
[Type text] Special Victims’ Counsel Intake Form  

             
 

PRIVACY ACT NOTICE 
 
PURPOSE(S): 
To obtain information required for official purposes, to include legal representation through the Special Victims’ Counsel 
Program. 
 
ROUTINE USES: 
The Privacy Act, 5 U.S.C. 552a,"Routine Uses" is applicable as is the DoD "Blanket Routine Uses" published at the 
beginning of the Air Force's compilation of systems of records notices, located 
at www.defenselink.mil/privacy/notices/usaf; and other Routine Uses listed under the Legal Assistance and Judge 
Advocate Personnel Records Air Force Judge Advocate Privacy Act System of Record Notices. Such routine uses outside 
of DoD for other than DoD official purposes include responding to congressional requests and law enforcement 
requests. These routine uses may also be reviewed at the defenselink. 
 
DISCLOSURE IS VOLUNTARY: You are not required to provide this information. However, failure to do so may result in 
your not receiving legal assistance services. 
 

Case Status 

 Restricted Report  Unrestricted Report 

Status of Investigation:  Dates of Scheduled Proceedings: 
 

Date of Incident:  Date of Report: 
 

Victim Information 

Victim Name:  
  Last                                                      First                                  MI                     Rank                        Age 

DSAID #: 
           

Duty Status:      AF Active Duty  AF Reserve/Guard [Title 10]  Other Service 
 

 Dependent Spouse        Dependent Non-Spouse  Basic Military Training/Tech Training 
Unit/Base: 

           
Commander:                                                        First Sergeant:  

           
Employer (non Active Duty):  Work Hours:     
 
Address: 
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http://www.defenselink.mil/privacy/notices/usaf


 

 Street Address 
 

 City                                                                     State                                                             Zip Code 
 
Preferred Phone #:                                                                              Best time to call: 

 
Preferred Email:                                                                                          

 
Victim applied for Expedited Transfer:      Yes     No    
 
Do you have concerns about your physical safety:   Yes     No   Protective Order In Place:   Yes     No 
 
SARC/DAVA Name:  

        Last                                                      First                                  MI       
             

SARC/DAVA Phone #:                                                                   

Nature of Offense 

Type of Assault (mark all that apply): 

 Rape  Attempted Rape  Sodomy     Attempted Sodomy  

 Sexual Assault  Attempted Sexual Assault  Sexual Contact  Attempted Sexual Contact   

 Qualifying Unprofessional Relationship 

Location of Assault:         On-Base           Dormitory      Off-Base        Deployed Location 

Alcohol Involved:   Victim   Assailant 

Additional Victims (if known):                                                                                         
 

Assailant Information 

The Assailant was (mark all that apply): 

 Stranger  Co-Worker  Acquaintance         Date  Spouse/Intimate Partner       Family Member 
 
 Supervisor   Commander    Recruiter   Basic Military Training/Tech Training Faculty or Staff 
 
Full Name (if known): 

      Last                                                      First                                  MI                     Rank 

Duty Status:      AF Active Duty  AF Reserve/Guard [Title 10]  Other Service 
 

 Civilian 
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Unit/Base: 

           
Commander:                                                        First Sergeant:  

           

Additional Information: 
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SPECIAL VICTIMS’ COUNSEL 

AIR FORCE LEGAL OPERATIONS AGENCY 
JOINT BASE ANDREWS, MARYLAND 

 
 
 Date 
 
MEMORANDUM FOR  CLIENT’S NAME 
  
FROM:  SVC’S NAME 
 
SUBJECT:  Transfer to New Special Victims’ Counsel 
 
1.  It has been my privilege to serve as your Special Victims’ Counsel (SVC).  The SVC Program 
is transitioning to a new structure, effective 1 June, manned by judge advocates serving as SVCs 
full time under the Air Force Legal Operations Agency.  We have discussed the options for me to 
continue serving as your SVC or for you to transfer to a new SVC, and you have elected to 
transfer to a new SVC.   

