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Deliverables

4

Outreach to next-of-kin

• Percentage of families contacted within 72 hours of next-of-

kin information being received. (Family outreach form)

System navigation and financial support

• Number of families served. (Participant record + service 

notes form)

• Amount of funding disbursed for family support. (Service

notes form)



Deliverables
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Clinical therapy

• Number of individuals served through clinical therapy. 

(Participant record + service notes form)

• Number of service hours received through clinical therapy. 

(Service notes form)

Support groups

• Number of healing/support groups hosted. (Group activity 

form)

• Number of attendees at healing/support groups. (Group 

activity form)



Family Outreach Form



A family outreach form should be entered to document 
outreach to next-of-kin following a homicide. One family 
outreach form should be completed for each homicide. 

If a family accepts services, a participant record should then be 
created for the next-of-kin and service note forms should be 
entered to document services delivered.

Family Outreach Form
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Step 1: Select “Family Outreach” on the left side 
of the screen under “Search Records.”

Step 2: Select “+ Family Outreach” on the right 
side of the screen.

Entering a Family Outreach Form
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Step 3: Click the “+ Add” 
button to link the related 
shooting and homicide 
incident form. 

If you cannot find the correct 
shooting and homicide 
incident form, please contact 
your DVP planner.

Entering a Family Outreach Form
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Step 4: Enter the date you 
received next-of-kin 
information, as well as dates 
for your first attempted and 
first successful contact.

Entering a Family Outreach Form
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Step 5: Indicate whether family 
accepted services and, if so, 
with what agency.

When a family accepts services 
with your agency, follow the 
directions in the remaining 
sections of this training deck to 
create a participant record 
and document service delivery.

Entering a Family Outreach Form
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Participant Record



A participant record should be entered for:

1) The next-of-kin for homicide victims to document family 
support services.

2) Any family member receiving individual therapy services.

Participant records should not be created for individuals who 
participate in group services only.
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Participant Record



Creating a Participant Record
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Step 1: Select “Participant” on the left side of the 
screen under “Search Records.” 

Step 2: Select “+ New Participant” on the right 
side of the screen.



Step 3: Complete all fields in 
the Participant Details and 
Demographic Information 
sections.
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Creating a Participant Record



Duplicate Records
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If a person is already in Apricot because they received services 
from a different agency, a duplicate record message will appear. 

You’ll need to submit a request to have the person added to your 
site. The link to submit this request is available here. You can 
also find it on the Apricot homepage when you log in, or on the 
Grantee Corner section of the DVP’s website.

https://a115039.socialsolutionsportal.com/apricot-intake/137b11e4-a493-4fba-99f6-8397fc64ef2c
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All service delivery records are stored in a participant’s folder. 

Participant Folder



Accessing a Participant’s Folder
Step 1: Select “Participant” on the left side of the 
screen under “Search Records.”

Step 2: Find the participant and click on their 
name. 

Step 3: Select “View Folder” on the right side of 
the screen.
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You can create a favorite list to easily locate your 
participants. To do this, follow the steps below.

Step 1: Click on “Select Favorite List” on the 
right side of the screen and select “[Create New].”

Step 2: Name your list and click the save button. 

Favorite List
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Favorite List
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Step 3: Find each of your participants in the list of your agency’s 
participants and click the star button under “Add.”

Step 4: The person’s name will now appear in your favorite list, 
and you can click on their name to access their folder.

TEST

TEST



Program Enrollment



Program Enrollment Form
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A program enrollment form should be completed to document 
when an individual begins and ends services with your agency.

It is also where you document a participant’s response to the 
data and evaluation consent form.



Enrolling a Participant
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Step 1: Navigate to participant’s folder and click the “+” button to 
the right of “Program Enrollment.”



Step 2a: In the Enrollment 
section, document the
individual’s date of 
enrollment and referral 
source.
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Enrolling a Participant



Step 2b: In the Enrollment 
section, click the “+ Add” 
button to link to the 
shooting and homicide 
incident form.

If the homicide is not 
documented in Apricot, 
contact your DVP planner.
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Enrolling a Participant



Step 3: Provide the 
individual with the Data and 
Evaluation Consent Form 
and document their 
response to evaluation 
consent. Upload a copy of a 
paper consent form if one 
was used.
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Enrolling a Participant



Step 4: Return to the 
program enrollment form 
when the individual exits 
services to enter the exit 
date and reason.

This is also where you will 
enter the date the exit 
survey was shared with 
the participant. 

Exiting a Participant
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Service Note Form



Service Note Form
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A service note form should be entered to document every 
contact or attempted contact with a participant.



Entering a Service Note Form
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Step 1: Navigate to participant’s folder and click the “+” button to 
the right of “Service Note.”



Entering a Service Note Form
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Step 2: Enter the date of the 
service and select the 
service provided. 

• Select family support for 
all services other than 
individual therapy.

• Select therapy for 
clinical therapy sessions.



Entering a Service Note Form
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Step 2a: If you select family 
support, a field will appear 
asking you to indicate the 
type of support provided. 
You may select more than 
one option here.



Entering a Service Note Form
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Step 3: Select who the 
contact was with and the 
contact method.



Entering a Service Note Form
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Step 3a: If in-person or 
phone are selected for 
“Contact method,” 
additional fields will fold out 
asking if the contact was 
successful and for the 
duration of the contact. 



Entering a Service Note Form

35

Step 4: If an amount is 
entered for “Amount of flex 
funds spent or disbursed,” 
additional fields will fold out 
asking for an explanation for 
the flex funds and allowing 
you to upload back-up 
documentation, if desired.



Referral Form



Referral Form
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A referral form should be entered to document each service 
referral made for a participant.



Entering a Referral Form
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Step 1: Navigate to participant’s folder and click the “+” button to 
the right of “Referral.”



Entering a Referral Form
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Step 2: Enter the date the referral was made and identify 
whether the referral was made to:

1) An agency funded by the DVP (Within DVP network)
2) An agency not funded by the DVP (Outside of DVP network)



Entering a Referral Form
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Step 3a: If the referral was 
made to an agency within 
the DVP network, select the 
agency and service by 
clicking the “+ Add” button. 
Information about the 
agency will autopopulate.



Entering a Referral Form
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Step 3a: At the bottom of 
this form, you have the 
option of sending an 
automatic email to the 
agency notifying them of the 
referral. If you select yes, 
you’ll be asked to provide 
your phone number and 
notes about the referral.



Entering a Referral Form
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Step 3b: If the referral was 
made to an agency outside 
the DVP network, enter the 
type of service, name of the 
agency, and any helpful 
notes.
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