Arkansas

Court Appointed Special Advocate (CASA) 

Program Standards
 As approved by the Arkansas CASA Advisory Council August 2003

CASA PROGRAM MISSION AND PURPOSE

I.
STANDARD

THE PRIMARY PURPOSE OF A PROGRAM THAT IS RECOGNIZED BY THE ARKANSAS STATE CASA OFFICE AND A MEMBER OF THE NATIONAL COURT APPOINTED SPECIAL ADVOCATE ASSOCIATION (NCASAA) IS TO REPRESENT THE BEST INTERESTS OF ABUSED AND NEGLECTED CHILDREN IN DEPENDENCY-NEGLECT COURT PROCEEDINGS BY PROVIDING COURT ADVOCACY THROUGH QUALIFIED VOLUNTEERS.

I.A.
Requirement

THE CASA PROGRAM HAS A DEFINED PURPOSE WHICH GUIDES THE ADMINISTRATION OF ITS SERVICES AND IS CONSISTENT WITH THE ARKANSAS STATE CASA AND NCASAA MISSION.

Implementation Guidelines:

1.
The child population of the CASA program is clearly defined.

2. The CASA program provides trained community volunteers to advocate for the best interests of children who come into the court system as a result of alleged abuse or neglect.  

3. If a volunteer is hired as a staff person, that person may carry a case to which he/she was previously assigned for a period of time not to exceed 6 months. This case should be transitioned to a volunteer as soon as is feasibly possible.
4. The CASA Program assures that volunteers have regular, in-person contact with the child and sufficient contact with the parties and other relevant information sources in order to have in-depth knowledge of the case and make fact based recommendations to the courts.
5.
The CASA program offers services in a manner which reflects:

· its mission;

· its capability on the basis of available personnel and financial resources;

· the requirements of the program’s funding sources;

· the responsibilities the program is required to assume by law.

6. 
The CASA program’s governing body and personnel cooperate and coordinate with other voluntary agencies, the courts, public agencies, community groups, and with families and individuals to:

· improve services for individual children and their families;

· advocate for needed change in the conditions which adversely affect the children served;

· identify gaps in service and work to eliminate them;

· share training and other resources efficiently and effectively.

7. 
The CASA program is an inclusive organization whose volunteers, 



employees, and their governing body members reflect the diversity of the 


children they serve and their community.



I.B.
Requirement

THE CASA PROGRAM HAS LEGAL AUTHORITY TO OPERATE.


Implementation Guidelines:

1.
The CASA program’s legal sanction may be derived from state legislation, executive or judicial order, or court rules.


2.
The CASA program is legally authorized to operate:

· as a non-profit agency, incorporated in the state in which it operated, with a charter or constitution and bylaws;

· as an identified agency of another non-profit legal entity which is recognized under the laws of the state;

· as a publicly administered program authorized and established by statute or a sub-unit of a public entity with which a clear administrative relationship exists.

I.C.
Requirement

THE CASA PROGRAM IS RECOGNIZED AND SUPPORTED BY THE COURT.

Implementation Guidelines:

1.
The non-profit CASA program has a written agreement with the Juvenile Division of Circuit Court that defines the working relationship between the program and the court.

2.
The court-based CASA program abides by the statutes or court rules which 


govern the relationship with the court.

 3.
The CASA program has a regular communication with the court in order to 


evaluate the court’s satisfaction with the program and to obtain the court’s 

recommendations for improving the effectiveness of the program.

CASA PROGRAM GOVERNANCE

II.
STANDARD

THE CASA PROGRAM HAS A GOVERNING BODY RESPONSIBLE FOR ASSURING COMPLIANCE WITH APPLICABLE LAWS AND REGULATIONS, ADOPTING ITS POLICIES, DEFINING ITS SERVICES, GUIDING ITS DEVELOPMENT, AND ASSURING ITS ACCOUNTABILITY TO THE COURTS AND COMMUNITY.  WHEN THE GOVERNING BODY IS NOT ITSELF A VOLUNTARY BOARD OF DIRECTORS (AS IN THE CASE OF A CASA PROGRAM WHICH IS UNDER PUBLIC AUSPICES), THERE IS A VOLUNTARY ADVISORY COUNCIL.

II.A.
Requirement

THE AGENCY HAS A GOVERNING BODY RESPONSIBLE FOR ADOPTING OR, IN THE CASE OF A PUBLIC AGENCY, MONITORING ITS POLICIES AND PROCEDURES, GUIDING ITS DEVELOPMENT, OVERSEEING ITS PROGRAM OF SERVICES, AND ASSURING ITS ACCOUNTABILITY TO THE COMMUNITY.

Implementation Guidelines:

1.
The CASA program secures authorization to carry out all services as 


required by law or regulation.

2.
The CASA program has access to legal counsel with relevant legal expertise to clarify the meaning of laws or regulations governing its program operation.

3.
Although legal counsel may be provided to the CASA program under voluntary auspices on a pro bono basis and a lawyer who offers legal counsel may sit on the CASA program board, particularly in a small or developing program, the program clarifies the roles in order to keep the two functions separate.

4.
The governing body/voluntary board of directors of a non-profit CASA program maintains personnel policies and periodically reviews and adopts needed changes.

5. The governing body/voluntary board of directors of a non-profit CASA 

            program seeks revenues adequate to support the services it is committed               to provide.

6. The governing body:

· appoints the chief executive officer/program administrator and delegates authority and responsibility for program and fiscal management and policy implementations;

· holds the chief executive officer/program administrator accountable for the program’s performance;

· evaluates the performance of the chief executive officer/program administrator in writing at least annually against written performance criteria and objectives established for the time span between evaluations;

· provides for the participation of the chief executive officer/program administrator in the evaluation process and his/her review, signature, and response to the evaluation before it is entered into the personnel record.

7. The governing body/voluntary board of directors of a non-profit CASA program or the designated authority in a publicly operated CASA

           program:

· evaluates the management’s handling of the CASA program’s fiscal affairs;

· reviews the fiscal reports at least quarterly in regard to the relationship between budgeted expenditures and revenues;

· examines issues of fiscal policy, budget preparation, and the recommendations of the program’s auditors.

8.
The organizational structure of the governing body is adequate to carry out its responsibilities for adopting or recommending agency policies, selecting and evaluating the chief executive officer, program administrator, and engaging in strategic planning, financial oversight, resource development, and court and community relationships.


9.
An up-to-date written record is kept of all governing body deliberations and decisions.


II.B.
Requirement:

THE CASA PROGRAM IS IN COMPLIANCE WITH APPLICABLE STATE AND LOCAL STATUTES, COURT RULES, EXECUTIVE ORDERS, AND/OR APPROPRIATE REGULATIONS.



II.C.
Requirement:

THE CASA PROGRAM IS ADMINISTERED IN ACCORDANCE WITH 

ESTABLISHED POLICIES AND EFFECTIVE MANAGEMENT PRINCIPLES.

