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Dear Volunteers,
Welcome to the Knox County Court Appointed Special Advocate Program. We are glad that you chose to join our organization, and we look forward to working with you.
The Knox County CASA Program is dedicated to high quality advocacy for the abused and neglected children of Knox County.  Your job is important, and the work you do will directly impact upon the lives of children. As a volunteer, you will provide these children with a strong voice in juvenile court.
To help you with your important work, we wrote this Policy and Procedures Manual.  The Manual is yours to keep. We ask that you read and review it because we think this Manual will help you understand our Program and our mission. Our policies and procedures are intended to ensure the rights and identify the responsibilities of volunteers and the organization. This Procedure Manual is not a contract and does not guarantee any fixed terms and conditions of a volunteer’s participation in the program. 
We want to make sure that all expectations are well defined so that we can work positively in the best interests of our children.  Your job is important because the work you do will impact upon the lives of many children.
Each one of you is an asset to the CASA Program.  To enhance your value, we emphasize training, supervision and mentorship. Communication is important, confidentiality is crucial, and a firm commitment to your role and responsibilities is vital. To facilitate those goals, we strive to promote and sustain a professional team atmosphere and we offer this Manual as a tool to assist us all in the work ahead.
Sincerely,
The Knox County CASA Program


[bookmark: _Toc29477103]I. INTRODUCTORY STATEMENT AND POLICY ON MODIFICATION
The purpose of this Manual is to acquaint you with the Knox County CASA Program and provide you with information about the policies and procedures affecting your work.  You should read, understand, and comply with all provisions of the Manual. It describes your responsibilities as a volunteer and outlines the rules and procedures developed by the Knox County Court and the Knox County CASA Program to assist our volunteers in best fulfilling these responsibilities.
No Policy and Procedure Manual can anticipate every circumstance, issue, problem, or question. Therefore, policies and procedures will be revised, supplemented, or rescinded from time to time. The Knox County CASA Program reserves the right to revise these policies and procedures. All volunteers will be notified in writing of modifications of policies and procedures, if and when they occur.
[bookmark: _Toc29477104]II. MISSION STATEMENT
The mission of the Knox County CASA Program is to advocate for the best interests of neglected, abused, and exploited children and to provide these children with a strong, informed, and independent voice in the court process.  With the goal of ensuring for each child a safe, permanent, nurturing home, the Knox County CASA Program recruits, screens, trains, and supervises community volunteers to serve as court appointed advocates for these children.
[bookmark: _Toc29477105]III. ROLES AND RESPONSIBILITIES OF A CASA VOLUNTEER
A CASA Volunteer is a trained child advocate sworn to represent the best interest of children who are abused, neglected, or exploited and who have cases pending in juvenile court. The CASA Volunteer investigates the child’s circumstances and provides fact-based information and recommendations to the court, while being a source of support for the child. 
As a department within the Knox Superior Court 1, the CASA Program is an independent entity working closely with the Court, the Indiana Department of Child Services, and other professionals involved in a child’s case.  Volunteers work under the direct supervision of the CASA Case Coordinators to further the child’s welfare and to expedite the case through the system. A CASA volunteer has regular, in-person contact with children sufficient to have in-depth knowledge of the case and make fact-based recommendations to the court.
The CASA Volunteer’s ultimate goal is to help move the child out of temporary placement, usually in the foster care system, into a safe, permanent, nurturing home. Permanency for a child can mean returning the child to the parent’s care, adoption of the child after termination of parental rights, appointment of legal guardian for the child, or recognizing some other permanent living arrangement that fulfills the child’s needs.
[bookmark: _Toc29477106]IV. CASA VOLUNTEER QUALIFICATIONS
A CASA Volunteer shall:
A. Be at least twenty-one (21) years old
B. Successfully meet all screening criteria including, but not limited to, a written application, personal interview, social security number verification, National Criminal Record, National Sex Offender Registry, Child Abuse Registry, DCS Child Abuse Registry Checks, employment verification, and personal reference check. If resided another state, aside from Indiana, in the last 7 years, then the above checks for that particular state as well
C. Successfully complete thirty (30) hours of pre-service training
D. Successfully complete and report twelve (12) hours of CASA continuing education annually
[bookmark: _Toc29477107]V. CODE OF ETHICS
All volunteers and staff of the Knox County CASA Program shall abide by the Indiana GAL/CASA State Code of Ethics listed in the appendix* and adopted by the Knox County CASA Program.
*Appendix B
[bookmark: _Toc29477108]VI. DUTIES OF A CASA VOLUNTEER
A. [bookmark: _Toc29477109]A CASA VOLUNTEER SHALL:
1. Report Suspected Abuse or Neglect
Immediately report any incident of suspected child abuse and/or neglect to the Indiana Department of Child Services Hotline (800-800-5556) and/or local law enforcement. Then inform the Director, Case Coordinator, or other CASA staff of the report.

2. Conduct an Independent Investigation
The CASA Volunteer shall conduct an investigation of the child’s circumstances by:
a. Reviewing all relevant documents 
b. Conducting interviews with the child, parents, social workers, relatives, school personnel, and other professionals providing services to the child or the family
c. Assisting in case planning by advocating for family services and a permanency plan that serve the child’s best interests and promote placement in a safe and permanent home as quickly as possible
d. Determining if the permanency plan is timely and appropriately implemented and if the plan serves the child’s best interests by considering, among other things, the child’s age, level of maturity, culture and ethnicity, degree of familial attachment and need for continuity, consistency and identity

3. Maintain Complete Optima Case Records
The CASA Volunteer shall maintain complete updated Optima contact logs, including appointment notes, interview notes, observations, other notes concerning pertinent information gathered and the volunteer’s time records. The Volunteer shall ensure that Optima is updated by the 5th of every month. The case records shall also include copies of court reports, other relevant records and court orders. 

4. Advocate for the Child at Every Stage of the Case

5. Help the Child Understand the Court Process
The CASA Volunteer shall ensure that each child has an age appropriate understanding of the case and the role of the CASA Volunteer. Through the Volunteer’s monthly meetings with the child, the volunteer shall explain relevant events in an age appropriate fashion.

6. Assist in the Formulation of the Child’s Permanency Plan
The CASA Volunteer shall assist in the formulation of the child’s permanency plan making sure that the plan, at all times, meets the child’s specific needs and that the plan is timely implemented. 

7. Meet Monthly with the Child
The CASA Volunteer shall have a face to face visit with the child at least every thirty (30) days unless an exception to this requirement is given by the CASA Case Coordinator. This meeting ensures that the child’s best interests are represented in all facets of the case and that the child has an age appropriate understanding of the case process. If the Volunteer is unable to meet with the child on a monthly basis, they must speak with and have approval from their Case Coordinator. 


8. Communication with the DCS Family Case Manager
The CASA Volunteer shall maintain regular contact with the DCS Family Case Manager [FCM]. The Volunteer is encouraged to contact the FCM on a monthly basis to ensure case plan goals are being met. 

9. Participate in Child and Family Team Meetings
When invited, the CASA Volunteer should actively participate in the Child and Family Team Meeting [CFTM] meeting concerning the child’s permanency plan. When not invited, the CASA Volunteer shall review the notes for the CFTM and request a supplemental meeting, when appropriate.

10. Communication with Case Professionals
The CASA Volunteer shall maintain open lines of communication with all professionals involved in the child’s care and treatment, review all written records and speak to all professionals on a regular basis to obtain information and to facilitate appropriate planning.

11. Communication with the Child’s Family
The CASA Volunteer shall communicate on an as-needed basis with the child’s family and the child’s caregivers in order to obtain current information necessary to formulating fact-based recommendations.

12. Write Timely Court Reports and Attend Court Hearings

13. Monitoring the Case
The CASA Volunteer shall monitor the case to ensure that the child’s needs are met and that the Court’s orders are followed and relevant by visiting, or having substantive contact with the child on a monthly basis and by contacting involved parties as often as necessary.

14. Modification of Case or Permanency Plans
The Volunteer shall immediately bring any and all concerns about the continued relevancy or appropriateness of the child’s case plan or permanency plan to the attention of the Case Coordinator so appropriate steps can be taken to see modification of these plans.