2.  Your signature below serves as confirmation of the termination of our attorney-client 
relationship and the transfer of representation to NEW SVC’S NAME, currently assigned as the 
SVC at NEW SVC’S BASE. 
 
3.  Although our attorney-client relationship has terminated, I am still bound to keep our 
communications confidential and I will not disclose the information we discussed to others 
except in the limited circumstances we previously discussed (i.e. to prevent you from committing 
a criminal act, to defend myself if you assert a claim against me, or if ordered by competent 
authority to disclose communications that contemplate the future commission of a crime or 
fraud). 
 
 
 
 

CURRENT SVC’S NAME, Capt, USAF  
 Special Victims’ Counsel 
 
 
I agree to terminate my attorney-client relationship with CURRENT SVC’S NAME and that my 
new SVC will be NEW SVC’S NAME.  I understand that the scope of representation, meaning 
the assistance available from my new SVC as well as the limitations, remains the same. 
 
 
 
 
      _____________________________ 
      CLIENT’S NAME 
 
 

 
 
 



SVC Art. 32 and Court Report 
Please email this report to afloa.svc@pentagon.af.mil and upload to the corresponding Sharepoint case 

following Art. 32 and court-martial hearings. 

Dates Travelled: _____________________  Location of Court: __________________________________ 

Client’s Name: ____________________________ Client’s Base: __________________________ 

Accused’s Name: __________________________________  

Military Judge/IO: ______________________________ Victim Liaison: ___________________________ 

STC/TC: ____________________________________ SDC/DC: __________________________________ 

        ____________________________________            __________________________________ 

Charges: _____________________________________________________________________________ 

Pleas/Findings: ________________________________________________________________________ 

Sentence: ____________________________________________________________________________ 

Interviews 

Did you attend your client’s interviews with:  Trial Counsel    Yes     No     Not Applicable 

              Defense Counsel   Yes     No   Not Applicable 

Comments: ___________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Motions 

Were the following motions filed regarding your client in the case? 

412   Yes     No 513   Yes     No 514   Yes     No 

If yes to any of the above, 

Were you provided with info copies of the motions?   Yes     No     

 If yes,  Judge Directed    TC Provided TC and DC Motions    Both TC and DC Provided on Own 

Did you file the motion?   Yes     No      

Were you present in the courtroom during the hearing?     Yes     No                

Did you argue the motion?   Yes     No   

mailto:afloa.svc@pentagon.af.mil


Comments: ___________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Art. 32 and Court 

Did your client testify:    Findings  Yes     No    Sentencing  Yes     No 

Did your client want to be present in the courtroom throughout the trial?  Yes     No 

If yes, did you advocate for your client’s presence?   Yes     No         Granted?          Yes     No 

Comments: ___________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Logistical Support 

Were you provided with:    GOV   Yes     No    Computer   Yes     No  Telephone   Yes     No 

Where was the office space you were provided located? _______________________________________ 

Was the office space adequate?   Yes     No 

Comments: ___________________________________________________________________________ 

_____________________________________________________________________________________ 

YOUR Impression of Your Client’s Impression of SVC Support (NOTE: Please do not 
question/solicit feedback from your client.  This should be merely your impression.  There 
will be a more formal victim feedback process implemented post-disposition/action.) 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 



Additional Comments 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 



SPECIAL VICTIMS’ COUNSEL 
AIR FORCE LEGAL OPERATIONS AGENCY 

JOINT BASE ANDREWS, MARYLAND 
 
 

 30 September 2014 
 
MEMORANDUM FOR  10 IS/CC  
 633 ABW/JA 
 AFOSI 
 ADC 
 SARC 
  
FROM:    
 
SUBJECT:  Notice of Representation –  
 
1. This notice is to inform you that I currently represent, and have an attorney-client relationship 
with . If any 
judge advocate, defense counsel, investigating officer, commander, AFOSI special agent, 
government agent, military authority or other person wishes to question my client, I request that 
individual contact me first to discuss the general nature of the questions to be asked. 

