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I.

Introduction

Mission, Vision & Values
Mission

The mission of Clinton County CASA is to recruit, train, guide, monitor and
maintain qualified volunteers to advocate for the best interest of children who are
before the court as a result of abuse, neglect and/or dependency as defined by the
state child welfare laws. CASA/GAL volunteers serve as an independent voice
throughout the juvenile court proceedings, dedicated to finding the child(ren) a safe
and permanent home.
Vision

The vision of Clinton County CASA is to provide advocacy, consistency and
quicker routes to successful permanency for all children who have entered juvenile
court as a result of abuse or neglect. Clinton County CASA is committed to the highest
quality of advocacy through trained Court Appointed Special Advocates and strives to
serve all children in Clinton.
Values

Service: Clinton County CASA provides child-specific and family-driven care and
advocacy to children who have experienced abuse or neglect.
Collaboration: Clinton County CASA strives to build connections and partnerships with
other like-minded social service agencies.
Integrity: Clinton County CASA carries out all obligations of the program and volunteers
with the utmost responsibility and accountability.
Diversity: Clinton County CASA A seeks everyone's unique background to provide
advocacy to the diverse foster care system.
Ethics: Clinton County CASA strives to meet the highest ethical standards with trauma
informed care initiatives.
__

Guiding Principles
Clinton County CASA integrates the guiding principle of providing child-specific,
best-interest advocacy for children served through the program with the recognition that
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family preservation/reunification is in children’s best interest when it can be managed
safely. Clinton County CASA also recognizes the importance of diversity, equity and
inclusion and constantly striving to be a more equitable program whose volunteers
represent the children served. Collaboration with other service providers is also a
guiding principle for Clinton County CASA. The importance of these guiding principles
will be shown through Clinton County CASA plans and policies, ongoing training and it’s
presence and connections in the community.
__

Organizational Chart

__

Volunteer Job Description
Position

Court Appointed Special Advocate / Guardian ad litem (CASA/GAL) volunteer.
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Reporting Relationship

Reports to assigned CASA staff.
Age Requirement and Inclusivity

CASA/GAL volunteers will be recruited and accepted into the program without regard to
gender, disability, age (over 21), race, national origin, marital status or sexual
orientation. The CASA/GAL program will continue efforts to recruit volunteers,
acknowledging the need for volunteers from diverse backgrounds to include ethnicity,
geographic and socioeconomic backgrounds. The sole qualification for volunteer
recruitment will be suitability to perform the duties of the CASA/GAL volunteer position.
Application Requirements

The CASA Volunteer will authorize the program to perform a nation, state and local
criminal records check, social security verification, sex offender registry check, and a
child protective services (SACWIS) check.
○ If the prospective volunteer has lived in another county and that
jurisdiction is not covered by the national background check utilized, the
program will secure county and state criminal record checks in any
jurisdiction in which the person has resided in for the previous 7 years.
○ If the prospective volunteer has lived in another state in the past 7 years,
the program will secure a child abuse registry or child protective services
check where permissible in any state the person has resided for the past 7
years.
Any CASA volunteer applicant who does not agree to the application requirements will
be eliminated from further consideration as a CASA volunteer.
Time Commitment

30 hours pre-service training; 3 courtroom observations; 12 hours of annual in-service
training; other flexible hours as necessary for the assigned case (2-10 hours per
month).
Position Purpose