15. Remain Actively Involved in the Case until Formally Discharged by the Court and/or the CASA Program

16. Returning the File, Including All Notes, to the CASA Office Once Discharged from a Case

17. Abiding by All Laws, Regulations, Policies, and Conducting All Business in an Honest, Fair, Professional, and Humane Manner

18. Keep All Confidential Information Confidential 

19. Disclose All Possible Conflicts
Disclosing any familial, employment or personal relationships with parties in the case, so that the Program can determine whether there is a conflict of interest

20. Report Changes in Eligibility
Reporting any changes in the CASA Volunteer’s eligibility for CASA service including, but not limited to, changes in employment, arrests and the initiation of child abuse and neglect investigations. 
B. [bookmark: _Toc29477110]A VOLUNTEER SHALL NOT
1. Provide Inappropriate Services or Act Beyond the Scope of Responsibility
A CASA Volunteer shall not provide direct or indirect services to the child or any parties that could lead to a conflict of interest, liability, or cause a child or family to become dependent on the volunteer for services that should be provided by other agencies. Although the following list is not exhaustive, specifically a volunteer shall not:
a. Shelter a child in the volunteer’s home
b. Transport the child or any family member
c. Supervise visitation between the child and family members
d. Give legal or therapeutic advice
e. Make placement arrangements for the child
f. Give money or expensive gifts to the child or family
g. Have excessive or inappropriate contact with the child

2. Be Involved in a Case When a Prior Relationship Creates the Appearance of, or an Actual, Conflict of Interest
A CASA Volunteer shall not be related to or have a personal friendship or an employment relationship with any party involved in the case. Additionally, a personal or employment relationship between a member of the volunteer’s family and any party to the case must be disclosed to the Program to determine potential conflicts. 

3. Use Discretion When Providing the CASA Volunteer’s Home, Cell, or Work Telephone Number. The CASA Office Number 812-882-2108 may be Provided as a Contact Number for the CASA Volunteer.
C. [bookmark: _Toc29477111]FAILURE TO PERFORM:
Failure to perform duties, infractions of the ethical standards or any other misfeasance or malfeasance that calls into question the CASA Program’s integrity or unfavorably reflects on the CASA Volunteer’s ability to fairly and unbiasedly represent the child’s best interest shall be grounds for dismissal of the CASA Volunteer from the CASA Program. 
[bookmark: _Toc29477112]VII. JOB DESCRIPTION
The CASA Volunteer Job Description is provided in the appendix* to this procedure manual and describes the responsibilities, requirements, and qualifications for the CASA Volunteer positions and those enumerated responsibilities, requirements, and qualifications are incorporated into this manual by reference. 
*Appendix A
[bookmark: _Toc29477113]VIII. AFFILIATION
The Knox County CASA Program maintains membership in the National CASA Association and operates in accordance with NCASAA standards and the Code of Ethics and Program Standards established by the Indiana State Office of GAL/CASA. Said Standards and Code of Ethics are incorporated herein by reference and shall be made available upon request. 