Implementation Guidelines:

1.
Clear lines of accountability and authority exist at all levels of the program’s organization and management structures and are formalized in a chart of the organization showing lines of accountability to which all employees and volunteers, and governing body members have been formally oriented.

2.
If the CASA program is a sub-unit of a public entity or has another 

recognized legal entity serving as the parent organization, a clear 


administrative relationship with the parent organization exists and 


responsibilities are delegated to and carried out by the appropriate levels             of the organizational structure.


3.
Communication and collaboration between employees, volunteers, and 


governing body members is promoted by:

· regular program and/or divisional meetings which involve both volunteers and employees;

· mechanisms such as participation on appropriate committees by personnel with responsibility for CASA services;

· maintenance of brief records of committee and personnel meetings; and providing employees and volunteers with information on action taken to implement their recommendations.

II.D.
Requirement

HIGH STANDARDS OF ETHICAL CONDUCT ARE ADHERED TO IN 

GOVERNANCE AND OPERATION OF THE CASA PROGRAM
Implementation Guidelines:

1.
The CASA program will abide by the State CASA established policies to 

govern ethical conduct of members of the governing body, employees,                 and volunteers.

2.
The CASA program upholds the credibility and dignity of the CASA mission 


by conducting all business in an honest, fair, professional, and humane 


manner.

3.
The chief executive officer/program administrator, any employee, paid consultant, volunteer, or governing board member of the CASA program serves in accordance with written policies governing conflict of interest, accountability, and delegation of authority.

4.
Governing body members, employees, and volunteers refrain from positions of conflict of interest or the appearance of conflict of interest and do not use their program relationship for personal or professional gain.

5.
Written policy prohibits employees, paid consultants, governing body members, and volunteers of a non-profit or public CASA program from having direct or indirect financial interest in the assets, leases, business, transactions, or professional services of the program.

6.
Members of the governing body, employees, volunteers, or consultants who individually or as part of a business or professional firm are involved in business transactions or current professional services of the program disclose this relationship and do not participate in any vote taken in respect to such transactions or services.

II.E.
Requirement

MEMBERS OF THE COMMUNITY PARTICIPATE IN PLANNING, SUPPORTING, AND ADVISING THE CASA PROGRAM THROUGH A GOVERNING BODY OR THROUGH AN ADVISORY COUNCIL WHICH PROVIDES INPUT TO THE GOVERNING BODY AND PROGRAM PERSONNEL WHEN THE CASA PROGRAM IS UNDER PUBLIC AUSPICES.

Implementation Guidelines:

1.
In a non-profit CASA program, the governing body/voluntary board of 


directors serves as the link between it, the court, and the community, 


establishes and evaluates the program’s goals, develops resources, and 


approves policies.

2.
When the CASA program is under public auspices, an advisory council supports the program in its linkages with the court and the community, assists in the development of resources, and provides advice and recommendations to the CASA chief executive officer/program administrator with regard to program goals and policies.

3.
The governing body and/or advisory council are broadly representative of the community and has members who bring a range of skills, backgrounds and knowledge which support the CASA program in fulfilling its mission.

4.
The CASA program has on its governing body and/or advisory council 


individuals with various capabilities, including:

· skills and experience to serve at a policy-making level;

· ability to advocate for sufficient financial resources for the program to carry out its purpose;

· knowledge of the court system and the community served;

· ability to reflect community and client interests and to advocate for culturally responsive service delivery;

· other specialized skills needed to carry out the objectives of the program.

5.
The CASA program’s constitution and bylaws or its written operational 


procedures in the case of a sub-unit of an organizational entity:

· describe the organizational structure and responsibilities of the governing body and/or advisory council;

· establish the mechanisms for selection, rotation and duration of membership, and for election of officers;

· set the minimum number of formal meetings of the full governing body and/or advisory council;

· set the quorum for these meetings as at least a simple majority of the current membership of the governing body and/or advisory council.

6.
The members of the governing body and/or advisory council receive formal orientation to the CASA program’s goals, objectives, structure and methods of operation, are familiarized with its services, and are provided with a governing manual.

7.
An up-to-date written record is kept of all governing and/or advisory council deliberations and recommendations and is made available for viewing by the public upon request.

PROGRAM DEVELOPMENT AND IMPLEMENTATION
III.
STANDARD

THE CASA PROGRAM ENGAGES IN COMPREHENSIVE PLANNING FOR THE INITIATION AND START-UP OF ITS OPERATIONS.

III.A.
Requirement

A SYSTEMATIC PLANNING PROCESS GUIDES THE DEVELOPMENT OF A STARTING CASA PROGRAM AND INCLUDES THE INVOLVEMENT OF THE COMMUNITY.

Implementation Guidelines:

1.
Personal interviews are conducted with all judges in the jurisdiction prior to program start-up to educate them about the CASA program and gain judicial support for the program.

2.
If appropriate to the proposed structure of the CASA program, a steering  or planning committee is created to guide the initial development activities.

3.
The planning committee conducts a needs assessment to document the need for the CASA program in the community/geographic location.

4.
The needs assessment includes:

· interviews with key players (i.e., judges, state department personnel responsible for child protective services, prosecutor’s office, child advocates);

· the gathering of baseline statistics (e.g., the number of reports of suspected child abuse in the area; the number of petitions filed; average length of stay of children in foster care; duration of the court process in child abuse cases).

5.
The development of the first board of directors of a non-profit CASA 



program includes:

· preparation of job descriptions for board members;

· identification of skills needed on the board;

· development of board recruitment strategies;

· training of board members.

6.
During the planning process, a written statement of the program is 



developed.

7.
The CASA program develops written goals and objectives to guide the first year and beyond, including designation of responsibility, time lines, and key indicators to measure progress.

8.
Personnel, financial and other resources needed to successfully start a CASA program are identified and a variety of sources of funding explored.

9.
The CASA program prepares a written plan for its development.

10.
When the CASA program will be under the umbrella of a parent organization, a written agreement is developed which:

· details procedures for resolving situations in which a conflict of interest exists between the CASA program and its parent organization;

· details the protocol for fund raising activities of both organizations;

· establishes a time-frame for review and possible revisions of the agreement.

III.B.  Requirement

BASED ON THE OUTCOMES OF THE PLANNING PROCESS, EACH CASA 
PROGRAM DEVELOPS AND INSTITUTES AN IMPLEMENTATION PLAN.
Implementation Guidelines:

1.
The implementation plan of the CASA program addresses employee and 


volunteer needs which includes:

· projections of the number of volunteers needed to effectively serve the population;

· a first year budget;

· strategies to secure donations, in-kind contributions, and other sources of revenue to meet long and short term financial needs.