2. My client requests that all further contact (including if any party desires to interview or 
question her) related to the investigation and/or prosecution of her reported sexual assault be 
made through counsel.  
 
3. My client hereby invokes her rights and privileges under Military Rules of Evidence, 412, 513 
and 514 to the fullest extent under the law. If you deem it necessary to obtain any privileged 
information, please contact me to discuss the matter.  

 
4. As applicable, please provide me copies of any investigative reports, witness statements, 
pleadings, or other documents relevant to my client's meaningful exercise of her rights as a 
federal crime victim and under the Uniform Code of Military Justice. These rights include, but 
are not limited to, the right to be protected from the offender, the right to be notified of court-
proceedings, the right to be present at all court proceedings absent a court order, the right to 
confer with government counsel to include the right to be consulted regarding any decision to 
pursue or not pursue charges against the offender, and the right to be provided information about 
any conviction, sentence, imprisonment, and release of the offender. 
 
5. If you have any questions or concerns, please contact me at  or via 
email at  
 
 
 

         
   Capt, USAF 
    Special Victims’ Counsel 

 
 
 



DEPARTMENT OF THE AIR FORCE 
UNITED STATES AIR FORCE TRIAL JUDICIARY 

 
 

UNITED STATES ) 
 ) 
v. ) SPECIAL VICTIMS’ COUNSEL 
 ) NOTICE OF APPEARANCE 

  ) 
  ) 

  ) 30 May 2014 
 ) 

 
 
COMES NOW the undersigned counsel on behalf of  and submits the 
following notice of appearance. 

1. , formerly , is the named victim in the Specifications of the 
Charges referred to the above-captioned Court-Martial.  I was detailed to represent  
in the course of my duties as an Air Force Special Victims’ Counsel and maintain an attorney-
client relationship with  on that basis.    

 
2. Pursuant to MRE 412(c)(1)(B) and (c)(2),  asserts her rights to notice and to be 
heard with respect to any attempts to offer evidence under the purview of MRE 412. 

 
3. Pursuant to MREs 513(a) and 514(a),  asserts her privileges with respect to any 
matters within the scope of those privileges. 

 
4. I respectfully request the Court direct the parties to provide me with copies of any motions 
and accompanying papers filed pertaining to MREs 412, 513, 514, or 615 in which  
is the subject of the motion in order to permit her exercise her rights under the Rules.    

 
5. Pursuant to Article 6b(a)(3), UCMJ, and MRE 615,  reserves the right to be 
present throughout the court-martial.  
 
 
        Respectfully submitted, 
 
 
        //swd-signed// 
        SETH W. DILWORTH, Capt, USAF 
        Special Victims’ Counsel 

 
 



DEPARTMENT OF THE AIR FORCE 

UNITED STATES AIR FORCE TRIAL JUDICIARY 

 

 

UNITED STATES ) 

 ) 

v. ) NOTICE OF APPEARANCE  

 ) SPECIAL VICTIMS’ COUNSEL 

 ) 

 ) 24 July 2014 

 ) 

JBSA-Fort Sam Houston, TX ) 
 

 

COMES NOW Capt Aaron Kirk, COUNSEL FOR , and submits 

the following notice of appearance. 

1.  submitted a request for Special Victims’ Counsel in accordance with  

10 U.S.C. §§ 1044 and 1565b, as implemented by AFGM1 to AFI 51-504, Legal Assistance, 

Notary, and Preventive Law Programs. 

 

2. On 8 May 2014, Col Dawn Hankins, Chief, Special Victims’ Counsel Program, detailed me 

to represent  and I entered into an attorney-client relationship with  on 9 

May 2014. 