[bookmark: _Toc29477114][bookmark: _Toc29477115]IX. POLICIES FOR VOLUNTEER PERSONNEL
A. VOLUNTEER DEFINED
CASA Volunteers are community members who have completed the thirty-hour (30) court approved pre-service training program and who are assigned by the CASA Program to represent and protect the best interests of a child.
B. [bookmark: _Toc29477116]VOLUNTEER INITIAL AND CONTINUING ELIGIBILITY
All prospective volunteers will fill out a complete application form and submit names for three (3) references. There will also be a criminal record and background check that will consist of, but not limited to, sex offenders registry, and a DCS Child Abuse Registry checks as well a social security number verification. The criminal background check will be run through a national database which includes the National Sex Offender Registry and will include any criminal history from other county or states the person has resided for the previous 7 years. The CPS background check request will be sent to the local Department of Child Services to conduct a background check with the child abuse registry and child protective services background check as well as the department in any other county or state the prospective volunteer has lived in the previous 7 years. 
The CASA Program does not accept applicants if they have been convicted of, or have charges pending for, a felony or misdemeanor that evidences a risk or potential risk to children or to the credibility of the CASA Program. Such felonies and misdemeanors include, but are not limited to: sex offenses, violent acts, child abuse or neglect charges or convictions, and acts of dishonesty. The CASA Program does not accept applicants who are or have been respondents in child in need of services cases or applicants who are listed in the Child Abuse Registry without the express permission of the Director. The Director’s decisions on eligibility are final.
A CASA Volunteer must be at least twenty-one (21) years of age. A CASA Volunteer must successfully pass the screening requirements of the CASA Program consisting of a written or online application, personal interview, three personal references, criminal record check, and Child Abuse Registry check. 
All CASA Volunteers, regardless of their educational background, training, or employment history, must successfully complete the thirty (30) hour pre-service training provided by the CASA Program.  Any training session missed must be made up by the applicant before being sworn by the court and assigned to a case. The requirements for making up a training session shall be established by the CASA Volunteer Coordinator but no more than nine (9) hours of training can be satisfied through make-up training sessions. 
Although the National CASA Association provides an independent study curriculum, the Knox County CASA Program does not utilize independent study and will not allow the curriculum to substitute for the thirty (30) hours pre-service training requirement without the express permission of the Director. 
Therefore, a CASA Volunteer shall make a twelve (12) month minimum commitment to the Program, accept supervision, keep information confidential, participate in twelve (12) hours of continuing CASA education annually and work within established program guidelines. 
[bookmark: _Toc29477117]CASA Volunteers have an on-going affirmative obligation to immediately report any changes in their eligibility status. 
C. CONFLICTS OF INTEREST
1. [bookmark: _Toc29477118]Conflict Defined
In the selection and assignment of CASA Volunteers, the CASA Program shall avoid conflicts of interest. Because of inherent conflicts of interest, employees of the Indiana Department of Child Services or their immediate family members are not eligible to serve as CASA Volunteers. Employees of other agencies that provide services to CASA children via contractual relationship with the Department of Child Services are also ineligible. 
Likewise, because of inherent conflicts, foster parents are not eligible to be volunteers.  All applicants received from employees of agencies providing services to wards, other than DCS and its contract service providers, shall be individually evaluated to determine if a conflict of interest prevents the applicant from serving as a CASA Volunteer.
In the assignment of CASA Volunteers, the CASA Program shall avoid conflicts of interest.  A CASA Volunteer may not be related to, or have an employment or personal relationship with, any party involved in the assigned case, and the CASA Volunteer has an affirmative duty to report to his or her Case Coordinator any potential conflicts.
Conflicts shall include, but not be limited to, blood or marriage relationships, employment relationships, financial relationships or social relationships between the volunteer, or member of the CASA Volunteer’s immediate family, and a party to the action. 
2. [bookmark: _Toc29477119]Duty to Immediately and Fully Report Potential Conflicts
In accord with this standard, a CASA Volunteer may not be related to, or have an employment, financial, or personal relationship with, any party involved in the assigned case, and the CASA Volunteer has an affirmative duty to immediately and fully report to his or her Case Coordinator any potential conflicts. This disclosure shall be made whenever the CASA Volunteer has reason to believe that a conflict exists. There the obligation to report is an ongoing obligation.
At all times, the CASA Volunteer and staff shall avoid even the appearance of impropriety.  Any relationship that creates an appearance of impropriety shall be considered a conflict of interest. Therefore, all relationships, even those thought to be tenuous in nature, removed or distant in decree or time, shall be disclosed to the CASA Coordinator. It is the responsibility of the Program to determine whether a conflict of interest exists, the final arbiter on this issue being the Program Director. 
3. [bookmark: _Toc29477120]Program Response to Identified Conflicts
Once a conflict of interest is identified, the Program shall immediately take appropriate steps to preclude or exclude the conflicted individual from involvement in the case. A child’s case shall not be assigned to a CASA Volunteer who has a conflict of interest and all reasonable steps shall be taken to exclude that CASA Volunteer from knowledge of, or information about, the case. 
Actual or potential conflicts of interest that are made apparent during the course of a CASA Volunteer’s work assignment shall be immediately and fully disclosed to the CASA Volunteer’s supervisor. If the Program identifies a conflict of interest, then the Program shall immediately take appropriate steps to preclude or exclude the conflicted individual from involvement in the case. 
When a conflict is identified, either at the outset or during the course of the Program’s representation, the Program shall have an affirmative duty to immediately determine whether the CASA Volunteer’s conflict is of an extent and nature as to prejudice or taint in any fashion the Program’s continued representation of the child. In those cases where the conflict of interest adversely impacts on the Program’s integrity or its ability to fully and fairly provide representation to the child or other children, the Program shall take all appropriate steps necessary to protect the integrity of the Program. These steps shall include, but not necessarily be limited to, limiting the CASA Volunteer’s involvement with this or any other case and separation of the CASA Volunteer from the Program. Additionally, in such a case, the Program shall immediately petition for recusal and request that the child or children be appointed alternative representation. 
4. [bookmark: _Toc29477121]Failure to Report
[bookmark: _Toc29477122]When a CASA Volunteer fails to report, or fails to timely report, facts that could give rise to a conflict of interest pursuant to this policy, that CASA Volunteer is subject to Corrective Action and Discharge from the Program pursuant to Section IX, Subsection P, Q, and R of this manual.
D. TRAINING
1. [bookmark: _Toc29477123]Pre-Service Training
Having successfully completed the application process, each potential CASA shall successfully complete the court approved thirty (30) hour pre-service training course.  No matter the educational background or employment history, any person who has not completed pre-service training will not be allowed to work as a CASA Volunteer. Up to nine (9) hours of training may be made up at the discretion and under direction of the Volunteer Coordinator. 
2. [bookmark: _Toc29477124]In-Service Training
Once active, each CASA Volunteer shall successfully complete a minimum of twelve (12) hours of continuing CASA training annually.  This requirement shall be met by attending training events offered by the Knox County CASA Program or by other sponsors. If a CASA Volunteer seeks credit for training sponsored by other agencies, the CASA Volunteer shall submit information concerning the training program, including the hours attended, training agenda, and/or information regarding the credentials of the sponsoring agency or presenters, to Optima in the training tab.
E. [bookmark: _Toc29477125]PERSONAL INVOLVEMENT OF VOLUNTEER
A CASA Volunteer’s effectiveness and credibility depends on maintaining professional relationships with children and families. Volunteers are not permitted to develop and maintain personal relationships with CASA children and families. Inappropriate personal involvement with a child or a member of the child’s family shall be grounds for dismissal. 
The CASA Volunteer shall not become inappropriately involved in a case.  Any act that jeopardizes the safety of the child, the objectivity of the volunteer, or the integrity of the Program is inappropriate. Any activity that disrupts the medical or psychological treatment of a child is inappropriate. Likewise, activities likely to result in a conflict of interest or expose the Program or the volunteer to criminal or civil liability are not allowed. 
Such inappropriate activities shall include, but not necessarily be limited to, making custodial decision on behalf of the child including decisions concerning medical or mental health care, visitation, religious upbringing, discipline, or education.  Should the CASA Volunteer disagree with the custodial decisions made by the appropriate persons, and these disagreements cannot be resolved, then the issue, when appropriate, shall be submitted to the court for resolution. 
