I.  Welcome

The CASA advocate can make a tremendous difference in the life of a child.  The CASA program provides the opportunity for caring adults to become actively involved in meeting the needs of abused, neglected, and abandoned children in Davidson County.  

The problems addressed by CASA advocates are, indeed, overwhelming. A CASA advocate may experience sadness, disappointment, or anxiety.  The work is difficult and time consuming. However, a CASA advocate may find through their experiences, an opportunity for growth and deep satisfaction to make a difference in the life of a child. 

CASA volunteers advocate for many reasons; to make a difference in a child’s life, to give back to the community, to utilize their own professional skills, to work with professionals in other fields or to make new friends.  

There are many ways that CASA advocates benefit both the system and the life of a child.  

· CASA advocates help the courts make timely and sound decisions about placements for children.  

· CASA advocates remind people involved in the system that the child’s life is passing and the child’s needs must be met now.  

· CASA advocates help reduce the number of times a child is moved while in the court system.  CASA advocates assist and ensure that the system does what it is supposed to do for children.

· CASA advocates play a direct, active and influential role in helping children achieve permanent, stable and loving homes.  

· CASA advocates, in some cases, reduce the amount of time that a child spends in foster care.  

· CASA advocates help lessen the impact of emotional problems in children through their push to achieve a permanent, safe home for children as quickly as possible. 

These are many of the reasons that dedicated, compassionate, and committed individuals in Davidson County choose to volunteer for the Court Appointed Special Advocate program. The children, families, social service workers, attorneys, judges, and many others are appreciative of this commitment to the lives of children and families.  

II.  Introduction

Davidson County CASA Mission Statement

The mission of CASA is to provide trained community volunteers to advocate for the best interests of children who come to the attention of the court primarily as a result of abuse or neglect. 

History

The Court Appointed Special Advocate program began in Davidson County in 1983 with help from the National Council of Jewish Women, Nashville Section (NCJW) and the Junior League of Nashville.  It is a replication of the first CASA program started in 1977 by a Seattle, Washington judge, frustrated by the plight of abused and neglected children.  The Nashville CASA program was the first in Tennessee, and today, there are over 900 CASA programs across the country.

Abused and neglected children had not only been victimized by trusted relatives, but they were being further damaged by the impersonal system developed to protect them.  Separated from their families, many children languished in the limbo state of foster care for years without any permanent anchor.  Therefore, CASA’s initial mission was to train volunteers to act as advocates for children placed in foster care as a result of abuse and neglect.  Advocates would work to reduce the amount of time children spent in foster care and to facilitate rapid placement in safe, permanent homes.

The initial efforts of Nashville CASA’s Steering Committee focused on securing the support of the Juvenile Court Judge at the time and administrators from the Department of Human Services (DHS).  Judge Jenkins was receptive but skeptical about what advocates could really contribute.  Mayor Richard Fulton donated office space in the Howard School building next door to the Juvenile Court.  By August of 1984 the first CASA advocates had completed training and were accepting cases.

Juvenile Court was very careful with its referrals, protecting CASA from cases destined for failure or controversy.  CASA’s policy in dealing with DHS was to be non-confrontational while insisting on access to information necessary to the CASA advocates.  Susan Orr, program director, and the 12 initial advocates she trained and supervised can be credited with establishing CASA as a valued asset to the juvenile justice and foster care systems.  Today, juvenile court officials no longer question a CASA advocate’s role.  Advocates are often viewed as the “experts” in the case, as they are often the ones who have the most information.