GRAPHICS
IV.
STANDARD

THE CASA PROGRAM ADHERES TO THE GRAPHIC STANDARDS AND REQUIREMENTS OF THE NATIONAL CASA ASSOCIATION.

IV.A.
Requirement:

The CASA programs acknowledges affiliation with the National CASA Association on all brochures, newsletters, news releases, stationery and annual reports by including one of the following: the CASA logo; the words “A CASA Program”; or the words “A Member of the National CASA Association”.

IV.B. 
Requirement:

The CASA program adheres to the NCASAA requirements regarding use and graphic presentation of the name “CASA”, its official logo, the slogans “speak up for a child.”  and “Give Hope to a Child.” And promotional photographs requirements are as follows:

Logo

· Only National CASA member programs may use the CASA name and logos.

· The logos should not be redrawn or modified in any way.

· The CASA logos may be used only in connection with programs, promotional materials, and projects directly related to the goals and purposes of the National CASA Association.

· The CASA logo is always used with the tage line, “A powerful voice in a child’s life.” The position line is placed below the logo in either of the exact positions shown. The font is Franklin Gothic Demi – all caps.

· The CASA logo must always appear with the trademark symbol – TM.
· The official logo should be printed in either Pantone Reflex blue or black with a Pantone 185 red heart. The Pantone numbers specified are from a system of color formulation used by printers internationally.
· The CASA logo and tagline may be printed in white reverse when the logo and tagline are positioned against a dark background.
· The space for the heart created by the S and the A in the CASA logo should never be printed solid in an ink other than red.

Logo Restrictions
· The CASA logo is not used on commercially developed or NCASAA member products for sale to the public except as authorized by National CASA Association.
· No program may use the CASA logo to make lapel pins or notepaper, as this would be in violation of the logo license agreement with Rhode Island CASA. Note that the use of the CASA logo is permitted on letterhead; “notepaper” is defined as a blank sheet consisting of only the CASA logo.

Slogans
· “Speak up for a child.” and “Give Hope to a child.” are trademarked slogans to be used only by program members of NCASAA.
· The “Speak up for a child.” slogan is a registered trademark of NCASAA. This slogan always appears in a three-tired stack with the registered trademark symbol. 
· The “Give Hope to a child.” slogan is a registered trademark of NCASAA, appears in either a single horizontal line or as a two-tiered stack, and must be followed by the registered trademark symbol.
· Both slogans are used only in connection with promotional materials and projects that are directly related to the goals and purposes of NCASAA.
· Additional slogans, such as “Stand Up for and Abused Child.” may be developed t meet specific awareness campaign needs.  Use of these campaign specific slogans will be defined by National CASA publicatioins, notably the NCASAA PR kits.  Any questions regarding use should be forwarded to the National CASA Chief Communications Officer.
AFFILIATION
National Affiliation

V.
STANDARD

THE CASA PROGRAM IS A MEMBER OF THE NATIONAL CASA ASSOCIATION AND MEETS ITS STANDARDS AND REQUIREMENTS.

Implementation Guidelines:

1.
The CASA program takes advantage of the services available from 



NCASAA.  These services include:

· technical assistance;

· resource materials;

· national conference;

· training opportunities.

State Affiliation

VI.
STANDARD

THE CASA PROGRAM IS AFFILIATED WITH THE STATE CASA PROGRAM AND MEETS STANDARDS OF THAT ORGANIZATION.


Implementation Guidelines:

1. The CASA program takes advantage of the services available from Arkansas CASA Association.  These services include:

· technical assistance;

· resource materials;

· state conference;

· training opportunities

· representation for all programs regarding funding and child welfare issues to be provided to the legislature by the Arkansas CASA Association as appropriate.

2.
The CASA program participates in quarterly program meetings offered by the Arkansas CASA Association.  Participation is defined by at least one representative from each CASA program present for each meeting.  The participant is chosen by the local CASA program director or their designee.

VI.A.
Requirement

IF THERE ARE VARIANCES BETWEEN NCASAA STANDARDS AND STATE 
STANDARDS, CASA PROGRAMS WILL COMPLY WITH BOTH.

Implementation Guidelines:
1. When the CASA Program believes that a conflict exists between NCASAA 

standards and the state standards, the program, through Arkansas, presents the perceived conflict to National CASA who will determine which standard applies

HUMAN RESOURCES MANAGEMENT

VII.
STANDARD

THE CASA PROGRAM PROVIDES A FRAMEWORK FOR RECRUITMENT, SELECTION, RETENTION, AND EFFECTIVE PERFORMANCE OF ITS PAID PERSONNEL.

VII.A.  Requirement

THE CHIEF EXECUTIVE OFFICER/PROGRAM ADMINISTRATOR IS RESPONSIBLE FOR THE MANAGEMENT OF THE CASA PROGRAM.

Implementation Guidelines:

1.
The chief executive officer/program administrator has the following qualifications:

· education and/or training in human services related field;

· progressively responsible experience directly related to the service being provided;

· management skills and experience to effectively administer the program’s human and financial resources and coordinate services with the court and other community agencies.

2.
The chief executive officer/program administrator:

· plans and coordinates with the governing body the development of CASA program policies;

· attends or represented by a designee at all meetings of the governing body and its committee.

3.
The chief executive officer/program administrator is delegated overall personnel management authority by the governing body and ensures that the CASA program’s personnel management is carried out in accord with written policy.

4.
The chief executive officer is responsible for the overall fiscal management of the program and reports to the governing body at least quarterly on the program’s financial status.

5.
When the replacement of a chief executive officer/program administrator becomes necessary, the governing body:

· designates an interim chief executive officer/program administrator, if necessary;

· charges a committee with responsibility for conducting formal search;

· provides the resources needed to carry out the search effectively.

6.
There is a written plan for the delegation of authority in the absence of the chief executive officer/program administrator.

VII.B.
Requirement

THE CASA PROGRAM UTILIZES ITS PERSONNEL EFFICIENTLY IN ORDER 
TO ACCOMPLISH ITS GOALS.
Implementation Guidelines:

1.
The CASA program, in its ongoing planning process, details the type and number of personnel required to accomplish the program’s goals and objectives.

2.
The CASA program has a written job description for each position or group of similar positions which clearly specifies qualifications and responsibilities.

3.
The CASA program efficiently manages its clerical and administrative systems, including accounting, bookkeeping, personnel records, and statistical reporting and assigns appropriately skilled personnel to carry out those tasks.

VII.C.  Requirement

THE CASA PROGRAM RETAINS EMPLOYEES QUALIFIED TO CARRY OUT 
ITS PROGRAM GOALS.

Implementation Guidelines:

1.
Administrative and/or supervisory responsibility is assigned to employees qualified by experience and training.

2.
The CASA program employs and retains only persons who are qualified according to the job description for the position they occupy.

3.
CASA program employees meet all applicable registration, licensing or certification requirements for their assignment and/or use of professional titles.