The CASA Volunteer shall spend an appropriate amount of time with the child, allowing ample time to get to know the child without becoming inappropriately involved. Visitation with the child should occur during appropriate hours and should take place at a location familiar to and comfortable for the child and agreed to by the child’s caregiver. Visitation should take place in the home of the child’s caregiver and should not take place at the child’s school without the permission of the Case Coordinator.
Visitation with the child should be scheduled in advance.  Only in rare circumstances will unannounced visits be appropriate. Should a CASA Volunteer believe that unannounced visits are necessary, that CASA Volunteer shall get prior approval from his or her Case Coordinator. All visitations with children residing in residential treatment program, group homes, or other communal living facilities shall be pre-arranged with that facility. The CASA Volunteer shall not disrupt the child’s course of treatment. Should a CASA Volunteer question or object to a course of treatment, and the issues cannot be resolved, then the objection, when appropriate, shall be submitted to the court for a resolution.
A CASA Volunteer shall not give money or gifts to a child or the child’s family.  Special exceptions shall be made when circumstances warrant and as designated by the Director of the Knox County CASA Program or her designee. 
F. [bookmark: _Toc29477126]TRANSPORTATION OF CHILDREN
CASA Volunteers shall not, under any circumstances, provide transportation to children or their parents. 
G. [bookmark: _Toc29477127]SUPERVISION OF VISITATION
It may be appropriate for a CASA Volunteer to observe visitation between the child and his parent. However, the CASA Volunteers shall not supervise visitation between parents and their children. 
H. [bookmark: _Toc29477128]ACCESS TO LEGAL COUNSEL
The Knox County CASA Program operates with access to legal counsel. When faced with an unfamiliar legal situation, it shall be the responsibility of the CASA Volunteer to consult with his or her Case Coordinator and/or legal counsel for the Knox County CASA Program. Should the volunteer receive a subpoena, a notice of deposition, a request for discovery or any other legal document, these documents shall be brought to the immediate attention of the Case Coordinator and/or legal counsel. CASA Volunteers shall not enter into negotiations or substantive discussions with legal counsel for the parents or the Indiana Department of Child Services without first consulting with legal counsel for the CASA Program. CASA Volunteers shall be represented by CASA legal counsel whenever legally appropriate.
I. [bookmark: _Toc29477129]CASE FILES
1. [bookmark: _Toc29477130]Confidentiality 
Juvenile Court case files are confidential.  Only parties have access to these files unless authorized by statute or court order.
Likewise, the files maintained by the Knox County CASA Program are confidential. A child’s file contains personal and confidential information and CASA Volunteers shall treat that information with the highest degree of confidentiality and care. CASA Volunteers shall respect rights to privacy in regard to personal information. 
All necessary and prudent steps shall be taken to ensure that confidentiality is not breached.  Such steps shall include, but not be limited to, storing any documentation in a secure location, not discussing the details of the case with family and friends, and not sharing case information with individuals who are not entitled to receive the information. 
Because breaching of confidentiality is an ethical violation and can be a violation of Indiana law, failing to maintain confidentiality of the case file is grounds for discharge from the CASA Program. 
		A CASA Volunteer must remember that:
· Disclosure or verification of case information shall not be made to anyone who does not have a professional reason and legal right to receiving such information.
· No information shall be released to anyone not authorized under law to receive it, without the expressed written and dated consent of the effected party.
· Confidential information shall only be shared with professional staff at CASA Program, the Indiana Department of Child Services and their service providers and the court.
· Case records and notes shall be secured and kept private and inaccessible to public view.
· Discussions of case-related material are not to be held in public places.
· No one outside of CASA Program staff shall have access to a CASA case record without a subpoena or court order.
[bookmark: _Toc29477131]*Copy of the Knox County CASA Program Confidentiality Statement included in Appendix D.
2. Optima Maintenance – Case Logs and Activities
The CASA Volunteer shall maintain all information relevant to the child’s case in Optima. Optima shall include all documents obtained during the case, copies of court orders and case notes entries. The CASA Volunteer also shall maintain a case log that shall detail all activity, contacts, time spent, and miles traveled in each case in Optima. Optima should be updated by the 5th of each month for the Case Coordinator to evaluate and approve notes.
3. [bookmark: _Toc29477132]Closing a Case
At the conclusion of the case, or upon the request of the CASA Program, the CASA Volunteer shall surrender any and all documentation concerning the child and family, including all notes. All emails received during the course of the case shall be deleted from the Volunteer’s email. At all times, documents and notes maintained by the CASA Volunteer remain the property of the Knox County CASA Program and shall not be duplicated by the CASA Volunteer without the permission of the Case Coordinator. 
J. [bookmark: _Toc29477133]CASE SUPERVISION AND MANAGEMENT
The Case Coordinators shall be responsible for the direct supervision of all CASA Volunteers. Supervision and case management assistance shall include, but not be limited to, reviewing recommendations prior to each hearing, facilitating the production of a written CASA hearing report, assisting in the acquisition of information concerning the child, and facilitating communication about the case among the involved professionals. 
Additionally, the Case Coordinators will be available for quarterly staffing with the CASA Volunteer as the case demands and prior to each hearing.  The Volunteer should be maintaining contact with their Case Coordinator. 
K. [bookmark: _Toc29477134]COURT HEARINGS
It shall be the responsibility of the CASA Volunteer to attend all hearings and if a CASA Volunteer is unable to attend a hearing, reasonable notice shall be given to the Case Coordinator. 
L. [bookmark: _Toc29477135]CASA CASE REPORT
It shall be the responsibility of the CASA Volunteer to prepare a written report for Permanency and Review Hearings.  Using the template provided, this report shall be submitted to the CASA Program at least (10) days prior to the hearing. The CASA Program shall provide copies of all reports to the Legal Department of the Indiana Department of Child Services, to all other attorneys of record, and to the parents prior to the hearing. 
M. [bookmark: _Toc29477136]DUTY TO REPORT
Under Indiana law, the Knox County CASA Program, its employees, and CASA Volunteers have a duty to report suspected child abuse and neglect.  In all cases, when a CASA Volunteer suspects child abuse or neglect, the volunteer shall immediately report suspected abuse and/or neglect to the Child Abuse Hotline (800-800-555) or to law enforcement. If the CASA Volunteer believes that the child is in immediate danger, a report shall immediately be made to the Child Abuse Hotline and/or law enforcement. All reports of abuse or neglect made without the knowledge of the CASA staff shall be reported to the CASA office as soon as possible. Should the CASA Volunteer have questions about the propriety of a report, that CASA Volunteer should immediately report his/her concerns to the CASA office.
Additionally, if a CASA Volunteer believes that someone may harm himself or others, this information shall be immediately communicated to the CASA office. If the CASA staff is unavailable, a report shall immediately be made to law enforcement. If the CASA Volunteer believes that someone is in imminent danger an immediate report shall be made to law enforcement. 
N. [bookmark: _Toc29477137]INTERNAL PROBLEM RESOLUTION
The Knox County CASA Program encourages CASA Volunteers to express concerns about the CASA Program to the staff and management.  Our experience has shown that when volunteers and staff deal openly and directly, the work environment can be excelled, and communications will be clear. We believe that the CASA Program amply demonstrates its commitment to volunteers by responding effectively to their concerns.
In that spirit, the CASA Program is committed to providing the best possible working conditions for its CASA Volunteers by encouraging an open and frank atmosphere in which problem, complaint, suggestions, or question receive thoughtful consideration and a timely response. The CASA Program strives to ensure fair and honest treatment of all CASA Volunteers. Management, employees, and CASA Volunteers are expected to treat each other with mutual respect. All are encouraged to offer positive and constructive criticism. 
If a CASA Volunteer desires to express concern through the problem resolution procedure, the CASA Volunteer shall initiate the following steps. The CASA Volunteer may discontinue the procedure at any step in the process:
	Step 1:
a. Communicate with Case Coordinator: The volunteer shall present the problem to the Case Coordinator. If the Case Coordinator is unavailable or the CASA Volunteer believes it would be inappropriate to contact that person, the CASA Volunteer may present the problem to the director.
b. Case Coordinator’s Response: The Case Coordinator shall respond to the problem during discussion or, after consulting with appropriate management, when necessary. The Case Coordinator shall document the problem, the discussion, and the response. 