The Steering Committee successfully pursued a grant from the Office of Juvenile Justice and Delinquency Prevention (OJJDP), as well as state funds.  This grant allowed CASA to hire a full-time director in 1986 who assumed many functions previously relegated to the Steering Committee.  The director managed the Nashville CASA program and helped develop new CASA programs in middle Tennessee.  With initial funding of $10,000 from the state, the agency hired another part-time social worker to assist in training and supervising advocates.  In October of 1988, the Steering Committee and the Advisory Board merged to become the first CASA Board of Directors 

During the fiscal year beginning in July of 1987 through June of 1988, 77% of CASA’s budget came from government grants and 23% came from the National Council of Jewish Women (NCJW), Junior League of Nashville (JLN) and Nissan Corporation.  The new Board focused on fundraising with some success.  During the 1988-1989 fiscal year 51% of the budget came from government grants, 35% from corporations, JLN and NCJW, and 14% from individual contributors and events. 

CASA continued its efforts to maintain a balanced base of public and private dollars.  In 1991, Kappa Alpha Theta joined the JLN and the NCJW, to become one of CASA’s primary funders.  In June of 1993, CASA was awarded one of the first program expansion grants from the National CASA Association.  This $30,000 grant was used over the next two years to expand services.

CASA continues to receive funding from the National Council of Jewish Women – Nashville Section, and Kappa Alpha Theta.  In addition, gifts from United Way, The Memorial Foundation as well as individuals, corporations, congregations, and other foundations continue to support the agency’s growing budget.

In 1989, state legislation passed which clarified the role of CASA in Tennessee and provided immunity from liability for CASA advocates.  In 1991, a description of the services provided by the CASA Program was included in the Davidson County Rules of Court.

By February of 1995, CASA had increased the number of children it could serve at any given time by 40%.  At the request of Juvenile Court Judge Andrew Shookhoff, and as a result of an increase in funding, CASA expanded the advocacy role of the CASA advocate to include mediation and courtesy home visits.  The Board of Directors decided to expand into these areas and changed the mission statement accordingly.  However, in August 2004 the mediation program was discontinued.
Over the years, the Davidson County CASA program has received recognition for excellence of the program.  In 1988, the CASA Program received the Liberty Bell Award from the Nashville Bar Association.  In 1990, CASA received an HCA Award of Achievement for Non-Profit Management.  In 1991, CASA received the Humanitarian Award from the Tennessee Council of Juvenile and Family Court Judges and the Tennessee Juvenile Court Services Association. Probably the most significant award occurred in May of 1996 when the National CASA Association at their annual conference in Washington D.C named Lani Wilkerson Program Director of the Year.  The National CASA Association also named Judge Shookhoff as Juvenile Court Judge of the Year.  In 1999, OUR Kids, Inc. recognized CASA with the Dr. Altimeier Award for excellence in service and dedication to children in the community.  In 2000, the CASA mediation program was a finalist for the Frist Foundation Awards of Achievement: Innovation in Action.  In 2002, CASA was a finalist for the Marvin Runyon Leadership Award and in 2003 CASA College was a finalist for the Frist Foundation Awards of Achievement: Team Building. 
Today, CASA of Nashville and Davidson County has close to 200 advocates.  In July 2007—July 2008, 235 volunteer special advocates helped find safe, permanent homes for 466 abused and neglected children in our community.  

Our mission is to provide trained community volunteers to advocate on behalf of children who come to the attention of the courts primarily as a result of abuse or neglect.
Our goal is to provide every abused, neglected child with an advocate.  But, our hope is that one day, no child will need one.

Advocate Diversity
CASA actively recruits, selects, and promotes qualified advocates who are broadly representative of the community served and administers personnel practices without discrimination based upon age, gender, sexual orientation, race, ethnicity, nationality, handicap or religion. 

Scope of Policies

The Davidson County CASA Program considers its greatest asset to be its group of trained community advocates who together are reaching out to help abused and neglected children involved in the Davidson County Juvenile Justice System.  Volunteers donate their time and efforts to serve these children as advocates, fundraisers, office support, and board members.   The policies contained in this manual are designed to provide guidelines for the CASA advocate assigned to a child’s case.  

Purpose of Policies

The purpose of these policies is to provide overall guidance and direction to CASA advocates.  These policies ensure the Davidson County CASA program’s compliance with National CASA Association Standards.