To serve as a Court Appointed Special Advocate / Guardian ad litem (CASA / GAL)
volunteer, working independently to investigate and monitor cases of child abuse,
neglect and/or dependency in the Clinton County Juvenile Court.
Role and Responsibilities:
●
Attend screening interviews, court observation, pre-service and in-service training
sessions.
●
Serve on at least one case annually by investigating and monitoring the situation
while the child is under court jurisdiction. Conduct an independent investigation to
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gain a thorough understanding of the assigned case.
Conduct interviews with the child, Clinton County Children Services caseworker,
parent/guardians, relatives, friends, attorneys, teachers, neighbors, foster parents
and/or any person with relevant information about the child; review files at
appropriate agencies relative to the child’s case.
Have regular and sufficient contact with the child to ensure in-depth knowledge of
the case and make fact based recommendations to the court. The CASA/GAL
volunteer shall meet in person with the child once every thirty days at a minimum.
An exception may be granted at the discretion of program staff; however, the
justification and reasons for a decision to permit less frequent in-person contact
must be documented
Conduct a case conference with the CASA staff as to preliminary findings and to
review progress of the case, including permanency plan.
Maintain and provide to the CASA office accurate and timely forms and case
records, including monthly updates, record logs and court reports.
Attend all pertinent hearings, reviews and/or meetings to advocate for the child’s
best interest and provide testimony when necessary.
Maintain mandated standards of confidentiality on information pertaining to each
case.
Reports any incident of child abuse or neglect, or any situation in which the CASA
volunteer has reason to believe that a child is in imminent danger to the CASA
director and appropriate authorities, following state legal requirements for
mandated reporting.
Determine if a case/permanency plan has been created for the child.
Make recommendations for services for the child and the family when appropriate
and act as a facilitator among the parties.
Maintain complete written records about the case including: date, time, whom was
interviewed, and information gathered about the child, the child’s life
circumstances, and significant others.
Assure that the "child's best interest" is being represented at every stage of the
case. Attend court hearings, and provide a signed written report with findings and
recommendations to the Court, based on what placement and services are best for
the child.
Participate in any planning or treatment team meetings involving the child, in order
to keep informed of progress in the case and to act as the representative of the
child's best interest.
Monitor the case to determine whether the child's needs are being met and
whether appropriate action is being taken to fulfill any court orders in a timely
manner and that review hearings are held in accordance with the law.
Inform the court promptly of important developments in the case through
appropriate means as determined by court rules.
Advocate for the child’s best interest in the community by collaborating with mental
health, educational and other community systems to assure that the child’s needs
in these areas are met.
Receive direct supervision and guidance from the CASA director by consulting
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●

regularly concerning the assigned case, reviewing progress in the case, and
reviewing recommendations and court reports with the director prior to submitting
them to Court. Note: The CASA director is prohibited from altering reports or
recommendations without the knowledge and agreement of the CASA volunteer.
When a conflict exists between a CASA volunteer and CASA director, the CASA
director has the final say regarding recommendations to the court.
Remain actively involved in the case, until formally discharged by the Court.
Return the entire case file to the CASA office after the case is closed.

II.

Policies & Procedures

Scope of Policies
The intent of this Clinton County CASA Employee Handbook is to supplement the
Clinton County Personnel Policy Manual with specific information pertaining to the paid
staff of the Clinton County CASA program. There is a Volunteer Manual as well.
__

Volunteer Access to Personnel Files
Volunteers are granted access to their personnel records with approval by and in the
presence of the Director. Volunteers may review and make copies of all components of
their files with the exception of references which are confidential. If volunteers wish to
make additions or corrections to the information contained in their records, the volunteer
must:
a) Discuss the proposed additions/corrections with the Director;
b) Provide written explanation for the desired additions/corrections to the Director.
The volunteer personnel record contains: the original application, job description;
reference documentation; documentation of all records checks; verification of education;
training records; performance evaluations; disciplinary actions; and any other
correspondence that lead to the approval of their volunteership.
__

Social Media Policy
Clinton County Court Appointed Special Advocate (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 Clinton County CASA Program or any name
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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 Clinton County CASA Program
Director.
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, or the
Clinton County CASA Program laws, statutes, rules, and regulations. Also prohibited
are prejudiced or discriminatory statements against any individuals, businesses,
government agencies or groups. Volunteers and staff within the Clinton County 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 Clinton 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 Clinton 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 Clinton County CASA Program.
In accordance with National CASA Standards, a signed copy of each staff and
volunteer’s social media policy will be kept on file.
__

Transportation Policy
Volunteers are not permitted to transport children or any other members of the case.
Clinton County CASA will still maintain a file with a copy of your driver’s license number
and current insurance coverage.
__