Step 2: 
a. Director Appeal: The CASA Volunteer shall present the problem to the CASA Program’s Director if the problem remains unresolved.
b. Director’s Response: The Director shall review and consider the problem.  The Director shall also inform the CASA Volunteer of the decision or resolution and shall forward a copy of a written response to the CASA Volunteer and the Case Coordinator. The Director has full authority to make any adjustment deemed appropriate to resolve any and all problems.
Not every problem can be resolved to everyone’s satisfaction, but, through understanding and discussion, volunteers and program staff can develop and maintain confidence in, and respect for, each other. This confidence and respect are important to the operation of an efficient and harmonious work environment. 
O. [bookmark: _Toc29477138][bookmark: _Hlk29383389]FAILURE TO COMPLY WITH PROGRAM EXPECTATIONS PROCEDURE
The Knox County CASA Program shall implement the following steps in handling a volunteer’s lack of compliance regarding Program expectations:
1. Message Reminder: The Case Coordinator will first reach out to the volunteer via email or text message. The volunteer will have 48 hours from that message to correct the issue. (Ex. Failure to update Optima by the 5th of the month. The Case Coordinator will email the volunteer reminding them to update Optima)
2. Verbal Warning: The Case Coordinator will reach out to the volunteer via phone call (and will leave a voicemail message if the volunteer is unable to be reached). The volunteer will have another 48 hours from that phone call or voicemail message to correct the issue.
3. Written Warning: The Case Coordinator and the Volunteer will meet in person. The volunteer will sign an acknowledgment stating that they have had the message reminder and verbal warning, they have had time to correct the issue, and they intend to correct the issue within the next 48 hours. That signed acknowledgement will then be entered into their volunteer file in Optima. *Appendix G
4. [bookmark: _Hlk29383809]Director Meeting: The Case Coordinator will notify the Director of failure to comply. The Director will schedule a meeting with the volunteer. The volunteer will have 24 hours after their meeting with the Director to correct the issue. *Appendix H
5. [bookmark: _Hlk29383861]Discharge from Program: If the volunteer fails to comply with the program expectation, after all other steps have been followed, the volunteer will be removed from their case, and may be discharged from the program. 
P. [bookmark: _Toc29477139]GRIEVANCE/COMPLAINT PROCEDURE
The Knox County CASA Program shall follow the following steps in handling grievances/complaints regarding the behavior or actions of a CASA Volunteer:
1. When a grievance/complaint regarding the behavior or actions of a CASA Volunteer in their assigned case is received by the Knox County CASA Program, the Director of the Program shall request that such grievance/complaint be put into written form and forwarded immediately to the program office.
2. Upon receipt of a written grievance/complaint, the Director shall conduct an independent investigation of the allegations.  The results of the investigation of the allegations are to be put into a written report and placed in the CASA Volunteer’s Optima file along with the complaint.
3. Upon completion of the investigation and report, the program shall meet with the CASA Volunteer in person to discuss the grievance/complaint and the findings of his/her investigation.  The written results of the interview are to be attached to the investigation report. 
4. The Director shall take one of the following actions to resolve a grievance/complaint:
a. Determine that the grievance/complaint warrants no further action at this time
b. Determine that the CASA Volunteer requires the assistance of the Director to develop and execute an action plan to resolve the problems delineated in the grievance/complaint.
c. Determine that the CASA Volunteer shall be removed from the case and notify the CASA Volunteer and the Court in writing of the removal. 
d. Upon determination of the action to be taken, the Director shall request that the CASA Volunteer complete and sign the grievance/complaint acknowledgement form. The completed form is to be filed in the CASA Volunteer’s Optima file.
e. The Director shall complete the grievance/complaint resolution form in writing at the conclusion of this procedure.  The original will be filed in a program grievance/complaint file.
The grievance/complaint acknowledgement form and the grievance/complaint resolution form are provided in the appendix* to this manual, and available upon request from the Director.  *Appendixes E and F
Q. [bookmark: _Toc29477140]CASE MANAGEMENT/PERFORMANCE REVIEWS
A CASA Volunteer’s case records and performance shall be reviewed annually.  During case meetings, the CASA Volunteer shall review with the Case Coordinator the Optima entries and recommendations proposed for the case. 
Questions, concerns, or disagreements about the nature and/or content of the CASA Volunteer’s report or recommendations shall be discussed. 
In cases of disagreement between the CASA Volunteer and their Case Coordinator, the matter shall be presented to the Director who shall make the final decision concerning the nature and/or content of the CASA Volunteer’s report.  The decision of the Director is final, and no appeal or review is allowed.  
R. [bookmark: _Toc29477141]DISCIPLINARY ACTION
It is the mission of the Knox County CASA Program to provide high quality CASA services to our children. If, for any reason, a CASA Volunteer is not providing, or cannot provide, a level of service which benefits the child, the CASA Program and the Knox County Superior Court 1 reserve the right to discharge the CASA Volunteer from the case or the CASA Program. Good cause need not be shown. 
Should either the CASA Program or the Court determine that the services of a CASA Volunteer are no longer necessary and/or appropriate, that CASA Volunteer shall receive a letter of discharge and shall return all case files and his/her CASA credentials within five (5) working days. 	
S. [bookmark: _Toc29477142]CORRECTIVE ACTION AND TERMINATION FROM PROGRAM
If a CASA Volunteer’s work is unsatisfactory, corrective action shall be taken.  Corrective action is within the discretion of the Director and shall include, but not necessarily be limited to, additional supervision, reassignment, retraining, dismissal from a specific case and discharge from the CASA Program.  
Appropriate grounds for separation include, but are not necessarily limited to:
1. Material breach of confidentiality 	
2. Violation of Program policy, court order, or law
3. Criminal charges made against a CASA Volunteer or criminal conviction
4. Child abuse or neglect referral made against a volunteer
5. Insubordination
6. Failure to report changes in eligibility status
7. Violation of the Program’s nondiscrimination and/or sexual harassment policies
8. Soliciting or accepting gratuities in exchange for the performance of CASA duties
9. Falsified application or references or any material and relevant misrepresentation during the screening process
10. Inappropriate involvement with a child or a family
11. Instigating or attempting to instigate ex parte communication with the court
12. Neglect of duty or incompetence
13. Failure to update Optima by the 5th of the month
14. Chronic failure to complete and submit written court reports
15. Refusal of appropriate supervision
16. Failure to contact child on a regular basis
17. Actions endangering a child
18. Actions outside the scope and responsibility of the CASA Program
19. Actions that violate a court order
20. Inappropriate use of court credentials	
Decisions of the CASA Director concerning corrective actions, include discharge/termination from the CASA Program, are final and reviewed only via letter to the supervising judge of the Knox County Superior Court 1. 
When a volunteer is dismissed form a case or terminated/discharged from the Program, all case material shall be returned to the CASA office within five (5) working days. If the volunteer is discharged from the Program, the volunteer shall also return the court credentials including their badge and appointment certificate within five (5) working days. 
T. [bookmark: _Toc29477143]NATURE OF VOLUNTEER RELATIONSHIP
The relationship between the Knox County CASA Program and its CASA Volunteers is freely entered into, and the CASA Volunteer is free to resign at will, with or without cause. Similarly, the CASA Program may terminate the volunteer relationship at will, with or without notice or cause, so long as there is no violation of applicable federal or state law.
Policies set forth in this Manual are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind. The provisions of this Manual have been developed at the discretion of the Knox County CASA Program and the Knox County Superior Court 1 and may be amended or cancelled at any time at the sole discretion of the Court or the CASA Program.
These provisions replace all pre-dated policies and practices of the Knox County CASA Program and may not be modified or amended without the express written approval of the Knox County CASA Program or the Knox County Superior Court 1.
U. [bookmark: _Toc29477144]PERSONNEL FILES
The Knox County CASA Program maintains Optima records on applicants and CASA Volunteers consistent with all program standards promulgate by the Indiana State Office of GAL/CASA, the National CASA Association, and the personnel practices of Knox County and the Knox County Superior Court 1.
The Knox County CASA Program maintains a personnel file on each volunteer within Optima. The personnel file includes such information as the job application, training records, performance appraisals, disciplinary actions, law enforcement background checks, child abuse registry checks, references, and other records. Personnel Optima files are the property of the Knox County CASA Program, and access to the information contained therein is restricted to program management and the Court.
CASA Volunteers who wish to review their file should contact the Volunteer Coordinator.  Should the CASA Volunteer find, after inspection, that information contained in the file is incorrect, the CASA Volunteer shall immediately inform the Program and shall prepare, in writing, a statement of correction with supporting documentation to be submitted to the Volunteer Coordinator. Within five (5) working days, the statement of correction shall be reviewed, and a determination whether a change should occur in the personnel file will be made. 
V. [bookmark: _Toc29477145]VOLUNTEER REFERENCE CHECKS AND BACKGROUND CHECKS
It is the policy of the Knox County CASA Program to check the references of all applicants.  The Knox County CASA Program shall also conduct criminal record and background checks through Safe Hiring Solutions that will consist of, but are not limited to, sex offender’s registry, and a DCS Child Abuse Registry check as well as a social security number verification. The criminal background check will be run through a national database which includes the National Sex Offender Registry and will include any criminal history from other county or states the person has resided in for the previous 7 years. The CPS background check request will be sent to the local Department of Child Services to conduct a background check with the child abuse registry and child protective services background check as well as the department in any other county or state the prospective employee has lived in the previous 7 years. Applicants unwilling to consent to these background checks, applicants listed on the Child Abuse Registry and applicants with certain criminal backgrounds are disqualified from service.  
W. [bookmark: _Toc29477146]CHANGES IN PERSONNEL DATA
It is the responsibility of each CASA Volunteer to promptly notify the CASA Program of any changes in personnel data.  Mailing addresses, telephone numbers, educational accomplishments, and other personnel data should be accurate and current at all times. CASA Volunteers have an affirmative duty to report any change in their eligibility status including, but not limited to, changes in employment, arrests or investigations undertaken by the Indiana Department of Child Services. All of this information shall be updated within Optima. 
X. [bookmark: _Toc29477147]LIABILITY
Under Indiana law, a CASA Volunteer, performing duties in good faith, is immune from civil liability.  Additionally, under law, a person who makes or causes to be made a report of child abuse or neglect, or participates in any proceedings resulting from a report, is immune from any civil or criminal liability as long as the person acted in good faith. 
Y. [bookmark: _Toc29477148]DRUG AND ALCOHOL USE
The Knox County CASA Program strives to provide a drug-free, healthful, and safe workplace. To promote this goal, CASA Volunteers are required to perform their duties in an appropriate mental and physical condition. 
While on the premises of the Knox County CASA Program and the Court, and while conducting business-related activities of the Knox County CASA Program, no CASA Volunteer shall use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal use of prescribed drugs is permitted only if it does not impair a CASA Volunteer’s ability to perform the essential functions of the job, effectively, and in a safe manner, that does not endanger other individuals. 
Violations of this policy shall lead to disciplinary action, up to and including immediate discharge from the Program.
Z. [bookmark: _Toc29477149]SEXUAL AND OTHER UNLAWFUL HARASSMENT
The Knox County CASA Program is committed to providing an environment that is free of discrimination and unlawful harassment. Actions, words, jokes, or comments based on an individual’s gender, sexual orientation, race, color, ethnicity, age, religion, national origin, marital status, political belief, handicap, or any other legally protected characteristic shall not be tolerated. 