These policies do not constitute, either implicitly or explicitly, a binding contractual or personnel agreement.  The Davidson County CASA program reserves the right to change any of these policies at any time.  

Approval of Policies

Approval of advocate policies shall be the responsibility of the Davidson County CASA Executive Director.   Amendments to these policies are subject to ratification by the Executive Director who has final responsibility for such amendments, and reserves the right to amend these policies.  

Service at the Discretion of the Agency

The Davidson County CASA Program accepts the service of all advocates with the understanding that such service is at the sole discretion of the program.  Advocates agree that the agency may at any time, for whatever reason, decide to terminate the advocate’s relationship with the program. 

III.  Requirements Before Assignment of Case
Selection of CASA Advocates 

CASA seeks gifted and committed individuals to become CASA advocates.  CASA must be careful in its selection process to accept only advocates who will do an excellent job of advocating for the best interest of the child/ren.  Attributes of CASA advocates include commitment, objectivity and compassion.  CASA advocates are individuals who respect a child’s inherent right to grow up with dignity in a safe environment that meets the child’s best interests.  CASA advocates are carefully selected and then well trained to advocate for the children. 

In order to be selected as a CASA advocate, an applicant must:

· Complete a written application containing information about educational background and training, employment history and experience working with children and involvement in any type of court proceeding;

· Attend and participate in personal interviews with CASA staff.

· Submit the names of three or more references of people unrelated to the applicant;

· Authorize CASA and other appropriate agencies to secure a national criminal check including a check of the sex offender registry, driver’s license check, names and addresses associated with the candidate’s social security number, and child protective services check as appropriate and permissible by state law;
· Attend and participate in all 33 hours of pre-service training;
· Provide copies of current driver’s license and personal automobile insurance.
Any applicant would certify their education and training by signature on the application.  CASA will verify the applicant’s current employment and their experience working with children.  
Any applicant who has been convicted of, or has charges pending, for any felony is not eligible to become a CASA advocate.  

Any applicant who has been convicted of, or has charges pending for a misdemeanor involving a sex offense, child abuse or neglect, or related acts that would pose risks to children or the CASA program's credibility is not accepted as a CASA advocate. This would also include a pending Department of Children’s Services investigation.
If an applicant has committed a misdemeanor that is unrelated to or would not pose a risk to children and would not negatively impact the credibility of CASA, CASA will consider the extent of the rehabilitation since the misdemeanor was committed and other factors that may influence the decision to accept the applicant as a CASA advocate.

It is important to understand that completion of CASA Advocate Training does not guarantee assignment of a case.  However, the CASA program staff works to ensure that those not selected are treated with dignity, respect and, if appropriate, referred to alternative volunteer opportunities.  

The volunteer coordinator maintains files on all CASA advocates who have completed training.  The files are the property of CASA and contain information pertaining to advocate training as well as, but not limited to the initial application, letters of reference, background check, and information provided by the advocate regarding in-service hours.  Anyone who wishes to view their file must make a written request to the Davidson County CASA Executive Director.  The CASA program retains the record after a CASA advocate leaves the program.
Training

All CASA candidates will receive and must successfully complete 33 hours of pre-service training before they are assigned a case.  This training includes but is not limited to the following:

· Roles and responsibilities of a CASA Advocate.

· Juvenile Court and the Child Protective Services System.

· The dynamics of human behavior associated with child abuse and neglect.

· Relevant state laws, regulations and policies.
· Relevant federal laws, regulations and policies, including the Adoption and Safe Families Act (ASFA), the Child Abuse Prevention and Treatment Act (CAPTA), the Indian Child Welfare Act (ICWA), and the Multi Ethnic Placement Act (MEPA).
· Confidentiality and record keeping practices.

· Child development and the dynamics of attachment and separation.

· Child abuse and neglect.

· Permanency planning and resources.

· Community agencies and resources.

· Communication and information gathering.

· Advocacy.

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

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

· Court report writing skills.