Diversity, Equity & Inclusion Policy
Clinton County CASA is committed to diversity, equity and inclusion. Clinton County
CASA strives to have CASA volunteers and members of staff represent not only the
Clinton population, but more importantly, the population that exists within the foster care
system with respect to gender, gender expression, race, ethnicity, sexual orientation,
8

people with disabilities, religion (creed), cultural, geographical, and socioeconomic
status. In our multicultural society, we work to be an inclusive program valuing and
celebrating the diversity of talents, viewpoints and life experiences of each individual. To
achieve this goal, Clinton County CASA will develop, implement and annually review a
Diversity, Equity and Inclusion Plan that outlines the activities necessary to obtain staff
and volunteers that reflect the population and needs of the children served. This policy
is made to co-exist with that Plan, both of which should be revisited annually to meet the
representation needs of the program.
This policy states a commitment to strengthening our relationships and building
partnerships with people, organizations and businesses who reflect the diversity of the
children and family we serve. We believe in bringing voices to the table that are often
missing from our policies and practices. Clinton County CASA also has a DEI Plan,
updated yearly, that outlines the short-term and long-term steps taken to support the
creation of a more culturally responsive program.
__

EEO Policy
Clinton County CASA is proud to be an Equal Employment Opportunity employer. We
do not discriminate based upon race, religion ,color, national origin, gender (or gender
related conditions), sexual orientation, gender identity, gender expression, age, status
as a protected veteran, status as an individual with a disability, or other applicable
legally protected characteristics. We also celebrate each individual’s uniqueness and
strive to be representative of the diverse foster care population we serve.
__

Anti-Harassment Policy
It is the policy of Clinton County CASA that every individual has the right to work and
volunteer in a professional atmosphere that promotes equal employment opportunities
and is free from discriminatory practices, including without limitation harassment.
Clinton County CASA prohibits and will not tolerate discrimination or harassment on the
basis of race, color, religion, creed, sex, national origin, age, disability, marital status,
veteran status or any other status protected by applicable law. Violations of this policy
will not be tolerated.
What is discrimination?
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Discrimination includes, but is not limited to making any employment decision or
employment related action on the basis of race, color, religion, creed, age, sex
(including pregnancy), disability, national origin, marital or veteran status, or any other
status protected by applicable law.
What is harassment?

The US Department of Labor identifies prohibited workplace harassment as taking
either of two forms. It may entail "quid pro quo" harassment, which occurs in cases in
which employment decisions or treatment are based on submission to or rejection of
unwelcome conduct, typically conduct of a sexual nature. Workplace harassment may
also consist of offensive conduct based on one or more of the protected groups (listed
above):
● That is so severe or pervasive that it creates a hostile or offensive work
environment.
● When it results in an adverse employment decision (such as being fired or
demoted).
Offensive conduct may include, but is not limited to, offensive jokes, slurs, epithets or
name calling, physical assaults or threats, intimidation, ridicule or mockery, insults or
put-downs, offensive objects or pictures, and interference with work performance.
Anti-discrimination laws prohibit harassment against individuals in retaliation for filing a
discrimination charge, testifying, or participating in any way in an investigation,
proceeding, or lawsuit under these laws; or opposing employment practices that they
reasonably believe discriminate against individuals, in violation of these laws.
To learn more:
https://www.dol.gov/oasam/programs/crc/2011-workplace-harassment.htm
Reporting

All staff and volunteers are required to act responsibly in helping Clinton County CASA
maintain a workplace that is free of discrimination and harassment. If you believe a
violation has occurred, you should bring it to the immediate attention of the Executive
Director.
All allegations of discrimination and harassment will be investigated and action will be
taken as appropriate to the outcome of the investigation. An investigation and its results
will be treated as confidential.
No employee will be retaliated against for making a complaint in good faith regarding a
violation of these policies, or for participating in good faith in an investigation pursuant to
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these policies. Report it immediately to the Executive Director if you feel there has been
retaliation. If you believe the violation is from the Executive Director, the Juvenile Court
Judge will be who you report to.