VII.D.  Requirement

PERSONNEL POLICIES AND PRACTICES SPECIFY THE RESPONSIBILITIES OF PAID PERSONNEL AND ARE EQUITABLE, CLEAR, AND CONSISTENT.

Implementation Guidelines:

1.
Personnel policies and practices are outlined in a handbook provided to all employees which cover:

· personnel practices;

· working conditions;

· wage policy and benefits, as applicable;

· insurance protection;

· required and supplemental training and development opportunities.

2.
The CASA program complies with applicable laws and regulations governing fair employment practices.

3.
CASA program personnel salaries and benefits are established by considering practices of similar agencies and organizations in its area and/or are in compliance with salary benefit levels set by appropriate legislative or elected bodies, in the case of a public entity.

4.
The CASA program maintains written operational procedures regarding grievances to provide personnel the opportunity and means to lodge complaints and appeals, where this is allowed under state law.

5.
The CASA program acts on any complaints in accordance with its procedures with all documentation kept on file.

6.
The complainant is informed of the resolution of any complaint and a copy of the notification is maintained.

7.
The rate of personnel turnover is measured and evaluated regularly and action is taken to correct identified problems.

8.
Procedures allow for the periodic participation of personnel in management’s review of personnel policies and for written notification to personnel by management of any changes in those policies in regard to personnel.

VII.E. Requirement

THE CASA PROGRAM ACTIVELY RECRUITS, SELECTS, AND PROMOTES QUALIFIED EMPLOYEES BROADLY REPRESENTATIVE OF THE COMMUNITY SERVED AND ADMINISTERS ITS PERSONNEL PRACTICES WITHOUT DISCRIMINATION BASED UPON AGE, GENDER, SEXUAL ORIENTATION, RACE, ETHNICITY, NATIONALITY, HANDICAP, OR RELIGION.

Implementation Guidelines:

1.
The CASA program’s personnel recruitment and selection practices are in compliance with applicable laws and regulations.

2.
The CASA program is in compliance with the Equal Employment Opportunity Act.

3.
The CASA program has a written equal opportunity policy which clearly states its practices in recruiting, selecting, and promoting personnel.

4.
The CASA program publicizes their equal opportunity policy in their personnel recruitment materials.

5.
The CASA program makes an effort to ensure their facility is free of barriers which restrict the employment of or use by physically challenged employees.

6.
When the program’s personnel patterns do not reflect the composition of the community, the CASA program develops and implements a plan to diversify its work force to promote equal opportunity in accord with law and regulation.

VII.F.  Requirement

RECRUITMENT AND SELECTION PROCEDURES ASSURE THAT THE PERSONNEL NEEDS OF THE CASA PROGRAM ARE ADEQUATELY MET.
Implementation Guidelines:

1.
All applicants for paid employment with the CASA program are required to:

· complete a written application containing information about educational background and training, employment history and experience working with children;

· submit the names of three or more references of persons unrelated to the applicant;

· authorize the CASA program and other appropriate agencies to secure a criminal check, motor vehicles division record check, and child protective services check as appropriate and permissible by state law; 

· attend and participate in personal interviews.
2.
The CASA program conducts appropriate, legally permissible and mandated inquiries into the background of prospective personnel.

3.
The CASA program conducts a formal security check on the applicant selected by screening criminal records through local and state enforcement agencies and with the central Human Services Child Abuse Registry when and as authorized by law.  If the employee has lived in another state within the past five years, the CASA program, if possible, conducts criminal records checks in that area.  This security check should not be performed by the person in question.

4.
An applicant is rejected by the CASA program if he/she refuses to sign a release of information for appropriate law enforcement checks.

5.
The CASA program’s selection process for all employees includes an assessment of the applicant’s awareness and sensitivity to the cultural and  socio-economic differences which are present among the children and families CASA programs serve.

6.
The chief executive officer/program administrator or his/her designee notifies all applicants in writing of the status of their applications, when the position for which they are applying is filled.

VII.G.  Requirements

THE CASA PROGRAM PROVIDES NEW EMPLOYEES AN ORIENTATION TO ITS MISSION AND PURPOSE, POLICIES, AND SERVICES.
Implementation Guidelines:

1.
Orientation for employees includes but is not limited to:

· information about confidentiality laws and the employee’s responsibilities to abide by these laws;

· information about the CASA program’s structure, service mandates, relationship to the court and professional ethics;

· lines of accountability and authority within the program;

· information about pertinent laws, regulations, and policies.

2. Information about National CASA.

3.  Information about Arkansas CASA.

VII.H. Requirement

THE CASA PROGRAM PLANS AND IMPLEMENTS A TRAINING AND DEVELOPMENT PROGRAM FOR EMPLOYEES TO IMPROVE THEIR KNOWLEDGE, SKILLS, AND ABILITIES AND PROVIDE INFORMATION ABOUT THE BACKGROUNDS AND NEEDS OF THE CHILDREN SERVED BY THE PROGRAM.

Implementation Guidelines:

1.
The training and development program is reviewed annually and revised based on the CASA program’s assessment of its training needs;

2.
The training and development program includes the opportunity for employees to pursue continuing education, to fulfill the requirements of their respective positions, and to upgrade knowledge and skills through continuing education;

3.
The training and development program includes information regarding cultural norms, values, and heritage.

VII.I.  Requirements

THE CASA PROGRAM PROVIDES ADEQUATE SUPERVISION FOR ITS EMPLOYEES.

Implementation Guidelines:

1.
The CASA program delegates supervisory responsibility and holds employees accountable for the performance of assigned duties and responsibilities.

2.
Frequency of individual or group supervision is arranged on the basis of employee needs, the complexity and size of the workload, and the newness of the assignment.

3.
Supervisors are easily accessible and make every effort to provide quick and thorough guidance to CASA employees.

4.
The CASA program supervisor holds regularly scheduled case conferences with employees to review progress on each case.

VII.J.  Requirement

THE CASA PROGRAM DEVELOPS AND IMPLEMENTS A SYSTEM FOR THE 
PERIODIC EVALUATION OF ALL EMPLOYEES.

Implementation Guidelines:

1.
At least once a year, the performance of employees is evaluated by the person to whom they are accountable, using a standardized evaluation form, to review their performance against established criteria, the employee is an active participant in this process.

2.
Employee evaluations include:

· an assessment of job performance in relation to the quality and quantity of work defined in the job description and to the performance objectives established in the most recent evaluation;

· clearly stated objectives for future performance;

· recommendations for further training and skill-building, if applicable;

· an opportunity for self-evaluation by the employee.

3.
Employees are given the opportunity to sign the evaluation report, to obtain a copy, and to include written comments before the report is entered into the personnel record.

VII.K.  Requirement

THE CASA PROGRAM HAS POLICIES AND PROCEDURES FOR A REDUCTION IN STAFF AND TERMINATION OF EMPLOYEES THAT ARE IN COMPLIANCE WITH APPLICABLE LAWS AND REGULATIONS.