CASA advocates must visit Davidson County Juvenile Court while court is in session to observe abuse/neglect proceedings involving CASA before appearing in Court for an assigned case.  Arrangements for the court observation will be made during initial training with a CASA Advocate Supervisor.
The CASA program provides many opportunities for supplemental training.  Each advocate is required to complete a minimum of twelve hours annually of in-service education following the first year of service. The program staff along with the Volunteer Coordinator will plan and provide in-service training that reflects the current trends in social work, psychology and child development research, cultural competency, as well as changes in state and federal laws.     
If a CASA advocate has not had an active case in more than two years, he or she is required to complete the 33 hours of pre-service training again before he or she will be assigned another case.
Assignment of Cases

In order to match the individual gifts and strengths of a CASA advocate with children and families, program staff work diligently to find the best match between children and advocates.  Every effort will be made to assign a case to a new advocate within 90 days after completion of training and all other requirements being met.  A volunteer may be assigned no more than two cases at a time.   
Program staff will contact the advocate when a match has been found.  During this conversation, advocates should be honest about their interest, comfort level and availability (including time constraints) for the particular case.  The advocate has every right to refuse a case assignment, but is expected to accept a case within 90 days after completion of training and meeting all additional requirements.
IV.  Case Work Expectations
Responsibilities During Active Casework

The responsibilities of the CASA advocate are defined in the CASA Volunteer Job Description.  During active casework, it is the responsibility of the advocate to complete the following: 

· Meet with the Advocate Supervisor to receive a case assignment.
· Sign Certificate of Acceptance.
· Read all pertinent records involving the child/ren.
· Discuss the case with the Department of Children’s Services Case Worker assigned to the same case, if applicable.
· Interview all parties to the case including but not limited to the child/ren, foster parents, mother and father.
· Gather information from other support personnel involved in the case including the probation officer, guardian ad litem, counselors, teachers, and physicians.
· Secure records pertinent to the case.
· Make home visits as indicated by his or her Advocate Supervisor.
· Document all contacts and activity.
· Maintain regular contact with the CASA Advocate Supervisor.
· Maintain regular contact with the child/ren and their custodian at least monthly or more as directed by your Advocate Supervisor.
· Seek cooperative solutions by acting as a facilitator among conflicting parties.
· Attend all court hearings as well as any other meetings regarding the child/rens’ case.
· Make recommendations for specific appropriate services for the child/ren and, when appropriate, the child/ren’s family.
· Meet with the CASA Advocate Supervisor one week before any court hearing to review the draft of his or her Court Report.
· After review and approval by the CASA Advocate Supervisor, the signed Court Report will be distributed to all parties by the Advocate Supervisor prior to the court hearing.
· Monitor implementation of permanency plans, service plans and court orders assuring that court ordered services are implemented in a timely manner and that review hearings are held in accordance with the law.
Professionalism

In the effort to fully respect the rights of children and their families, CASA advocates are expected to conduct CASA business in a professional manner at all times.  This would include but is not limited to the following:

· Returning phone calls from the child/ren and their family in a timely manner.

· Visiting the child/ren on a regular basis.

· Remaining committed to representing the best interest of the child/ren at every stage of the case.
Documentation and Advocate Statistics

CASA advocates shall keep accurate and detailed documentation regarding contact with the child/ren and their family.  Advocates document their first visit with a child (Case Information Sheet).  To facilitate the continual and necessary process of program planning and resource development, advocates are asked to document the number of hours and activities on their case.  Advocates report their hours to their Advocate Supervisor on a monthly basis using the Volunteer Activity Form. 
Case Files

Advocates will receive copies of the case files as well as any documentation received during the court proceedings.  These files can be subpoenaed, and therefore should be well maintained and should contain only information appropriate for all parties involved in the case to read. These shall be returned to the CASA office at the conclusion of the case.
Court Reports

Writing a factual, current and detailed court report is one of the most important duties of the advocate.  Along with time spent during training on writing Court Reports, CASA advocates will receive a sample of a properly prepared CASA Court Report.  