__
Conﬂict of Interest Policy
The primary goal of both the volunteers and the staff of Clinton County CASA County is
to advocate for what is in the best interests of abused, neglected and dependent
children. In order to function as an effective advocate, objectivity must be maintained.
Volunteers: Any relationships or activities, including, but not limited to those of an

employment, business, professional, or personal nature which may conflict with a
volunteer’s responsibility as a CASA, must be disclosed by a volunteer. Volunteers are
prohibited from having direct or indirect financial interest in the assets, leases, business
transactions or professional services of the program. In addition, Volunteers are
prohibited from being related to any parties involved in the case or being employed in a
position and/or affiliated with an agency that might result in a conflict of interest.
Since a conflict of interest may arise at any point in time, the volunteer has an ongoing
duty to disclose the existence of any actual or potential conflicts. It is the volunteer’s
responsibility to prevent the occurrence of those conflicts of interest over which the
volunteer has control.
Dismissal of a CASA volunteer will normally follow the program’s progressive discipline
process. Dismissal of a CASA volunteer is the responsibility of the supervisory staff of
the program. Clinton County CASA County reserves the right to “dismiss at will”.
Immediate dismissal will take place only in the most serious of circumstances. Grounds
for termination may include, but are not limited to a conflict of interest arising, which
cannot be resolved.
Employees: No employee shall benefit from direct or indirect financial interest in the

assets, leases, business transactions or services of the agency unless properly
authorized by the Board or Executive Director.

In accordance with National CASA Standards, a signed copy of each staff and
volunteer’s conflict of interest policy will be kept on file.
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__

Conﬁdentiality Policy
The order of appointment of Guardian Ad Litem and Court Appointed Special Advocate
orders a CASA to "maintain any information received from any source as confidential"
and prohibits disclosure of this information "except to report to the Court or as the Court
directs or law permits." All CASA volunteers shall maintain the confidentiality imposed
by order of the Court. Confidentiality guidelines begin when pre-service training begins
and endures throughout training and service to children and families while acting as a
CASA/GAL volunteer.
A CASA shall return all materials regarding a case, whether self-produced or obtained
from any other source, upon receiving notification that a case has closed or upon
request of the Executive Director of Clinton County CASA County.
This statement is intended to promote provision of the best possible service to the client
population. Failure to complete or comply with any of the above requirements may
result in termination from the volunteer staff of Court Appointed Special Advocates of
Clinton County. This statement is also intended to respect the child’s right to privacy.
CASA/GAL volunteers are responsible for maintaining confidentiality of all information to
which they are exposed while serving as a volunteer, whether this information involves a
party to their case, another program case, another volunteer, or staff. Any confidential
materials received from another individual or agency, including all information kept on
file for the governing board, advisory committee members, staff, volunteers and donors,
may not be disclosed to anyone outside the CASA/GAL program’s professional staff,
except by court order or written consent of the party involved. In accordance with
National CASA Standards, a signed copy of each staff and volunteer’s conflict of
interest policy will be kept on file.
__

Email Communication Policy
Permitted Use: Employees should primarily use company email systems for Clinton

County CASA business and understand that once employment has ended with the
program so does access to their email.
Protection: Given the confidentiality needed for clients, employees should have their

email password protected and strictly monitored.
Response Time: The Executive Director should respond to case-specific, or CASA

advocate related supervision needs within 48 hours of receiving an email
correspondence. It is expected that CASA volunteers will also be timely with their email
12

communication, especially in regards to case conversations and scheduling with the
court. It is up to the Executive Director’s discretion for disciplinary action if they are not
satisfied with response times.
Grievances: Email communication grievances follow the same policy as other grievances

(see Grievance policy).
__

Records Retention and Data Collection Policy
Records Retention: All paper case files are maintained by the CASA Program for a period

of seven years in a locked filing cabinet in the office.
Data Collection and CASA Manager: Clinton County CASA utilizes CASA Manager, a

virtual secure server for all CASA case and volunteer files. Data is continuously
collected by Clinton County CASA on CASA Manager. CASA Manager is password
protected and only the Executive Director (and approved staff) have access and
privileges to add/change files. This data is used for grant purposes and to ensure the
program is meeting its DEI needs.
__

Reactivation Policy
Clinton County CASA allows for past CASA volunteers to serve the program again at
the discretion of the Executive Director and under the following conditions:
If gone less than two years, then the volunteer would need to make sure they are

up-to-date with the required Rule 48 12-hours of continuing education to be re-certified.
If gone more than two years, then the volunteer would need to re-do the required