While on the premises of the Knox County CASA Program and the Court and while conducting business-related activities of the Knox County CASA Program, no CASA Volunteer shall engage in actions, use words, make jokes or comments based on an individual’s gender, sexual orientation, race, color, ethnicity, age, religion, national origin, marital status, political belief, handicap, or any other legally protected characteristic.
Violations of this policy shall lead to disciplinary action, up to and including immediate discharge from the Program.
Any CASA Volunteer who wants to report an incident of unlawful harassment shall promptly report the matter to the Director.  CASA Volunteers can raise concerns and make reports without fear of reprisal. 
AA. [bookmark: _Toc29477150]EQUAL OPPORTUNITY
In order to provide equal opportunities to all individuals, CASA Volunteer recruitment, retention decisions, case assignments and supervision shall be based on merit, qualifications, and abilities. The Knox County CASA Program does not discriminate in opportunities or practices on the basis of gender, sexual orientation, race, color, ethnicity, age, religion, national origin, marital status, political belief, handicap, or any other legally protected characteristic. 
The Knox County CASA Program will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship or would not be in the best interest of the children we represent.  This policy governs all aspects of volunteerism.
Any CASA Volunteer with questions or concerns about discrimination is encouraged to bring these issues to the attention of the Director or the Court.  CASA Volunteers can raise concerns without fear of reprisal. Anyone found to be engaging in unlawful discrimination will be subject to disciplinary action, up to and including termination of employment or volunteer activity.
AB. [bookmark: _Toc29477151]ATTENDANCE AND PUNTUALITY
It is important for CASA Volunteers to be reliable and punctual. Attending hearings and Child and Family Team Meetings is an important part of the CASA Volunteer experience. In the rare instances when a CASA Volunteer cannot attend a hearing or is going to be late, the CASA Volunteer shall notify the CASA office in advance of the anticipated tardiness or absence. 
AC. [bookmark: _Toc29477152]PERSONAL APPEARANCE
Volunteers are expected to present a clean and neat appearance, and to dress according to the requirements of their positions.  A volunteer, if in doubt, should consult a staff person on questions as what constitutes appropriate attire.
[bookmark: _Toc29477153]XI. COMMUNITY AND MEDIA RELATIONS
The Knox County CASA Program seeks to educate the community regarding abused and neglected children and about the mission of the CASA Program. To this end, the Knox County CASA Program shall from time-to-time sponsor community education programs and employees and CASA Volunteers shall be encouraged to participate in other education programs, county and statewide.
Press releases concerning child abuse issues, in general, and the activities of the Knox County CASA Program, in specific, will be issued by the CASA Program to encourage community awareness and to promote CASA Program activities.  Although the CASA Director may designate particular CASA Volunteers to speak to the media regarding the Knox County CASA Program, no news release, advertisement, or interview shall be given to any media without the express verbal or written consent of the Director. Additionally, CASA Volunteers shall not comment on specific child welfare cases, specific parties, or anyone involved in a case to the media. Any media inquiries concerning the CASA Program, its policies, practices, or children should be referred to the Director. 
Additionally, no CASA Volunteer shall purport to represent or speak on behalf of the Knox County CASA Program or the State Office of GAL/CASA. If a CASA Volunteer is contacted by the media, the CASA Volunteer shall immediately notify the Director. A CASA Volunteer who is contacted by a community group, business, governmental entity, or other organization about the CASA Program shall refer that group or organization to the CASA Volunteer Coordinator or the Director. 
[bookmark: _Toc29477154]XII. SOCIAL MEDIA POLICY
There are many Knox County CASA Program volunteers and staff who participate and contribute to online and social networking sites. We at the Knox County CASA Program believe that it is important for those who choose to participate in online and social networking sites understand what is expected. Our ability to serve children depends on the court’s and children’s trust, and it is critical that we handle confidential information entrusted to us responsibly. 
CASA Volunteers are not permitted to make statements on behalf of the CASA Program on blogs and social networking/media sites, without the written consent of the Director. CASA Volunteers shall not comment on specific child welfare cases, specific parties, or anyone involved in a case on a social networking site or blog. CASA Volunteers may not create social networks/groups or websites on behalf of the CASA Program without the prior written consent of the Director. All case communications shall be done through official work e-mail rather than through a social networking site or blog.
Each volunteer and staff member of the Knox County CASA Program shall execute the acknowledgement of the Knox County CASA Program’s Social Media Policy form, which is included in the appendix*.  The form shall then be scanned into the volunteer or staff member’s Optima file. 
*Appendix C
[bookmark: _Toc29477155]XIII. OFFICE PROCEDURES
The office of the Knox County CASA Program is located at 112 North 7th Street, Vincennes, IN 47591. The telephone number is (812) 882-2108. Our office hours are from 8:00 AM to 4:00 PM, Monday through Friday.
A. [bookmark: _Toc29477156]TIMEKEEPING
Each CASA Volunteer is responsible for accurately recording time worked. That time worked would be recorded in the Optima contact logs by the 5th of the month.
B. [bookmark: _Toc29477157]TRAVEL EXPENSES
The Knox County CASA Program does not reimburse CASA Volunteers for travel expenses incurred while on assignments.
C. [bookmark: _Toc29477158]USE OF TELEPHONES, POSTAGE, AND COMPUTERS
Although the CASA Program is not able to reimburse CASA Volunteers for expenses, such as mileage, associated with their volunteer activities, CASA Volunteers are welcome and encouraged to use the resources of the CASA offices.  Telephones can be used to place and receive telephone calls. We will pay postage for correspondence mailed from our office. We can also provide clerical services and will assist in the preparation of CASA reports. 
1. [bookmark: _Toc29477159]Telephone Calls
At any time during the business day, CASA staff shall be available to take calls for and relay messages to our CASA Volunteers.  Messages taken shall be immediately forwarded to the CASA Volunteers. 
2. [bookmark: _Toc29477160]Mail
Mail addressed to CASA Volunteers shall be opened.  The document shall immediately be scanned into Optima documents. Other mail received by the CASA Program relevant to a CASA Volunteer’s case shall be scanned into Optima documents. The Volunteer shall be notified of updated Optima documents. 
3. [bookmark: _Toc29477161]Business Cards
CASA Volunteers shall use the name blank business cards provided by the Program.  CASA Volunteers shall not compose or print their own stationary or business cards using the name or logo of the Knox County CASA Program.
4. [bookmark: _Toc29477162]Court Orders and Pleadings
Copies of all court orders and pleadings or other papers filed in a case shall be immediately uploaded into Optima. 
5. [bookmark: _Toc29477163]Files
Upon assignment, the CASA Volunteer shall be provided with case information.  The case will then be added to the Volunteer’s dashboard in Optima.
D. [bookmark: _Toc29477164]CASE ASSIGNMENTS AND MAXIMUM CASELOADS
The Knox County Superior Court appoints the Knox County CASA Program to represent all abused and neglected children. The specific appointment of the Program is made by court order. It shall be the responsibility of the Case Coordinator to assign new cases to CASA Volunteers. The Knox County CASA Program does not discriminate in case assignments based on gender, sexual orientation, race, color, ethnicity, age, religion, national origin, marital status, political belief, handicap, or any other legally protected characteristic. 
CASA Volunteers shall be assigned to no more than two cases optimally.  Any deviation of this policy shall be upon the knowledge and consent of the Case Coordinator reduced to writing and approved by the Director.
[bookmark: _Toc29477165]XIV. PROFESSIONAL RESPONSIBILITY
The Director of the Knox County CASA Program has professional responsibility for decisions and recommendations made in all CASA cases.  Therefore, the Director’s decision concerning case planning, case management, and court recommendations are final and not subject to review. 
[bookmark: _Toc29477166]XV. WELCOME AND THANK YOU
The Knox County CASA Program values the hard work and dedication of our CASA Volunteers.  We know that each and every day CASA Volunteers make a palpable and positive difference in the lives of Knox County’s children. This is a very good thing.
We welcome you.  We encourage you. We will help and support you and hope that you will find great reward in this work. We also thank you for your commitment and service to the program. 
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CASA VOLUNTEER JOB DESCRIPTION
POSITION TITLE:	CASA Volunteer for Knox County
REPORTS TO:	Executive Director or other assigned staff and ultimately to the Judge of the Knox County Superior Court 1, Juvenile Division. 
PURPOSE OF POSITION:	The volunteer is responsible for planning and administering a program that:
· Provides advocacy services to children, who are involved in juvenile court proceedings due to abuse or neglect.
· Is administered in accordance with the national and state CASA mission, goals, and policies.
KEY RESPONSIBILITIES			
Pre-Training
· Complete the CASA Volunteer Application form that requires three (3) references
· Complete a criminal background check and a Child Protective Services History Check	
· Complete a personal interview with the Executive Director or otherwise designated CASA representative
Training Requirements
· Complete the initial 30 hours of CASA Volunteer Training that fulfills the National CASA requirements. 
· Sign CASA’s confidentiality statement, Code of Ethics, and Social Media and Email Policy
Volunteer Work
The volunteer is required to fulfill the following responsibilities:
· Complete an intensive investigation of the court-ordered cases by doing the following:
· Provide the child and relevant adults with information about the volunteer’s role and the process of CASA involvement
· Observe the child and relevant adults individually and when appropriate, together
· Interview the child and relevant adults and gather as much factual information as possible
· Collaboratively and professionally work with the other professionals involved in the case
· Review records and reports that provide “need-to-know” information
· Write a report to be submitted to the court.  The report should represent factual information in a way that does not oversimplify information, include assumptions, or jump to conclusions. The report should also include recommendations that are in the best interest of the child.  The volunteer will provide a written report to the court via the Executive Director or other assigned CASA staff in a timely manner.  The filing of the report will be completed by the Director.   
Represent the child in various settings:
· Department of Child Services case conferences and Child and Family Team Meetings. The CASA volunteer should advocate for the child’s best interest by representing all relevant known facts and encouraging the development of case plan that reflects the actual strengths, barriers, and needs of the child.
· Other collateral meetings that may include but are not limited to school, mental health, medical, and social service providers
· Court hearings. If at all possible, the volunteer’s presence in the courtroom for the hearing is strongly recommended; however, some circumstances may preclude the volunteer from attending. However, if the volunteer receives a subpoena, then he or she must attend the court hearing.
· Monitor the case following a court hearing for compliance and progress within the family and with other service providers. The volunteer will do so by continuing to maintain contact with children, parents, and service providers on a regular basis until a discontinuation of service notification is received from the Executive Director or other assigned staff. Non-compliance should be immediately reported to the Executive Director or other assigned staff.
· Make the necessary time commitments to complete case obligations. Inform the Executive Director or other assigned staff of absences or inability to attend meetings.
· Keep an accurate contact case log in Optima by the 5th of the month.
· Consult with Executive Director or other assigned staff regarding case progress at a minimum of one time a month.
· Keep all client and court information confidential. The case should only be discussed in settings that provide for confidentiality and only with authorized individuals.
Throughout the volunteer’s work, he or she must:
· Believe that every child is entitled to a placement that provides for the best interest of the child
· Remain objective
· Avoid over-involvement with individuals involved with the assigned case
· Abide by The Code of Ethics
· Maintain a professional manner and appearance
Continued Training
Completes twelve hours of continued training per year
QUALIFICATIONS:
Required Qualifications
· Is at least 21 years of age or older
· Passes the background checks
· Has ability to communicate orally or in writing 
· Commits to complete initial training program
· Works compatibly with others
· Remains objective, keeps information confidential, and avoids over-involvement
· Displays maturity to deal with emotional and complex situations
· Understands child development