These reports are objective. They cite observations of the child/rens interactions with parents, descriptions of the home, and contacts with other professionals involved in the case.  The CASA advocate should not interpret actions and interactions.  The report should only contain fact-based information gathered from observation or report statements made by parties involved in the case.  This report is confidential and for the benefit of the court. It may be distributed only to the parties in the proceedings. 

The report will include a description of the legal history of the case, a summary of the activities of the CASA advocate regarding the case, information about the child/ren, a description of the foster home and lifestyle, concerns and recommendations.  

CASA advocates and their Advocate Supervisor will agree on when to submit the rough draft of the Court Report for editing and review by the Advocate Supervisor.  Advocate Supervisors are prohibited from altering the final court report without the knowledge and agreement of the CASA advocate.  The CASA advocate is prohibited from altering the final court report without the knowledge and agreement of the Advocate Supervisor.  In the event of a conflict between the CASA advocate and the Advocate Supervisor concerning case information or recommendations included in the report that cannot be resolved between the two individuals, the Program Director shall be notified in order to resolve the conflict.  The Court Report must be distributed to all parties involved in the case prior to the hearing.  

Court Reports are very important, as they may be the only written information that the court receives from the CASA volunteers.  If accepted by the court the court report becomes a part of the child’s permanent record.
Court Testimony

Many times CASA advocates are asked to testify during court hearings about their observations of the child/ren and their family.  During testimony, the advocate may be asked questions by the judge, the guardian ad litem, attorneys for the state, or attorneys for the parents. Advocates may only testify in court regarding their own observations concerning the child/ren as well as any statements of which they have personal knowledge made by parties named in the case. It is important to bring documentation to these hearings to remain clear and correct during testimony.  

Testifying during a court hearing may provoke anxiety.  With practice and experience, speaking in court will become easier.  Advocates have several opportunities to become comfortable with the court process. 
V.  CASA Support

Media Communication

CASA advocates are encouraged to speak about the program in general throughout the community.  There may be occasions when advocates will be asked to speak to a community organization on behalf of CASA.   The advocate should coordinate any speaking engagements with the Executive Director, Program Director, or Volunteer Coordinator.  Staff is willing to assist the volunteer with written materials as well as help with the presentation. 

To honor confidentiality guidelines, CASA advocates are required to refrain from speaking with the media on behalf of CASA regarding specific cases.

All press releases are released by the Executive Director.

Fundraising

The Board of Directors has a coordinated plan for fundraising for the organization.  Any ideas that advocates may have to assist with fundraising are appreciated. Advocates should coordinate fundraising activities with the Board of Directors and the Executive Director.  This avoids duplication of effort and the possibility of more than one CASA representative approaching the same person or corporation for funding. 

Notification

CASA advocates are notified via phone or e-mail by the Program Assistant of all Foster Care Review Board meetings and permanency planning hearings.  The CASA advocate is expected to keep up with upcoming hearings, meetings, etc. concerning the case if the next court date is announced in court or scheduled at the time of the current meeting.  The CASA advocate is responsible for contacting the Advocate Supervisor if there is a question about a date of an upcoming hearing or meeting.  

Advocate Safety

It is important that advocates take safety precautions.  It is always preferable to feel comfortable during the meetings with the child/ren and their family than to feel anxious about personal safety.  

It is recommended that advocates drive by the home of the child/ren before making a home visit, to be aware of activity in the neighborhood at the expected appointment time. This would include checking the proximity of available parking, correctness of the directions and the number of people around the entrance to the home.
Advocates shall report to their Advocate Supervisor if the situation does not feel safe.  Members of the CASA program staff are available to accompany the advocate on his or her home visit.

Reimbursement of Expenses

In extraordinary circumstances advocates may be reimbursed for mileage expenses incurred for out-of-town travel.  These expenses must be pre-approved by the Program Director and documented on the CASA Travel and Expenses Claim Form.  Payment will be figured in accordance with State Travel Regulations.