 

3.  is a victim in this case.   I respectfully request that your honor directs the parties 

in this case to provide me with informational copies of motions or accompanying papers filed 

pertaining to issues arising under MREs 412, 513, 514, and 615 and Article 6b of the Uniform 

Code of Military Justice in which  or her rights as a victim under the UCMJ are 

implicated or the subject of the motion.   

 

4.  and I reserve the right to be present throughout the court-martial, with the 

exception of closed proceedings that do not involve .   

 

5.  has limited participant standing in this court-martial and she reserves the right to 

make factual statements and legal arguments herself or through counsel. 

 

        Respectfully submitted, 

 

 

 

 

        AARON D. KIRK, Capt, USAF 

        Special Victims’ Counsel 

1379326214A
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Sample Special Victims’ Counsel Scope of Representation Letter 

(Note:  Provide briefing to victims of sexual assault during initial meeting, either over the phone 
or in person.) 

MEMORANDUM FOR:  __________________   (Victim of Sexual Assault) 

FROM:  ___________________  (Special Victims’ Counsel) 

SUBJECT:  Notification of Scope of Representation  

The Air Force is concerned about the rights of sexual assault victims and wants to ensure that 
you receive all available assistance through the Special Victims’ Counsel program and other 
services available throughout the Air Force.  This letter will provide you with the scope of legal 
assistance that I can provide you, as well as the limits on my representation of you through this 
program.    
 
1. My Military Duty Is To Represent You.  In my capacity as a Special Victims’ Counsel, I 
do not work for your squadron commander, your wing commander, your numbered Air Force, or 
your Major Command.  My supervisor for my Special Victims’ Counsel duties is Lt Col Dawn 
Hankins, Chief, Special Victims’ Counsel Program.  She works in Washington, DC and reports 
directly to the one-star general overseeing this program.  This independence means that no one in 
your chain of command or the chain of command of your assailant will influence my 
representation of you.   
(Initial:_______) 
 
2.   Scope of Legal Assistance Provided 

a. Personal Civil Legal Affairs – I can answer your questions related to the Victim and 
Witness Assistance Program; the role of Victim Advocates and Victim Liaisons and the 
nature of your conversations with these persons; what medical and mental health services are 
available; the availability of protective orders from military or civilian authorities; and 
information concerning the differences between restricted and unrestricted reporting.  I can 
also assist you with a host of other civil legal issues, including landlord-tenant and consumer 
laws that are related to your case. 
 
b. Representation Throughout the Military Justice Process – I can advocate your interests to 
any actor in the military justice process, including commanders, convening authorities, Staff 
Judge Advocates, the accused’s defense counsel, and military judges. 

i.  I can attend your interviews with investigators, trial counsel, and defense counsel.  If 
I am unable to attend in person, I can attend such interviews via VTC or 
telephonically.   

ii. I can assist you in obtaining information relevant to the sexual assault case that you 
have a right to, such as the status of the investigation and the status of the accused. 

This document contains internal matters that are deliberative in nature and/or are part of the agency 
decision-making process, both of which are protected from disclosure under the Freedom of Information 
Act, 5 U.S.C. § 552. 



 

iii.  You have a right to consult with the government regarding certain decisions, such as 
whether or not charges will be preferred and plea negotiations.  I can represent you 
during this process. 

iv.  I will advocate, to the greatest extent possible, for your interests in any UCMJ 
proceeding and work with both the government and defense counsel to ensure you are 
afforded an opportunity to be heard by the court. 
 

c. Advocacy to Civilian Prosecutors and Agencies – In general, my representation of you 
will be more limited off base than for military justice matters on base.  I will inform you if 
there is a matter where I cannot represent you, and you may obtain civilian counsel, at your 
own expense, for these purposes while still retaining me to represent you in other matters, if 
you so choose. 

i. I can advocate your interests to civilian prosecutors, law enforcement agencies, and 
other civilian and government agencies.   

ii. I cannot represent you in civilian court.   
 