Implementation Guidelines:

1.
The CASA program’s personnel policies and practices specify the conditions for disciplinary action and non-voluntary termination of employees, including violations of program policy and/or documented substandard performance.

2.
Appropriate grounds for dismissal may include but are not limited to:

· the employee takes action without program or court approval which endangers the child or is outside the role of the powers of the CASA program;

· the employee violates a program policy, court rule or law;

· the employee fails to demonstrate an ability to effectively carry out assigned duties;

· there are allegations of child abuse/neglect against the employee;

· a conflict of interest arises which cannot be resolved;

· the employee fails to complete required, ongoing training;

· the employee falsifies his or her application or misrepresents facts during the screening process.

3.
The CASA program’s policies and procedures specify the person or persons with authority to terminate or discharge an employee.

4.
The CASA program’s policies and procedures include conditions which might result in a reduction of staff and the procedures for determining which staff will be laid off.

VII.L.  Requirement

THE CASA PROGRAM MAINTAINS A WRITTEN PERSONNEL RECORD FOR EACH EMPLOYEE IN A LOCKED FILE CABINET ACCESSIBLE ONLY TO THE DIRECTOR.  THE PERSONNEL RECORD OF THE DIRECTOR SHOULD BE KEPT IN A SEPARTATE, SECURE LOCATION THAT IS NOT IMMEDIATELY ACCESSIBLE TO THAT DIRECTOR.

Implementation Guidelines:

1.
The personnel record contains, as appropriate:

· identifying information and emergency contacts;

· the application;

· the job description;

· reference documentation;

· security check documentation;

· verification of education for professional and administrative personnel;

· training records;

· performance evaluations;

· disciplinary actions;

· termination summaries;

· letters of commendation;

· time attendance records.

2.
Written policies grant employees access to their records and detail the procedures for review, addition, and correction by employees of information contained in the record.

VOLUNTEER MANAGEMENT
VIII.
STANDARD

THE CASA PROGRAM PROVIDES A FRAMEWORK FOR RECRUITMENT, SELECTION, TRAINING, SUPERVISION, RETENTION, AND EVALUATION OF VOLUNTEERS.

VIII.A.  Requirement

THE CASA PROGRAM HAS WRITTEN PLANS FOR RECRUITING AND SELECTING VOLUNTEERS.
Implementation Guidelines:

1.
The CASA program prepares a standardized packet of written information (i.e., brochure, information kit), in keeping with the National CASA graphic standards and requirements, which detail:

· the purpose and role of the CASA volunteer;

· qualifications;

· minimum commitment of time required.

2.
The recruitment plan includes targeted strategies to attract volunteers from diverse cultural and ethnic backgrounds and from a variety of age groups and socio-economic levels.

3.
Media outreach, speaking engagements, and other appropriate strategies are employed to recruit volunteers.

3. The CASA program refers potential volunteers to other CASA programs or NCASAA if the applicant volunteer lives outside the program’s service area.

VIII.B. Requirement

A CASA PROGRAM HAS AN APPLICATION PROCESS AND SELECTION CRITERIA FOR ITS VOLUNTEERS.


Implementation Guidelines:

1. A CASA volunteer is an individual who has been screened and trained by the CASA Program and appointed by the court to advocate for children who come into the court system primarily as a result of alleged abuse or neglect.

2. A CASA volunteer is an individual who is at least 21 years of age and has successfully passed screening requirements which include a written application, personal interview, reference and criminal records checks.

3. A CASA volunteer is an individual who respects a child’s inherent right to grow up with dignity in a safe environment that meets that child’s best interests.

4. The CASA volunteer is an individual who assures that the child’s best interests are represented in the court at every state of the case.

5.
All applicants to be CASA volunteers are required to:

· complete a written application containing information about educational background and training, employment history and experience working with children;

· submit the names of three or more references of persons unrelated to the applicant;

· authorize the CASA program and other appropriate agencies to secure a criminal check, motor vehicles division record check, and child protective services check as appropriate and permissible by state law;

· attend and participate in personal interviews with CASA program personnel;

· attend all required pre-service training.

6.
A formal security check is conducted of the volunteer applicant by screening criminal records through local and state enforcement agencies and with the central Child Abuse Registry when and as authorized by law.  If the volunteer has lived in another state within the past five years, the CASA program, if possible, conducts criminal record checks in that area.

7.
A volunteer applicant is rejected by the CASA program if he/she refuses to sign a release of information for appropriate law enforcement checks.

8.
Any applicant found to have been convicted of, or having charges pending for a felony or misdemeanor involving a sex offense, child abuse or neglect, or related acts that would pose risks to children or the CASA program’s credibility is not accepted as a CASA volunteer.  This policy is stated on the volunteer application form.

9.
If an applicant is found to have committed a misdemeanor or felony that is unrelated to or would not pose a risk to children and would not negatively impact the credibility of the CASA program, the CASA program will consider the extent of the rehabilitation since the misdemeanor or felony was committed and other factors that may influence the decision to accept the applicant as a CASA volunteer.

10.
The CASA program’s volunteer selection procedures ensure that those not selected are treated with dignity, respect, and if appropriate, referred to alternative volunteer opportunities.

VIII.C.  Requirement

THE CASA PROGRAM PLANS AND IMPLEMENTS A TRAINING AND DEVELOPMENT PROGRAM FOR VOLUNTEERS TO IMPROVE THEIR KNOWLEDGE, SKILLS AND ABILITIES AND PROVIDES INFORMATION ABOUT THE BACKGROUNDS AND NEEDS OF THE CHILDREN SERVED BY THE PROGRAM.  THE TRAINING CONSISTS OF AT LEAST 30 HOURS OF PRE-SERVICE TRAINING AND 12 HOURS OF IN-SERVICE TRAINING PER YEAR.
Implementation Guidelines:

1.
The training and development program is reviewed annually and revised based on the CASA Program’s assessment of its training needs.

2.
The CASA program uses as its curriculum the National CASA/GAL Volunteer Training Curriculum with customizations for Arkansas, available from Arkansas CASA Association.

3.
The CASA program uses primarily staff but may include a variety of instructors including attorneys, judges, agency representatives and volunteers to deliver the training.

4.
The CASA program requires that volunteers successfully complete at least 30 hours of pre-service training before being assigned to a case.

5.
The pre-service of initial training includes:

· roles and responsibilities of a CASA volunteer;

· juvenile court process;

· the dynamics of human behavior associated with child abuse and neglect;

· relevant state and federal laws; 

· confidentiality and record keeping practices;

· child development;

· child abuse and neglect;

· permanency planning and resources;

· community agencies and resources;

· communication and information gathering;

· advocacy;

· the special needs of the children served, differences in cultural and socio-economic norms, values, and heritage;

· identification of personal and institutional bias or discrimination as it relates to the children and families being served.