Advocates may also be reimbursed for expenses incurred making case-related long distance phone calls.  These calls must be pre-approved by the Program Director and documented by a copy of their phone bill.  These calls may also be made from the CASA office free of charge.

Importance of Support Network

Decisions that advocates, along with the court, are involved in making are, sometimes, of a life and death nature.  As most individuals drawn to advocate for CASA deeply care about the lives of children in the community, this involvement in the life of a child can be emotionally taxing.  Remaining healthy and strong is an important goal of the CASA advocate, as only then can he or she best advocate for the child/ren.

CASA advocates should be prepared to feel some stress and possibly discouragement as they work their case.  It is easy to feel discouraged when spending time with a child and his or her family in their time of distress.  It is hard to witness the sometimes slow-moving court processes.  It is almost unbearable to watch a child treated with injustice. 

CASA staff understands these emotions.  It is important to discuss cases with Advocate Supervisors.  Advocate Supervisors, the Volunteer Coordinator, and the Program Director are all ready and willing to listen quietly or give advice to advocates.  It is through the support system of the CASA staff that stressful situations and discouraging moments in the life of a case can be managed and overcome.

It is valuable for the advocate to remember that the impact on the life of a child may be achieved through small positive steps in the right direction.

VI. Legal Issues

Role of the CASA

In the event that social workers, family members or court staff asks a CASA advocate to go beyond the traditional role of a CASA to provide services to the child, advocates shall discuss all of these requests with their Advocate Supervisor.
CASA advocates are not to provide direct service delivery to any party involved in their case that could lead to a conflict of interest, liability, or cause a child or family to become dependent on the CASA advocate for services that should be provided by other agencies or organizations.  The role of the CASA advocate is outlined in the Davidson County CASA Advocate Job Description.  Good judgment, common sense, and strict adherence to CASA policies should dictate the relationships and interactions with parties involved in a case. 

Examples of inappropriate advocate practices are:
· Taking a child into a CASA advocate’s home
· Giving legal advice or therapeutic counseling to anyone in the case

· Making placement arrangements for the child/ren as CASA is not a licensed child placement agency

· Giving money or expensive gifts to the child/ren or family

· Engaging in activities which jeopardize the safety of the child/ren

· Transporting a child without written authorization

· Supervising visits

Reporting of Abuse or Neglect

According to the Tennessee Code Annotated § 37-1-403, CASA advocates must report all suspected incidents of abuse or neglect to the Department of Children’s Services Protective Services.   

(Any person) having knowledge of or called upon to render aid to any child who is suffering from or has sustained any wound, injury, disability, or physical or mental condition which is of such a nature as to reasonably indicate that it has been caused by brutality, abuse or neglect or which on the basis of available information reasonably appears to have been caused by brutality, abuse or neglect shall report such harm immediately... The report shall include, to the extent known by the reporter, the name, address, and age of the child, the name and address of the person responsible for the care of the child, and the facts requiring the report. The report may include any other pertinent information.  
According to the Tennessee Code Annotated 37-1-613, CASA advocates must report all suspected incidents of child sexual abuse to the Department of Children’s Services Protective Services.

(Any person) who knows or has reasonable cause to suspect that a child has been sexually abused shall report such knowledge or suspicion immediately…Any person making a report of child sexual abuse in good faith will be immune from any civil or criminal liability.
The CASA advocate must phone the Department of Children’s Services’ Emergency Abuse Number at 1-877-237-0004.   After making a report to this emergency number, the CASA advocate should report that information to their Advocate Supervisor. 
Transportation

CASA advocates need to spend quality time with the child/ren to truly be able to advocate for the best interests of the child/ren throughout the court process.  Most of the time there is no reason for a CASA advocate to transport the child/ren. However, in some cases it may be necessary to transport the child/ren. Therefore, under certain circumstances, CASA advocates are allowed to transport children.  

In order to transport a child:

· The CASA advocate must have a valid current driver’s license, a safe driving record, and adequate personal automobile insurance. A copy of proof of insurance must be on file in CASA office.