Pre-Service training and be re-sworn in by the Judge.
__

Continuing Education Policy
All employees and volunteers of Clinton County CASA are required to take the CASA
Pre-Service training and be sworn in as a Court Appointed Special Advocate of Clinton
County Court. They are also required to remain up-to-date with Rule 48 training
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requirements consistent with being a CASA advocate. Clinton County CASA will offer a
number of in-service training throughout the year that total 24 hours. Clinton County
CASA employees and volunteers will also have access to training offered by Ohio
CASA and National CASA as well as other local programs.
__

Sample Order of Appointment
IN THE CLINTON COUNTY COMMON PLEAS COURT
JUVENILE DIVISION
APPOINTMENT OF CASA/GAL

IN THE MATTER OF: Case Number:
CHILD NAME C 20210000
Alleged Abused, Neglect, and/or Dependent Child
It Appearing to the Court that it is necessary and for the best interest of CHILD NAME,
the alleged abused, neglected, and/or dependent child that, CASA NAME, is hereby
Ordered and Appointed CASA/Guardian ad Litem for said child.
IT IS FURTHER ORDERED that:
1. Upon presentation of this order to any agency, hospital, organization, school, person
or office, including the Clerk of this Court, Departments of Housing, Departments of
Health, Human Services and/or child caring agencies, public welfare agency, public and
private health psychologists, psychiatrists, counselors, and staff, law enforcement
agencies and the Attorney General, the appointed Guardian ad Litem/ CASA and CASA
director are hereby authorized to request, inspect and copy any records relating to the
above-named child without consent of said child or parents of said child, including
protected health information.
2. The Guardian ad Litem/CASA shall have the authority to interview the child outside
the presence of any counselor, caretaker, custodian or individual who has physical
custody of the child without the knowledge or consent of the child’s parent.
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3. The Guardian ad Litem/CASA shall maintain any information received from any such
source as confidential, and shall not disclose the same except in report to the Court and
other parties to this case.
4. The Guardian ad Litem/CASA shall appear at all hearings or proceedings scheduled
in this case and assure proper representation of the child at said hearings.
5. The Guardian ad Litem/ CASA Program shall be notified of any hearings, staffing,
investigations or other proceedings concerning the child and shall be notified prior to
any action taken on behalf of the child by any party. The Guardian ad Litem/CASA shall
be provided a copy of all pleading, motions, notices and other documents filed in the
case. Parties who file pleadings, motions, notices or other documents in the case must
provide a copy of the same to the Guardian ad Litem/CASA.
6. The Guardian ad Litem/CASA shall be a party to any agreement or plan entered into
on behalf of the child.
7. The Guardian ad Litem/CASA shall file a written report to the Court, which may
include recommendations and a statement of the wishes of the child.
8. The Guardian ad Litem/CASA report shall be provided to the court, unrepresented
parties, and legal counsel. Any other disclosure of the report must be approved in
advance by the court. Unauthorized disclosure or distribution of the report may be
subject to court action, including the penalties for contempt, which include fine and/or
incarceration.
9. The GAL/CASA is ordered to serve as Surrogate Parent for the child, if certified.
Enter this _______ day of ______________, 20____.

__
Destruction of Case Policy
At the end of a case or at the end of a volunteer's involvement on a case (whichever
happens first), the CASA volunteer has one week to return all paper files related to the
case to the CASA office so that it can be destroyed in a confidential manner.

Liability Insurance Protection
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All employees of Clinton County CASA and CASA volunteers will have liability
insurance as covered by Clinton County Juvenile Court. The Clinton County CASA
office has a certificate of this protection if staff/volunteers would like a copy.
__