6.
The initial training includes an opportunity for each volunteer to visit the court while it is in session to observe proceedings.

8. The CASA program requires that volunteers complete at least 12 hours of in-service training per year.

VIII.D.
Requirement

THE CASA PROGRAM PROVIDES ADEQUATE SUPERVISION FOR ITS VOLUNTEERS.

Implementation Guidelines:

1. The CASA Program delegates supervisory responsibility and holds volunteers accountable for the performance of assigned duties and responsibilities.

2. Frequency of individual or group supervision is arranged on the basis of volunteer needs, the complexity and size of the workload, and the newness of the assignment. 

3. Supervisors are easily accessible and make every effort to provide quick and thorough guidance to CASA volunteers.

4. For employees assigned to supervison as a full-time function, the volunteer/supervisory ration is 30/1 or less.  This ratio is reduced according to the number of employee work hours devoted to supervision and/or additional responsibilities the supervisor may hold.

5. A volunteer will not be assigned more than two children/sibling groups at a time.

6. The CASA Program supervisor holds regularly scheduled case conferences with volunteers to review progress on each case and written case records.

7. The CASA Program supervisor conducts regularly scheduled staff meetings for paid employees and volunteer at least once a month.

VIII.E.
Requirement

THE ROLES AND RESPONSIBILITIES OF THE CASA VOLUNTEER ARE CLEARLY COMMUNICATED THROUGH WRITTEN POLICIES, JOB DESCRIPTIONS, AND TRAINING, AND ARE REINFORCED THROUGH THE SUPERVISORY PROCESS.

Implementation Guidelines:

1.
The CASA program maintains a current manual of volunteer policies and procedures.

2.
The CASA program volunteer policies and procedures specify the role of the CASA volunteer, developed with the input and approval of the court, if not already determined by statute.

3.
The CASA program ensures that the volunteer has a written job description with responsibilities outlined.  These responsibilities may include:

· reviewing records;

· interviewing appropriate parties involved in the case, including the child;

· determining if a permanent plan has been created for the child and whether appropriate services, including reasonable efforts, are being provided to the child and family;

· submitting a signed written report with recommendations to the court on what placement and services are best for the child;

· attending court hearings;

· maintaining complete records about the case, including appointments, interviews, information gathered about the child and the child’s life circumstances.

4.
The CASA program’s policies and procedures include but are not limited to 

the following:

· the CASA volunteer reports any incident of child abuse or neglect to the CASA supervisor and appropriate authorities;

· the CASA volunteer does not engage in the following activities:

- taking a child home, taking a child home overnight, or sheltering a 



child in the home;

- giving legal advice or therapeutic counseling;

- making placement arrangements for the child;

- giving money or expensive gifts to the child or family;

- taking a child on an outing or on an overnight trip;

- transporting a child or member of the child’s family.
· the CASA volunteer discusses all recommendations concerning the case with the program supervisor prior to submitting recommendations to the court;

· CASA program supervisors do not alter reports or recommendations without the knowledge and agreement of the CASA volunteer;

· the CASA program has a clear policy to resolve conflicts between a volunteer and their program supervisor regarding the handling of a case, reporting of information, or the recommendations to be included in a report to the court;

· a CASA volunteer should not be related to any parties involved in the case or be employed in a position and/or agency that might result in a conflict of interest;

· the CASA program provides volunteers access to legal advice and representation, as needed.

VIII.F.  Requirement

THE CASA PROGRAM HAS POLICIES AND PROCEDURES FOR THE 

DISCHARGE OR TERMINATION OF A CASA VOLUNTEER.
Implementation Guidelines:

1.
The CASA program’s policies and procedures specify the conditions for disciplinary action and non-voluntary termination of volunteers.

2.
Appropriate grounds for dismissal include but are not limited to:

· the CASA volunteer takes action without program or court approval which endangers the child or is outside the role or powers of the CASA program;

· the CASA volunteer engages in ex-parte communication with the court;

· the CASA volunteer violates a program policy, court rule or law;

· the CASA volunteer fails to complete required training;

· the CASA volunteer falsifies his/her application or misrepresents facts during the screening process;

· there are allegations of child abuse/neglect against the volunteer;

· a conflict interest arises which cannot be resolved.

· The CASA volunteer breeches confidentiality regarding the case.

3.
The CASA program’s policies and procedures specify the person or persons with authority to terminate or discharge a volunteer.

VIII.G.  Requirement

THE CASA PROGRAM MAINTAINS A WRITTEN RECORD FOR EACH VOLUNTEER IN A LOCKED FILE CABINET ACCESSIBLE ONLY TO STAFF.
Implementation Guidelines:

1.
The volunteer record contains, as appropriate:

· identifying information and emergency contacts;

· application;

· job description;

· reference documentation;

· security check documentation;

· training records;

· performance evaluations and any other documentation related to performance, if applicable.

2.
Written policies outline when, and if, volunteers have access to their records and detail the procedures for review, addition, and correction by volunteers of information contained in the record.

FINANCIAL, FACILITY, AND RISK MANAGEMENT
IX.
STANDARD

THE CASA PROGRAM MANAGES ITS AFFAIRS IN ACCORD WITH SOUND FINANCIAL PRACTICES AND APPLICABLE FEDERAL, STATE, AND LOCAL STATUTORY REQUIREMENTS.

IX.A.  Requirement

THE CASA PROGRAM HAS A WRITTEN BUDGET WHICH GUIDES THE 
MANAGEMENT OF ITS FINANCIAL RESOURCES.
Implementation Guidelines:

1.
The budget is based on:

· funding anticipated during the program year;

· fixed and incremental costs of operating the CASA program and identification of potentially changing costs and conditions.

2.
The budget is reviewed and, when appropriate, approved by the governing body prior to the beginning of the fiscal year.

3.
The governing body, reviews and, when appropriate, approves all plan deviations from and revisions to the budget.

IX.B.  Requirement

THE CASA PROGRAM PROCURES ADEQUATE FINANCIAL RESOURCES AND MANAGES THEM PRUDENTLY IN ORDER TO SUPPORT ITS PROVISION OF SERVICES.

Implementation Guidelines:

1.
The CASA program seeks to diversify and balance its sources of funding.

2.
The CASA program maintains its tax exempt status, if applicable.

3.
The CASA program seeks to conserve its fiscal resources by:

· taking advantage of benefits allowed tax-exempt organizations, when applicable;

· maintaining sound policies regarding purchasing and inventory control;

· using competitive bidding, where applicable, in accord with board policy and law or regulation.

IX.C.  Requirement

THE CASA PROGRAM IS ACCOUNTABLE TO ITS GOVERNING 

BODY/VOLUNTARY BOARD OF DIRECTORS OR TO GOVERNMENT BODIES FOR PRUDENT FISCAL MANAGEMENT.