· The CASA advocate must have permission from their Advocate Supervisor.

· The CASA advocate must have prior written permission of the child/ren’s guardian or custodial agency.  

· The CASA advocate must be knowledgeable of the potential risk of liability.  

· The CASA advocate must choose to accept the responsibility.  
Confidentiality

CASA advocates are responsible for maintaining strict confidentiality of all information to which they are exposed while serving as an advocate.

The Tennessee Code Annotated Statute § 37-2-408 addresses the confidentiality of plans and records of children placed in the care or custody of the Department of Children’s Services.  

All records, reports, permanency plans, reviews, and reports of the foster care review boards or any material prepared in connection with the planning, placement, or care of a child in the care or custody of the Department of Children’s Services or in foster care with any agency or person pursuant in this part, shall be confidential and shall not be a public record and shall be disclosed only for the purposes directly related to the administration of this part, or as permitted (in other statute provisions), or as otherwise determined by the Department of Children’s Services to be  reasonably necessary or reasonably required and as directly related to the provision of any services needed by the child.

Any information pertaining to the individual families or children that the CASA advocate receives in the discharge of his or her duties is strictly confidential.  Advocates must receive permission from the Program Director to discuss the case with anyone except for the following:

· Davidson County CASA Advocate Supervisor, Program Director, or Volunteer Coordinator.

· The state’s attorney assigned to the case.

· The guardian ad litem.

· The Department of Children’s Services representative on the case.

· Probation officer assigned to the case.

· All parties to the case.

Discussion of the case with others, even if the family name and other identifying information are omitted, is strictly forbidden. Sharing confidential information with outsiders is damaging to child/ren and their families. Violation of confidentiality can result in the discrediting of CASA and may be cause for dismissal.  

Ex Parte Communication

Ex parte communication, or discussion of the case with the judge or referee without all parties present, is not allowed.  It is the responsibility of the CASA advocate to enforce this rule in his or her interactions with the judge or referee.  
Conflict of Interest

Advocates must be free of personal and professional ties, which might compromise their objectivity in regard to the program.   Advocates are prohibited from having direct or indirect financial interest in the assets, leases, business transactions and professional services of the program.  Advocates may not be employed in a position and/or agency that might result in a conflict of interest.
Advocates who are involved in business transactions or current professional services that are related to the CASA program in any way or that may be considered a conflict of interest are required to disclose this relationship.   
An advocate who is a named party involved in a Juvenile Court proceeding may not accept a case until that case has been closed.  If the advocate is already involved in a CASA case and becomes a named party in a Juvenile Court proceeding, the advocate is to report this immediately to the CASA Program Director or Volunteer Coordinator.  This may constitute a conflict of interest and the advocate may be taken off of the CASA case until their own Juvenile Court proceeding is closed.  An advocate who is related to, or who knows any parties involved in a case assigned to him or her must notify their Advocate Supervisor immediately, and will be re-assigned to a new case.
Immunity  From  Liability

The Tennessee Code Annotated § 37-1-149 addresses the issue of immunity from liability.

Any guardian ad litem or special advocate so appointed by the court shall be presumed to be acting in good faith and in so doing shall be immune from any liability that might otherwise be incurred while acting within the scope of such appointment.  

VII.  Standards 

Professional Attire

Professional attire is required by all CASA advocates when conducting CASA business.  This would include but not be limited to:

· All court room appearances;

· Meetings with judges and other court personnel; and

· When representing the CASA program at conferences and 
  seminars.
Professional attire for women is generally regarded as business suits, dresses, dress pants, or dress skirts.   Professional attire for men is considered to be a suit and tie, or sport coat, dress slacks and dress shirt. 
CASA adopts the policy of the Davidson County Juvenile Court in regard to body piercing and tattoos.  CASA advocates should keep body piercing (other than the ear) and tattoos covered.