Whistleblower Policy
If any employee believes that some practice or activity of the Clinton County CASA
Program is in violation of law or a clear mandate of policy, a written complaint must be
filed by that employee with the Director or governing body. If the employee is unsatisfied
with the response of the Director or governing body, the employee may report the
violation to the Clinton County Probate-Juvenile Court Administrator.
It is the intent of the Clinton County CASA Program to adhere to all laws, regulations and
policies that apply to the organization and the underlying purpose of this policy is to support
the organization’s goal of legal compliance. The support of all employees is necessary to
achieve compliance with various laws, regulations and policies. An employee is protected
from retaliation only if the employee brings the alleged practice or activity to the attention of
the Clinton County CASA Program and provides the Clinton County CASA Program with a
reasonable opportunity to investigate. The protection described below is only available to
employees that comply with this requirement.
The Clinton County CASA Program will not retaliate against an employee who, in good
faith, has made a protest or raised a complaint against some practice of the Clinton
County CASA Program, or of another individual or entity with whom the Clinton County
CASA Program has a business relationship, on the basis of a reasonable belief that the
practice is in violation of law, regulation or policy.
The Clinton County CASA Program will not retaliate against employees who disclose or
threaten to disclose to a supervisor or a public body, any activity or practice of the
Clinton County CASA Program that the employee reasonably believes is in violation of a
law, regulation or policy concerning the health, safety, welfare, or protection of the
environment.
__

Grievance Policy
If an employee/volunteer believes that they has received unfair treatment or been the
object of an incorrect application of the employment policy, that individual may avail
themselves of the following grievance procedure:
A) Deﬁnition: A “grievance” is a complaint by an employee that there has been a
violation, misinterpretation, or inequitable application of any provision of the
Clinton County CASA policies as set forth in the Clinton County Personnel Policy
16

Manual and the Clinton County CASA Employee Policies and Procedures
Supplemental Handbook.
B) Time Frame: To ensure effective review and resolution of grievances, an employee
must follow the established time frames. Grievances must be filed within five
business days after the event that is the basis of the grievance. Grievances must
be filed and appealed within the established time frames at each step of the
process, or they will be considered to have been waived
.
C) Employees may not grieve personnel actions that are taken to ensure Clinton
County CASA’s compliance with federal, state, or local laws.
D) Employees/volunteers are encouraged to use the following procedure when they
believe that they have been treated unfairly or that a policy has been incorrectly
applied. No employee/volunteer will be discriminated against for filing a
grievance or appeal in accordance with this procedure:
1. Before filing a grievance, an employee/volunteer shall first discuss the
problem that gave rise to the grievance with their immediate supervisor. If the
informal discussion does not resolve the problem, the employee/volunteer
shall prepare a written grievance and file it with their supervisor. Upon receipt
of the written grievance, the supervisor shall schedule a meeting with the
aggrieved party within five business days to discuss the grievance. Within five
business days of when the meeting was held, the supervisor shall issue a
written response to the employee.
2. If an employee/volunteer is dissatisfied with the response of their supervisor,
they may within five business days file an appeal of the response/decision
with the supervisor, who will forward it to the Director. The appeal must
explain why the employee disagrees with the response/decision of the
supervisor. The Director will acknowledge receipt of the appeal to the
employee as soon as it is received. Within five business days after receipt of
the appeal, the Director will either issue a decision or, if it is determined that a
further meeting is necessary, notify the employee of the date on which the
meeting will be held. The Director will issue a written decision within five
business days after the meeting. A copy of the decision will be forwarded to
the Clinton County Probate-Juvenile Court Administrator.
E) The Clinton County Probate-Juvenile Court Administrator has the final authority
with respect to resolution of grievances.
F) Documentation of all grievances will be maintained (separate from employee
personnel files) by the Clinton County Probate-Juvenile Court Administrator.
Documentation will include a description of the complaint, steps taken in
response, and a summary of how the concern was addressed.
17

G) If a Volunteer has a grievance with the Executive Director then they should follow
the above grievance policy actions and file it with the Clinton County
Probate-Juvenile Court Administrator.
__

Staff/Volunteer Evaluations
By Volunteers: The Executive Director of the program will send staff evaluations to CASA

volunteers annually so they can provide feedback on how to make supervision and the
program as a whole, meet its needs and expectations. These will be anonymous and
only the Executive Director will have access.
By Judge: The Juvenile Court Judge is responsible for evaluating the Executive Director

when desired.
For Volunteers: The Executive Director is responsible for offering continuous feedback for

CASA volunteers and initiating an annual Evaluation with each volunteer with kudos,
areas of improvement, and attendance feedback. Volunteers can also request an
evaluation sooner if they would like.
__