Implementation Guidelines:

1.
The CASA program assures that an annual report is available which includes financial, statistical, and service data summary information.

2. An audit of the non-profit CASA program’s financial statement is performed within six months of the end of the fiscal year by an independent certified public accountant approved by the governing body/voluntary board of directors whenever the actual expenditure of funds exceeds $25,000.

3.
In a CASA program under public auspices, the audit is conducted periodically, covering all years since the previous audit by an independent auditor, in accordance with law or regulation governing audit of the financial operations of a public agency.

4.
In a non-profit CASA program, a designated committee of the governing body/board of directors, such as a financial or audit review committee, or a designated member of the governing body reviews the audit findings and meets with the independent auditor as necessary.

5.
The auditor’s report is reviewed and formally approved or accepted by the 

governing body and is made available for public inspection.

6.
When a management letter has accompanied the audit, the non-profit CASA program’s governing body/voluntary board of directors promptly reviews and insures that management acts on its recommendations.

IX.D.  Requirement

THE CASA PROGRAM RECEIVES, DISBURSES, AND ACCOUNTS FOR ITS 
FUNDS IN ACCORD WITH SOUND FINANCIAL PRACTICES AND GENERALLY ACCEPTED ACCOUNTING PRINCIPLES.
Implementation Guidelines:

1.
The CASA program adheres to written operational procedures in regard to 


accounting control when the program has the authority.  The procedures 


include:

· a descriptive chart of accounts;

· prompt and accurate recording of revenues and expenses;

· safeguarding and verification of assets;

· control over expenditures;

· separation of duties to the extent possible.

2.
The review and monitoring of the CASA program’s fiscal management is delegated to its governing body/voluntary board of directors or to the appropriate committee or entity when the program is under public auspices.

3.
The non-profit CASA program makes timely payments to the internal revenue service and to other taxing authorities, as required by law.

4.
The CASA program uses the accrual method of accounting, if applicable, and ensures the segregation of restricted funds.

5.
When the CASA program has the authority, its policies and procedures require that:

· all personnel with fiscal responsibilities are oriented to the bookkeeping system and are retrained with regard to any changes;

· systems are in place to prevent or to detect fraud or abuses of the system, such as control, use, and review of the system by more than one person.

6.
The non-profit CASA program’s accounting records are kept up-to-date and balanced on a monthly basis.

7.
Statement receipts and disbursements are reconciled to the general ledger on a monthly basis.

IX.E.  Requirement

THE NON-PROFIT CASA PROGRAM’S BOARD OF DIRECTORS SETS POLICIES AND EXERCISE CONTROL OVER FUND-RAISING ACTIVITIES CARRIED OUT BY ITS EMPLOYEES AND VOLUNTEERS.

Implementation Guidelines:

1.
The non-profit CASA program conducts solicitations of individuals, groups, corporations, and other potential funders in an ethical manner.

2.
The non-profit CASA program provides potential funders with an accurate description of the program, its purpose and services and the financial needs for which the solicitation is being made.

3.
The non-profit CASA program spends funds for the purposes for which they were solicited, except for reasonable costs for administration of the fund-raising activities.

4.
The non-profit CASA program determines the costs and benefits of each of its fund-raising activities and ensures the reasonableness of fund-raising costs to dollars raised.

5.
The non-profit CASA program establishes controls on processing and acknowledging contributions in accordance with applicable laws.

IX.F.  Requirement

THE CASA PROGRAM OPERATES FROM OFFICES WHICH PROVIDE SAFE, WELL-MAINTAINED PHYSICAL ENVIRONMENT FOR ITS PERSONNEL, VOLUNTEERS, AND VISITORS.

Implementation Guidelines:

1.
The CASA program’s premises and equipment are safe and functional.

2.
The CASA program maintains a work environment for its personnel and volunteers that is conducive to effective performance.

3.
The CASA program’s facilities are in full compliance with applicable fire safety codes and regulations.

4.
The non-profit CASA program plans for the disposition of property in the event of its dissolution.

IX.G.  Requirement

THE CASA PROGRAM PROTECTS ITS PHYSICAL, HUMAN, AND FINANCIAL RESOURCES BY EVALUATING, AND PREVENTING OR REDUCING THE RISKS TO WHICH THEY ARE EXPOSED.

Implementation Guidelines:

1.
The CASA program has liability protection for staff and volunteers through the court, state statute, or private insurance coverage.

2.
The governing body has responsibility for determining the extent and nature of the liability protection needed for personnel and volunteers, when applicable laws are unclear or silent.

3.
The CASA program evaluates and reduces its potential liability by:

· assigning the risk management function to a person or committee whose job description includes responsibility for risk management policies and activities;

· ensuring that appropriate bonding, self-insurance, or external coverage is adequate to meet the potential liability of the CASA program;

· developing a process to identify risks in terms of their nature, severity and frequency;

· avoiding risk through loss prevention and risk reduction;

· evaluating and monitoring the effectiveness of the risk management function.

4.
The CASA program carries worker’s compensation insurance and such other insurance as is deemed necessary based upon its evaluation of its risks and protects itself through means such as indemnification, participation in a risk-pooling trust, or external insurance coverage.

5.
The CASA program requires that all persons with authority to sign checks, handle cash or contributions, or manage funds be bonded or the program maintains appropriate insurance coverage to cover losses which may be incurred.

6.
The CASA program informs its governing body members, officers, employees and volunteers of the amount and type of coverage which is provided on their behalf by the program.

7. The CASA program annually reviews its insurance coverage with their 

            insurance carrier to insure adequate coverage.
8.
The CASA program requires staff, volunteers, and governing body members, when applicable, to immediately notify the CASA program of any 
criminal charges.

 9.
Licenses or other evidence of compliance are prominently displayed.

PUBLIC RELATIONS
X.
STANDARD

THE CASA PROGRAM COMMUNICATES EFFECTIVELY WITH ITS COMMUNITY AND OTHER AGENCIES ABOUT THE PROGRAM.

X.A.  Requirement

THE CASA PROGRAM INFORMS THE COMMUNITY AND SERVICE PROVIDERS ABOUT ITS PROGRAM AND OF THE NEEDS OF THE CHILDREN IT SERVES AND COOPERATES WITH OTHER AGENCIES TO PLAN FOR NEEDED PROGRAMS OF SERVICE FOR CHILDREN.

Implementation Guidelines:

1.
The CASA program conducts an ongoing program of public information and education to provide an understanding of the program’s purpose, function and place in judicial proceedings and the community social service system.

2.
The CASA program disseminates public information to broaden awareness of the needs and problems of the children it serves.

3.
The CASA program makes known its role, functions, and capacities to other agencies, community organizations, governmental bodies, and corporations, as appropriate to its services and as a basis for interagency cooperation and coordination of services.

