes in your planned program activities 

(such as time frame, scope of project, program targets, goals and objectives).  Please 
describe why: 

 

11.  Please provide a narrative Program Target summary analysis by comparing targets to 
actual performance. 

 

12.  Do you require any special training or technical assistance related to Virginia’s drug 
treatment court programs?    YES      NO 

       If yes, please specify the type:    
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OES Use Only 
TA Required?      Yes       No  
Recommendation: 
 
Action Taken: 
 
 
 

Signature – Program Specialist 

 
 

Signature – Evaluation Specialist 

Date: (mm/dd/yy)  



Attachment 1 
Staffing Information  

CONFIDENTIAL 

 
 
Agency Name Grant Number
 
 
New Staff 
 

Staff Name Title /Position  Start Date
(mm/dd/yy)   

 
  

 
 

  

 
 

  

 
 

  

 
 
Departing Staff 
 

Staff Name Title /Position  Date Left 
(mm/dd/yy)  
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VIRGINIA DRUG TREATMENT COURT PROGRAM STATUS REPORT 
Supreme Court of Virginia   Office of the Executive Secretary 
100 North Ninth Street, 3rd Floor     Richmond, Virginia 23219 

804-786-3321 
 

Subgrantee: Grant Number: 
Project Title: Date:

(mm/dd/yy) 
Q1   Q2   Q3   Q4 

  
Performance Measure Annual Target Actual Performance 

 Per Quarter        YTD 
1.  # Active participants    
2.  # Referrals  
3.  # New cases  
4.  # Inactive participants 
         > # in residential            

treatment/jail-based 
treatment 

 

         > # incarcerated  
         > # absconded  
         > other  
5. # Closed cases  
            > # graduates  
            > # terminates  
            > # withdrawal  
            > # deaths  
6.   Total # of community 
service hours performed / # 
of participants working         

  

7. Total Amount of 
Restitution Facilitated 

 $ $ 

8. Total Amount of 
Fines/Costs Facilitated 

 $ $ 

9. Total Amount of Fees 
collected 

 $ $ 
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Supreme Court of Virginia   Office of the Executive Secretary 
100 North Ninth Street, 3rd Floor     Richmond, Virginia 23219 

804-786-3321 
 

This form is to be used only by subgrantees in reporting income from grant activities.  
See detailed instructions for completing this form. 
Subgrantee 
 
 

Grant Number 

Grant Period 
 
 

Prepared By 

Type of Report 
 
Quarterly Ending                        Final  

Project Activity During: 
 
1st qtr     2nd qtr  3rd qtr   4th qtr  

 
 
1.  CASH BALANCE   Beginning of Quarter         G.  
 
2. RECEIPTS (INCOME) BY SOURCE Drug Court fees           
       

Treatment fees           
 
Other (specify):
 

       TOTAL RECEIPTS       H.    $
3. EXPENDITURES (IF ANY)*   

Personnel                                   
                  Supplies & Operating                 
 
      Travel                                     
 
      Equipment                                
 
      Consultant/Professional Services  
 
      Other (Specify): 
 
      Other (Specify):  
 
                                                                            TOTAL EXPENDITURES          I.  $
 
4.  CASH BALANCE                           End of Quarter Balance (G + H  - I)  J.
  
*The above expenditures were made for criminal justice purposes.        Yes        No 
If any portion of these expenditures were for other activities, please attach a description of those activities.  

 
      Signature _________________________________ 
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         Project Director/Finance Director 

$ 

$ 

mm/dd/yy

mm/dd/yy
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