Health Status Statement
The volunteer’s physical and mental health must remain at a level that will allow the volunteer to satisfactorily complete all functions and remain competent to perform all requirements of the position.


INDIANA STATE OFFICE OF GAL/CASA
CODE OF ETHICS

This Code of Ethics provides Indiana GAL/CASA programs and volunteers with guidelines for professional behavior and ethical conduct.  The Indiana State Office of GAL/CASA shall not be held liable for the actions of affiliate programs or volunteers.  

CONDUCT
1.  GAL/CASA programs and volunteers will abide by this Code of Ethics and all laws and regulations governing their activities.  Each GAL/CASA program is expected to train their staff and volunteers on the Code of Ethics, provide them with a copy, and have them sign an acknowledgement that they have read and received the Code of Ethics and will abide by it.
2.  GAL/CASA programs and volunteers will uphold the credibility and dignity of the GAL/CASA concept by conducting all business in an honest, fair, professional, and humane manner.
3.  Employees and volunteers of GAL/CASA programs will not use their authority inappropriately, nor condone any illegal acts or unethical practices related to their program or community.
4.  GAL/CASA programs and volunteers will not use their program relationship for inappropriate personal, professional or financial gain.  
5.  GAL/CASA programs and volunteers will avoid any action that could adversely affect the confidence of the public in the integrity of the GAL/CASA concept.
6.  GAL/CASA programs and volunteers will not initiate, permit or participate in any ex parte communications with the judge outside the presence of the parties concerning a pending or impending proceeding.  
7.  GAL/CASA programs and volunteers will not practice, condone, facilitate or participate in any form of discrimination on the basis of race, color, sex, sexual orientation, age, religion, national origin, marital status, political belief, or mental or physical handicap. 
8.  GAL/CASA programs will take necessary steps to avoid conflicts of interest on cases.  GAL/CASA programs will ensure that each volunteer exercises independent judgment on behalf of a child and advocates solely for whatever is in the best interest of the child.  GAL/CASA programs and volunteers will resist influences and pressures that interfere with impartial judgment and will report honestly and impartially to the court on what is in the best interests of the child.  
9.  In order to avoid conflicts of interest and even the appearance of impropriety, the GAL/CASA program shall not allow employees of the Department of Child Services to serve as a volunteer.  Foster parents and employees of agencies that provide services contracted through the Department of Child Services also should not serve as volunteers within the county(ies) covered by the GAL/CASA program absent special circumstances that are approved by the Director.  
10.  A GAL/CASA program shall not appoint any volunteer to a case when the volunteer has prior involvement with a family or with the circumstances surrounding the case unless there is full disclosure of the potential conflict to all parties and any perceived or actual conflict is waived.    

CONFIDENTIALITY
11.  GAL/CASA programs and volunteers will respect the right to privacy of all individuals.  GAL/CASA programs will maintain strict confidentiality of all information related to a case.  GAL/CASA programs will take all reasonable steps to ensure that volunteers also maintain strict confidentiality.  GAL/CASA programs will provide training to volunteers about confidentiality and will have volunteers sign a confidentiality statement and/or policy.  Neither a GAL/CASA program nor volunteers will disclose confidential information relating to a case to any person who is not a party to the case except in reports to the court and as provided by law or court order.  
12.  Persons affiliated with GAL/CASA programs will not use confidential information obtained through their work with GAL/CASA for personal benefit.

KNOWLEDGE AND UNDERSTANDING
13.  Individuals working in GAL/CASA programs as staff or volunteers must be trained in the court and child welfare systems; child abuse and neglect issues; relevant state and federal laws; permanency planning and family preservation; cultural awareness; confidentiality and ethics; the roles and responsibilities of a GAL/CASA volunteer; the identification and treatment of child abuse and neglect; and early childhood, child and adolescent development.  A GAL/CASA program that appoints volunteers in divorce/custody/visitation, paternity, juvenile delinquency, adoption, or guardianship cases must provide additional training in these areas.
14.  GAL/CASA programs and volunteers must respect a child’s inherent right to grow up with dignity in a safe and permanent environment that meets that child’s best interests.

STATE OFFICE CERTIFICATION
15.  GAL/CASA programs seeking certification from the Indiana State Office of GAL/CASA must operate in accordance with this Code of Ethics and the Program Standards of the Indiana State Office of GAL/CASA.  Pursuant to I.C. 33-24-6-4, only GAL or CASA programs that are certified by the Supreme Court are eligible for funding from the State Office.      
16.  Affiliation with the Indiana State Office of GAL/CASA may be used only for purposes in accordance with the goals and purposes of the Indiana State Office of GAL/CASA.

COMPLIANCE
17.  The Director of the Indiana State Office of GAL/CASA shall monitor compliance with this Code of Ethics in conjunction with the Indiana Supreme Court Advisory Commission on GAL/CASA.




ELECTRONIC AND SOCIAL MEDIA GUIDELINES POLICY
 Knox County CASA Program
CASA Volunteers and Staff
Volunteers and staff may be involved in and participate and contribute to online and social networking sites.  We at the Knox County CASA Program believe that it is important for those who choose to participate in online and social networking sites understand what is recommended, expected, and required when they discuss CASA related topics in those forums.  Our ability to serve children depends on the court’s and children’s trust, and it is critical that we handle confidential information entrusted to us responsibly.
8 Online Communication and Social Media Guidelines
1. Be transparent.  If you discuss CASA related matters, identify yourself and your role with The Knox County CASA Program.  Be clear that you are speaking for yourself, not on behalf of the Program.
2. Do not reveal confidential information.  It is unacceptable to discuss any identifiable details of a case or post photos of a child that you represent.  You should be careful to protect the dignity of families, children, and social agencies, even if they are not named.  
3. Respect Professional Boundaries.  Volunteers and staff should not link to personal pages (or become online “friends”) of families or children that they encounter in their capacity with The CASA Program. 
4. Always comply with the law regarding copyrights and plagiarism. Never post someone else’s work without their express permission.
5. Be aware of laws related to libel and defamation of character. Defamation of character can lead to lawsuits against the author of the statement and will reflect negatively on the CASA cause.  In choosing your words or content, imagine your supervisor and your family reading everything you post.
6. Be respectful. Please show proper consideration for others’ privacy and for topics that may be considered objectionable or inflammatory.  Remember that anyone, including staff and volunteers, may be actively reading what you publish online.  
7. Be considerate.  If you have suggestions for improvements or concerns, please state them constructively or, better yet, go through the proper channels to air your concerns and share your suggestions.
8. Be accurate.  Even though your posts may consist of your personal opinion, do your research well and check that your facts are accurate.  Make sure that you have permission to post any copyrighted or other information (e.g., images, statistics, etc.) and be careful about posting to items that may contain viruses.