4.
The CASA program works closely with local bar associations, other child advocacy programs, community service and civic groups, and with businesses to accomplish its purposes.

PLANNING AND EVALUATION
XI.
STANDARD

THE CASA PROGRAM MAINTAINS MANAGEMENT INFORMATION AND DATA NECESSARY TO PLAN AND EVALUATE ITS SERVICES.

XI.A.  Requirement

THE CASA PROGRAM ENGAGES IN ONGOING AND SYSTEMATIC PLANNING TO DETERMINE THE SCOPE OF NEED FOR ITS SERVICES AND HOW ITS SERVICES CAN MOST EFFECTIVELY BE DELIVERED.
Implementation Guidelines:

1.
During the planning process the CASA program seeks input from their governing body, staff, volunteers, and local community, as appropriate to the program’s structure.

2.
The planning process includes:

· purpose of the planning process;

· methods of assessment;

· tasks to be carried out;

· schedule;

· participants in each identified task;

· a plan for annual review.

XI.B.  Requirement

THE CASA PROGRAM COLLECTS THE INFORMATION NEEDED TO 

DELIVER, MONITOR, AND EVALUATE ITS SERVICES.
Implementation Guidelines:

1.
The CASA program maintains data which includes:

Information on Children
· demographic information including age, gender and ethnicity;

· total number of children served;

· number of new children served;

· number of children whose cases were closed.

Information onVolunteers
· demographic information including age, gender, and ethnicity;

· status of volunteers (number assigned to cases, number inactive, number waiting for a case, etc.);

· number of volunteer hours contributed;

· total length of time volunteer is assigned to each case.

Other Information
· types of cases assigned to volunteers;

· number of children in the court’s jurisdiction needing CASA volunteers vs. number of CASAs assigned to cases;

· source of program referral;

· case outcomes; 

· any other data required by funding sources.

2.
When the CASA program develops and/or participates in a computerized information system, there are operational procedures governing its use and the use of software, and agency management reviews all decisions regarding computerized files.

XI.C.  Requirement

THE CASA PROGRAM REGULARLY EVALUATES ITS EFFECTIVENESS AND 
EFFICIENCY IN REGARDS TO ITS STATED MISSION, GOALS, AND OBJECTIVES.

Implementation Guidelines:

1.
At least once in a four-year period, the agency conducts a review which includes assessment of:

· the degree to which the program meets the needs of the children it serves;

· the degree to which the program accomplishes the mandates given to it by the courts;

· the changing demographics, increased community need, over-utilization and other reasons indicating a need to expand service, establish a priority system, or refrain from increasing the caseload size carried by the program;

· the degree to which the program uses its human and financial resources to achieve program goals and objectives;

· the effectiveness of the services, based upon predetermined definitions and criteria of effectiveness.

2.
Agency management:

· submits results of its planning and evaluation processes to the governing body;

· shares findings with personnel;

· disseminates information or findings to funders, the courts, and other community agencies, as appropriate.

PROGRAM MANAGEMENT
XII. 
STANDARD

THE CASA PROGRAM PROVIDES A FRAMEWORK FOR QUALITY MANAGEMENT OF ITS PROGRAM AND SERVICES.

XII.A.  Requirement

THE CASA PROGRAM MAINTAINS COMPLETE AND ACCURATE RECORDS FOR ALL CHILDREN SERVED.

Implementation Guidelines:

1.
The CASA program maintains, for each child served, a case record which includes:

· biographical or other identifying information;

· background on the nature of the presenting problem or reason for referral by the court;

· court reports and any court orders related to the service being provided;

· the service plan.

2.
Records for all children served are kept up to date through:

· current contact entries;

· periodic progress notes or summaries.

3.
Entries made in the case record are specific, factual, and pertinent to the nature of the service.

4.
The CASA program maintains copies of all volunteer reports, correspondence concerning the case, notes from telephone or in-person consultations.

5.
Upon termination of service, a closing summary of the services provided is entered into the case record.

6.
The CASA program has established procedures for closing out the case and storing the case record.

7.
The CASA program requires its volunteers to turn in their case records including all notes when the case is closed.

XII.B.  Requirement

THE CASA PROGRAM HAS CASE PROCEDURES FOR THE ACCEPTANCE AND 

ASSIGNMENT OF CASES.
Implementation Guidelines:

1. A CASA volunteer is sworn in by the judge before appointment to a case.

2.  
Cases are referred to and accepted by the program without discrimination based on child’s age, gender, sexual orientation, race, ethnicity, nationality, disability or religion

3.
A CASA volunteer is assigned at the earliest possible stage of the court proceedings.

4.
The judge and the program’s administrator determine which cases are to be referred to the CASA program.  Referral criteria are reviewed frequently and changed as resources of the program change.

5.
All appointments and assignments are made by an appropriate order of the court.
6.
The CASA program, in cooperation with the court, retains the right to determine from among cases referred for appointment those it can serve appropriately, within the limits of its resources, capacities, and mission.
7.
A CASA program and/or the court notify all parties and agencies involved in the case of the CASA volunteer’s appointment.

8.
Ethnic, cultural, and religious diversity issues are considered in the appointment of volunteers to cases.

9.
Volunteers are assigned to cases with consideration to their experience, understanding and skills in relation to the specifics of the case.

10.
In determining caseload size, management and/or supervisory personnel assess:

· the nature and difficulty of the tasks assigned;

· the work and time required to serve each child or to complete each task;

· the responsibilities that may be assigned.

11.
A volunteer will not be assigned more than two children/sibling groups at a time.

12.
A CASA program maintains complete case assignment records.

13.
A plan for each child served by the CASA program is developed based on the nature of the court referral.

14.
The CASA program has an established procedure to allow the immediate reporting to the court or through the appropriate agency of a situation in which a CASA volunteer has reason to believe that a child is in imminent danger.

XII.C.  Requirement

THE CASA PROGRAM FOLLOWS WRITTEN POLICIES AND PROCEDURES 
REGARDING ACCESS TO, USE OF, AND RELEASE OF INFORMATION ABOUT THE CHILDREN IT SERVES TO ENSURE THAT CHILDREN’S CONFIDENTIALITY IS MAINTAINED AT ALL TIMES.
Implementation Guidelines:

1.
CASA employees and volunteers respect the child’s right to privacy by maintaining confidentiality.

2.
The CASA program demonstrates its compliance with all applicable statutory requirements pertaining to confidentiality of client information by ensuring that its policy, procedures, and practices are consistent with all applicable laws and regulations.

3.
Access to records is limited to the court, authorized agency personnel, and others outside the agency whose request for access to confidential information is permitted by statute or the court.

4.
All records are safely and securely maintained.

5.
Controls exist so that records can be located at any time.

6.
The CASA program has written operational procedures, consistent with legal requirements and with the policy on confidential information, governing the retention, maintenance, and return of case files to the court when the case is closed.
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