Missed Hearing Policy
As the expert advocate on the case, it is imperative that CASA volunteers make every
effort possible to attend their assigned case court hearings. All court hearings are an
opportunity to show the Judge the work the volunteer has completed on the case and
the progress or lack thereof, parents are making towards reunification. It is contrary to
the child’s best interest to not have their CASA volunteer present at all hearings
representing their voice. If an emergency does arise, CASA volunteers are required to
notify the Executive Director a week in advance and approval of the missed attendance
will be up to the discretion of the Executive Director. If the Executive Director feels like
missed attendance is an issue or is causing harm to the child, the Executive Director
may give disciplinary action or termination. The Executive Director or other staff will
always accompany the volunteer to court hearings but will only attend on behalf of the
volunteer in approved situations. The most important role of the volunteer is to be
present and representative of the child’s best interest at these hearings.
__

Disciplinary Action Statement
For Executive Director: The Juvenile Court Judge is responsible for determining the

disciplinary action or termination for the Executive Director. What qualifies termination is
up solely to the discretion of the Juvenile Court Judge.

18

For CASA volunteers: The Executive Director has all disciplinary action and termination

discretion when it comes to Clinton County CASA volunteers. Violation of policies and
procedures set forth in the Volunteer Manual can result in termination. If termination of a
volunteer occurs, the Executive Director is responsible for informing juvenile court staff
and parties to the case. The Executive Director is also responsible for planning how to
transition the case onto another volunteer or removing the volunteer from the case in a
trauma-sensitive way.
__

Exception Policy for Case Assignments
For CASA volunteers: To ensure all children are receiving best-practice, child-specific

advocacy, CASA volunteers are only appointed to two cases at a time. The Clinton
County CASA Program recognizes that CASA’s are volunteers and are not being paid
for their hours. The Program does not want to cause burn out or overwhelmed case
loads. Exceptions to the two-case rule can occur at the discretion of the Executive
Director and approval of volunteers under special circumstances (example: previously
appointed case re-opens). If appointed to more than two cases, an exception statement
will be added to the case file stating the reason for the exception. This will also be
provided to Juvenile Court.
__

Exception Policy for In-person Contact
In order to adequately represent the child’s best interest it is required that they meet
with all children on their caseload at least monthly. If monthly contact can not occur, the
CASA volunteer must staff the case with their supervisor at least one week prior to the
end of the month. If the supervisor and volunteer can not creatively find a solution for an
in-person visit or an emergency occurs that does not allow in-person contact (example:
COVID sickness), an exception form will be added to the file outlining why the Executive
Director approved a delay in in-person contact. It is also understood that virtual contact
is always better than no contact at all.
__

Photography Policy
Though the CASA Program invites CASA volunteers to share positive connections on
social media and talk about their experience in a confidential manner, CASA volunteers
are NEVER allowed to share pictures of children on their case load on any platform or
virtual setting. Photos are prohibited from being used for social media, marketing, or
personal use unless written authorization has been given by the legal custodian AFTER
the case has closed.
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DISCLAIMER FOR VOLUNTEER ACKNOWLEDGEMENT
Notiﬁcation:

This volunteer handbook is presented for information purposes only. Notice of changes
affecting personnel policies will be communicated to the volunteer and be always
present on Clinton County CASA’s website.
Volunteering with CASA is “AT WILL”. Clinton County CASA retains the right to end
the relationship at any time and will provide an evaluation complete with the reasoning.
Personnel Acknowledgement
I have read and understood the policies and procedures expected to be adhered to by
CASA volunteers and no representative of CASA has made any agreements or
promises to me that are contrary to the “At Will” employment relationship.

___________________
Signed

______________________
Date

________________________
Witness
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SCHEDULING REVIEW OF THIS DOCUMENT
This one page document is to be included as part of the VOLUNTEER handbook. This
handbook as so outlined should be reviewed by the Executive Director and Court
annually or as changes need to be made. Below is the scheduling of the next review.
This document was created by Clinton CASA on November 7th, 2021
Last Revised: November 2021
Next Review Scheduled: November 2022
First Adopted: November 2021
Revision History:
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