d.  Collateral Misconduct – Covered collateral misconduct is misconduct that may have been 
committed by you that has a direct nexus to the sexual assault, such as underage drinking, 
adultery, fraternization, and violations of certain regulations or orders.  If through our 
conversations, either you or I believe you may have committed misconduct, I will advise you 
of your options regarding representation.   

i.  I will provide you with the name and contact information for an Area Defense 
Counsel, separate from that representing the Accused, who can represent you.  With 
your consent, I can represent you as a secondary counsel for this matter. 

ii. Once an Area Defense Counsel is detailed to represent you, you may choose to be 
represented solely by me, in lieu of an Area Defense Counsel. 

iii. For misconduct that you may have committed that is not related to the sexual assault, 
you are eligible for representation through the Area Defense Counsel program.  I 
cannot represent you for this matter. 

(Initial:_______) 
 
3.   Attorney – Client Privilege.  I am your lawyer; everything you tell me is covered by the 
attorney-client privilege.  This means that our communications are protected and confidential.  I 
may ask your permission to discuss confidential communications with your commander, the 
Legal Office, or investigators, but I will never do so without discussing with you first and 
obtaining your consent.  There is no attorney-client privilege in a couple of specific situations: 

a.  If you tell me that you are going to commit a fraud or crime in the future:  For example, if 
you tell me that you are going to seek revenge on your assailant in a criminal manner, then 
that communication is not protected. 

b.  If you tell me about the sexual assault in order to commit, or help anyone commit a crime 
or fraud, then that communication is not protected either.  For example, if the only reason 
you claimed you were sexually assaulted was because you wanted to apply for a PCS, even 

This document contains internal matters that are deliberative in nature and/or are part of the agency 
decision-making process, both of which are protected from disclosure under the Freedom of Information 
Act, 5 U.S.C. § 552. 



 

though you believed the sexual activity was consensual, you may be using this service to 
commit a crime or fraud, and I might have to disclose that situation if I learn about it. 

(Initial:_______) 
 
4.   Duration of Representation.  In general, I will be your attorney for all matters related to the 
sexual assault, unless and until you release me.   

a.  If I am required to withdraw from representing you, I will take steps to protect your 
interests, such as giving you reasonable notice, allowing you time to obtain other counsel, 
and surrendering papers and property to which you are entitled.   

b.  I will represent you until case disposition is complete.  For example, in a court-martial, 
case disposition is considered complete at action or earlier termination of charges.  

(Initial:_______) 
 
5.   Please review “Tools to Cope With Stress,” included at the bottom of this 
memorandum. 
(Initial:_______) 
 
My initials above and signature below indicate I understand the assistance available under the 
Special Victims’ Counsel Program, as well as the limitations.  I understand that if I seek 
assistance for a matter which poses a conflict of interest for my Special Victims’ Counsel, my 
attorney will inform me of this fact and explain other avenues of assistance.  I desire to obtain 
legal assistance from  
 
__________________________. 
 
 
Date:  ________________ 
 
Client’s Name:  ___________________________ 
 
Client’s Signature:  ___________________________ 
 
Special Victims’ Counsel Name:  ___________________________ 
 
Special Victims’ Counsel Signature:  ________________________ 
  

This document contains internal matters that are deliberative in nature and/or are part of the agency 
decision-making process, both of which are protected from disclosure under the Freedom of Information 
Act, 5 U.S.C. § 552. 



 

MEMORANDUM FOR  SPECIAL VICTIMS’ COUNSEL CLIENT 
 
FROM:   
 
SUBJECT:  Tools to Cope with Stress 
 
1. Being involved in the military justice process as a victim or witness is often very stressful, 
but there are a number of healthy ways to cope with this stress.  There are a number of agencies 
that can help you develop the skills you may need to cope effectively.  I have listed some of them 
below and your Sexual Assault Response Coordinator or Victim Advocate can assist you in 
obtaining support from these agencies. 