CASA Program Online Communication and Social Media Policy
Knox County CASA Volunteers and Staff shall refrain from posting inappropriate material, links to inappropriate websites, or undesirable comments, references or pictures anywhere on the web where the posting directly or indirectly makes reference to the Knox County CASA program or any name meant to refer to the organization. Volunteers and staff found to be in violation of this policy may be sanctioned at the discretion of the Director or designee.
This policy includes public postings to any electronic media including, but not limited to intranet and internet forums, blogs, web logs, photo blogs, online web communities, list serves, internet diaries, instant messaging, text messaging, podcasts, amateur video sites, and all web postings -- such as those in chat rooms, on bulletin boards, websites or web pages. Wikis, public/shared email, online compilations of photographs or videos, and links to any of the foregoing items are also prohibited.
"Inappropriate material" shall be defined as postings, depictions or descriptions of illicit substances and/or their paraphernalia, underage drinking; harassing, hostile, false, or confidential information and any other acts that violate local, state, federal laws, statutes or regulations, or the policies of the Knox County CASA Program.  Also prohibited are prejudiced or discriminatory statements against any individuals, businesses, government agencies or groups. 
Volunteers within the CASA Program should avoid creating the impression that the views expressed through any electric or social media outlet are anything more than personal opinions. 
Postings which directly or indirectly make reference to the Knox County CASA Program include, but are not limited to, postings which name CASA, the Court Appointed Special Advocate Program or any name meant to refer to the organization; photographs or videos which depict the CASA name, logo, symbols,  photographs or videos which display any Knox County CASA-sponsored activities; postings which link to any local, state, national, international web page referring to CASA; and usernames or email addresses which indicate an affiliation with the CASA Program. 
E-mail Policy: 
In many situations, e-mail communication is utilized, both internally and externally.  Please be aware that all e-mail correspondence should be written in a respectful manner. An e-mail that references any part of a case becomes part of the case record and needs to be written in a professional and productive way. Please show proper consideration for others’ as if he or she is also reading that e-mail. 
When an issue of conflict is being handled by CASA staff, sometimes e-mail correspondence will be forwarded to other parties involved.  With this in mind, always write emails knowing that once it is in writing, it may be forwarded to help resolve misunderstandings and conflicts and to facilitate open communication. Further, remember that the court and potentially the media could have access to certain e-mails.
I have read, understand and will abide by the Knox County Volunteer and Staff Electronic and Social Media Policy/E-Mail Policy; enhancing the credibility of the CASA role and integrity of my activity as a CASA.  



Volunteer Signature:                                                                          DATE: ___________

Witness Signature:                                                           _                 DATE: ___________


CONFIDENTIALITY STATEMENT
A confidential communication is part of a professional relationship which is not made in the presence of a third party. Communications between the client and professional are considered privileged and may not be shared with a third person or entity as well as any other communication within your CASA role in any form is confidential. As a Court Appointed Special Advocate (CASA) Volunteer, you will have access to numerous documents which are confidential. You may not release this information to another without the Court directing you to do so. You must safeguard the protection of information at all times and in all locations. You must not disclose information to any person, media, web site, chat room, blog, or other form of communiqué. 
Therefore, this statement is a promise as provided in your Oath of CASA services that: 
I promise that I shall hold in strict confidence all information. I will not violate the confidential relationship between the CASA Program, its volunteers, related agencies, courts, and all parties involved and/or interviewed. I will not remove any written records from the project office without expressed permission. I will safeguard all records in my possession, both physical and in electronic form, from any outside access. 
I accept full responsibility for maintaining the confidential and private nature of all records and information. I understand that I am personally responsible and liable for any violation of the confidentiality statement. 
I accept full responsibility for case files and will return those files to the project office when my case involvement ends.

CASA Volunteer: ____________________________	Date: ___________

CASA Staff: ________________________________ 	Date: ____________





KNOX COUNTY CASA PROGRAM
GRIEVANCE/COMPLAINT RESOLUTION FORM
RE: 	, CASA Volunteer
_____	I have received the attached written grievance/complaint on ____/____/______(date).
	Subsequent written grievances/complaints were received on the following dates: 
	    Date: ____/____/______                    Date: ____/____/______
	    Date: ____/____/______                    Date: ____/____/______
	    Date: ____/____/______                    Date: ____/____/______
_____	I completed by independent investigation of the grievance(s)/complaint(s) on ____/____/______(date).
_____	I completed the attached written report regarding my findings on ____/____/______(date).
_____	I completed a personal interview with the CASA Volunteer on ____/____/______(date).
_____	I took the following action as a result of the grievance/complaint, my investigation, and the personal interview with the CASA Volunteer.
		
		
		

Date: ______________    Signed: ______________________________________


KNOX COUNTY CASA PROGRAM
GRIEVANCE/COMPLAINT ACKNOWLEDGEMENT FORM

As a CASA Volunteer,
	I have reviewed the written grievance/complaint regarding my behavior and/or actions for the case that I am assigned.
	I have reviewed the written investigation report regarding the allegations as prepared by the Program Director.
	I have met with the CASA Program Director in person regarding the grievance/complaint and his/her findings.
	I understand that the following action(s) are to be taken in regards to this grievance/complaint:
a. I understand the grievance/complaint and agree to work with the Program Director on a plan to resolve this issue.
b. I understand that I am to be removed from the case as the assigned volunteer.
c. I understand that the grievance/complain has not been substantiated and no action will be taken at this time.
	I do not agree with the grievance/complaint, the findings of the Director’s investigation, and/or the actions to be taken.

Hereby signed:
Date:	_______________ Signed: __________________________________________ 
                      	Name Printed: _________________________________________




KNOX COUNTY CASA PROGRAM
WRITTEN WARNING FOR FAILURE TO COMPLY
CASA Volunteer, ______________________________________, has failed to comply with the Program expectation of (write the issue below):



_____	 I have received the written reminder (via email or text) on _____________(date).
_____	 I have received the verbal warning (via phone call or voicemail message) on ____________(date).
	 I understand that the following action(s) are to be taken regarding this failure to comply with program expectations:
d. I understand that I have 48 hours from receiving and signing this written warning to correct the issue outlined above.
e. I understand that if I do not correct the issue within the 48 hours, I will be brought before the Director. 
f. I understand that one possible outcome of further failure to comply could result in my removal from my case or discharge from the program. 
	 I do not agree with the written warning and/or the actions to be taken.



Volunteer Signature: __________________________________ Date: _____________
Case Coordinator: ____________________________________ Date: _____________


KNOX COUNTY CASA PROGRAM
MEETING WITH DIRECTOR FOR FAILURE TO COMPLY
CASA Volunteer, ______________________________________, has failed to comply with the Program expectation of (write the issue below):



_____	 I have received the written reminder (via email or text) on _____________(date).
_____	 I have received the verbal warning (via phone call or voicemail message) on ____________(date).
_____	 I have received and signed the written warning given to me by my Case Coordinator on ____________(date).
	 I understand that the following action(s) are to be taken regarding this failure to comply with program expectations:
a. I understand that I have 24 hours from meeting with the Program Director to correct the issue. 
b. I understand that if I do not correct the issue within the 24 hours, my failure to comply will result in my removal from my case or discharge from the program. 
	 I do not agree with the written warning and/or the actions to be taken.



Volunteer Signature: __________________________________ Date: _____________
Program Director: ____________________________________ Date: _____________


[bookmark: _Toc29477167]ACKNOWLEDGEMENT OF KNOX COUNTY CASA 
[bookmark: _Toc29477168]PRACTICE AND PROCEDURE MANUAL

The purpose of the CASA Practice and Procedure Manual is to help you become well acquainted with Knox County CASA Program, the policies, and to have a program that follows best practices. We intend it to serve as a guide, not as the final word in all situations. Individual case circumstances will always call for individual attention and decisions.

Please read the following statements and sign below to indicate your receipt and acknowledgment of understanding all of the policies and practices set forth in the Knox County CASA Practice and Procedure Manual:

· I have read and understand the policies and practices outlined within this CASA Practice and Procedure Manual. I understand that the policies, rules and benefits described in the handbook are subject to change at the discretion of the Knox County CASA Program and that changes will be provided to me.

· I understand that by volunteering within the Program, I am agreeing to provide Court Appointed Special Advocate services for a child or sibling group, for a minimum of one case and for a period of no less than one year.

· I am aware that during the course of my volunteering as a Court Appointed Special Advocate confidential case information will be made available to me. I further understand that confidentiality of case information is critical to the operation of the CASA Program and that such information may not be divulged outside the CASA Program. 

· I understand my signature below indicates that I have received and read the Knox County CASA Practice and Procedure Manual, January 2021 revision,  and agree to abide by the policies and practices herein.


CASA Volunteer’s Signature _______________________________ Date ___________


CASA Volunteer’s Name __________________________________


	Please sign and return to the CASA office.	
Revised February 2022		 41