Substance Abuse

The sale, purchase, transfer, use or possession of any form of alcohol or other controlled substances by an advocate while on CASA premises or while conducting CASA business is prohibited.  Possession shall include, but not be limited to concealment or storage in a locker, bag, automobile or other place accessible to the advocate or when the advocate is conducting CASA business.

CASA advocates shall not perform CASA duties while under the influence of alcohol, non-prescription drugs, or other controlled substances.  These include the inappropriate use of prescription or over-the-counter drugs or medications, including exceeding the prescribed or directed dosages.

If the advocate’s job performance, working relationship with peers, or general behavior at work is affected by alcohol or drug-related problems, the advocate will be subject to discipline up to and including dismissal.  

VIII.  Grievance Policy

Grievance Procedures
In order to deal effectively with complaints from individuals and/or organizations regarding the services provided by the CASA program, staff, advocates, and board members shall follow the following grievance procedures:

Advocates
If a complaint is lodged against a CASA advocate it will be managed in the following manner:

1) The advocate’s immediate supervisor shall be notified.

2) The matter shall be reviewed and resolved by the immediate supervisor and the Program Director, or the Executive Director if the matter involves the Program Director.  Such review shall include contact with the complainant and the advocate who is the subject of the complaint.

Program Staff

If a complaint is lodged against a CASA employee, other than the Executive Director, it shall be dealt with in the following manner:

1) The Executive Director shall be notified.

2) The matter shall be reviewed by the Executive Director and the Program Director and shall include contact with the complainant and the staff member who is the subject of the complaint. 

Executive Director

If a complaint is lodged against the Executive Director it shall be directed to the Board of Directors and shall be resolved by the Executive Committee.   

IX.  Completion of Service to CASA

Case Completion

All case files must be returned to the CASA office upon the closing of a case.  The advocate’s file will be combined with the Advocate Supervisor’s file and any duplicate information will be destroyed.  The closed file will be maintained by CASA.
Length of Commitment

Many of the children with whom advocates spend time are in need of stability during a time in their lives of great instability. Advocates are encouraged to remain with the child/ren and their family until the case is closed.  Because of the longevity of some cases, advocates are asked to commit a minimum of two years or the length of their case (whichever is more) to the child/ren.  
 Respite Time

There are times when a CASA advocate may need as little as two weeks or as much as 6 months of time away from active involvement with CASA as an advocate.  CASA advocates are asked to make arrangements with the Volunteer Coordinator or Program Director regarding time away from active involvement with CASA.  A leave of over 6 months will result in the advocate being dropped from active volunteer status unless approved by the Program Director or Volunteer Coordinator.   
Resignation

CASA advocates shall contact their Advocate Supervisor, the Volunteer Coordinator, or the Program Director upon making the decision to resign from service. 

Disciplinary Action/Dismissal
Because of the need to protect the child/ren and their family, as well as protect the dignity and reputation of the CASA program, there are guidelines for disciplinary action/dismissal of advocates. The Executive Director, Program Director and Volunteer Coordinator have the right to perform disciplinary action and/or dismiss an advocate at any time; however, appropriate grounds for disciplinary action/dismissal may include but are not limited to:

· The CASA advocate takes action without program or court approval which endangers the child or is outside the role or powers of the CASA program.

· The CASA advocate engages in ex parte communication, or discussion of the case with the judge or referee without all the parties present, with the court.

· The CASA advocate violates a program policy, court rule or law.

· The CASA advocate fails to complete required training.

· The CASA advocate fails to demonstrate an ability to effectively carry out assigned duties; such as failing to appear at a court hearing without prior approval.

· The CASA advocate breaches confidentiality.

· The CASA advocate falsifies his/her application or misrepresents facts during the screening process.

· The CASA advocate fails to notify the Program Director or Volunteer Coordinator of any changes to his or her criminal history record check, child protective services central registry check, or motor vehicle record check.

· The CASA advocate is accused of child abuse or neglect.


· A conflict of interest arises which cannot be resolved.
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