a. Chaplains/Clergy, (phone number), have confidentiality (like my office) and are trained 
to help you with the problems you are facing, including spiritual counseling.  There is an 
absolute privilege for all information confided in a chaplain or clergy as a formal act of 
conscience or faith. 

b. Military One Source (MOS) provides telephonic, online and face to face counseling.  
More information can be found at: 
http://www.militaryonesource.com/MOS/About/CounselingServices.aspx 

c.  Base Mental Health, (phone number) provides licensed psychologists, psychiatrists and 
social workers.  In addition to you seeking services on your own initiative, if certain 
individuals, including your First Sergeant or me, believe you are a danger to yourself, we can 
recommend to your commander that you be referred for a mental health evaluation under the 
Limited Privilege for Suicide Prevention (LPSP) Program. 
d.  National Suicide Prevention Lifeline (NSPL):  If you are ever feeling desperate, alone 
or hopeless you can call the National Suicide Prevention Lifeline (NSPL) at 1-800-273-
TALK (8255).  NSPL is a free, confidential, 24-hour hotline available to anyone in suicidal 
crisis or emotional distress.  More information can be found at: 
http://www.suicidepreventionlifeline.org/ 
 

2. REMEMBER:  You are a valuable person and member of the Air Force Family and we 
are committed to providing you services and support during this stressful time.  If you have 
any questions concerning this information, please call me at DSN 460-3421/Commercial (229) 
257-3421 or after hours via the command post.   
 
 
 
        (Name), (Rank), USAF 
     Special Victims’ Counsel 
 

This document contains internal matters that are deliberative in nature and/or are part of the agency 
decision-making process, both of which are protected from disclosure under the Freedom of Information 
Act, 5 U.S.C. § 552. 

http://www.militaryonesource.com/MOS/About/CounselingServices.aspx


Sample Special Victims’ Counsel Termination of Representation Letter 

(Note:  Provide briefing to victims to terminate the SVC-client relationship.  IAW SVC Rule 3.3, in general the 
relationship will terminate when case disposition is complete.  For courts-martial, case disposition is complete at 
action or earlier termination of charges.) 

MEMORANDUM FOR:  (Victim of Sexual Assault) 

FROM:  (Special Victims’ Counsel) 

SUBJECT:  Termination of Attorney-Client Relationship  

1. When you requested the assignment of a Special Victims’ Counsel and I was detailed to 
represent you, we discussed that I would represent you for all matters related to the sexual 
assault unless and until you released me and that I would represent you until case disposition in 
your case was complete.  This letter serves as confirmation of the termination of our attorney-
client relationship. 
 
2. Confidentiality.  Although our attorney-client relationship has terminated, I am still bound 
to keep our communications confidential and I will not disclose the information we discussed to 
others except in the limited circumstances we previously discussed (i.e. to prevent you from 
committing a criminal act, to defend myself if you assert a claim against me, or if ordered by 
competent authority to disclose communications that contemplate the future commission of a 
crime or fraud). 
 
3. Available Services.  You remain entitled to support from the Air Force Victim and Witness 
Assistance Program (VWAP).  (Base legal office) will continue to provide you with support 
within the scope of VWAP.  (You are also entitled to assistance from a legal assistance attorney 
as long as you remain an eligible beneficiary under AFI 51-504, Legal Assistance, Notary, and 
Preventive Law Programs.  This assistance is much more limited in nature than the assistance I 
have provided, but you can seek assistance from a legal assistance attorney by calling any base 
legal office.)  
 
4. If you have an issue related to this case or a new case in the future, you will need to submit a 
new request for Special Victims’ Counsel to an Air Force SARC, judge advocate, or paralegal.     
 
My signature below indicates I understand that my attorney-client relationship with 
___________________________ is terminated.   
 
Date:  ________________ 
 
Client’s Name:  ___________________________ 
 
Client’s Signature:  ___________________________ 
 
Special Victims’ Counsel Name:  ___________________________ 
 
Special Victims’ Counsel Signature:  ________________________ 
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