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1. VOLUNTEER RECRUITMENT 
 
The CASA program is committed to providing appropriate and effective advocacy services for 
children while maintaining child safety and program integrity.  Our goal is to:   

A. To maximize the safety of the children served by assigning only volunteers who, to the best of our 
ability to determine, have no recorded history of crimes against or involving children, or crime 
which threaten the safety or well-being of children, and possess the emotional stability and 
appropriate motivations necessary for involvement in the program; 
 
B. To maximize the effectiveness of the advocacy services provided by assigning only volunteers who, 
throughout the course of the screening and training process, demonstrate, to the best of our ability 
to determine, that they have the time, ability and willingness to effectively, objectively and 
appropriately advocate on behalf of the best interests of a child, and; 
 
C. To minimize the risk of liability to the program so as to ensure its integrity and the continuation of 
services to children by Anne Arundel County CASA, Inc. 
 
CASA volunteers are ordinary citizens from throughout the county. They are actively recruited from 
all racial and ethnic groups and varying socio-economic levels that include men and women of all 
ages to achieve a diverse volunteer pool.  Volunteers are sought who have a strong commitment to 
children and a desire to work within the legal system and in accordance with the rules and 
regulations of CASA.  Key characteristics that must be present in a CASA are objectivity, 
competence, sensitivity and commitment. 
 
2. VOLUNTEER SCREENING AND TRAINING 
 
CASA employs an extensive, multi-step evaluative process that each prospective volunteer must 
successfully complete prior to acceptance into the program:  
 
A.   Application.  Potential volunteers submit an application, which provides identifying, 
personal and professional information.  Each applicant is required to supply the names and 
addresses of three references, including one professional and one non-friend. Applications may be 
sent in via postal mail or electronically.  Upon receipt of the application, reference inquiries are sent 
out and the applicant is contacted.  A preliminary telephone interview is conducted to assess the 
candidate’s knowledge and understanding of the nature of this commitment.  If both parties agree 
that this is an appropriate volunteer experience, than an initial face-to- face interview is scheduled.   
 
B. Initial Interview.  The applicant participates in a structured interview with a staff member in 
order to assess their viability as a candidate.  Detailed information about the program, and the roles 
and responsibilities of the CASA are also provided.  Once the interview is completed, the applicant’s 
information is discussed among the case supervisors, and offers to attend the training are extended 
to appropriate candidates.  If an individual is determined to not be a good fit for the program, that 
person is contacted by the training coordinator and alternate volunteer opportunities are discussed. 
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C.   Training.  Applicants participate in a comprehensive training program that includes thirty- 
five (35) hours classroom instruction, role playing, independent study, homework and court 
observation. The Curriculum is based on National CASA materials, which is implemented by 
specially trained program staff.  Topics include an explanation of CASA history, roles and 
responsibilities and assignment process, cultural awareness and competence, child welfare and 
protective services systems, issues of abuse and neglect, permanency planning for children in care, 
advocacy skills, juvenile court process and court report writing, understanding families and children, 
communication and information gathering skills.  Screening continues throughout the training 
experience. If, at any point during the training program, either the applicant or staff develops 
concerns, a meeting will be conducted so as to assess whether or not this program is a good fit for 
the applicant.  
 
D. Background Review.  Applicants are screened for past incidence of child abuse or neglect as 
well as any other criminal behavior, through the Federal, State and Local databases, the National Sex 
Offender Database, and the Maryland Department of Social Services Child Abuse Registry.  
Applicants who have lived in Maryland less than five years will also have their information 
submitted to the child abuse registry in the state in which they previously resided. Social security 
numbers will also be verified. 
 
The background review must demonstrate that the applicant has not been convicted nor is currently 
charged for the commission or attempt to commit:  murder, child abuse, rape, child pornography, 
child abduction, kidnapping of a child, or a sexual offense as defined under Article 27, Annotated 
Code of Maryland, Sections 464, 464A, 464B and 464C, or any equivalent offense.  Applicants must 
also pass a driving record check conducted by the Motor Vehicle Administration. 
 
Education and employment history may also be verified.  Any discrepancies or abnormalities 
revealed in the background review will be staffed by the training coordinator and the Executive 
Director, to assess any potential impact on the status of the candidate’s application. 
 
E. Final Interview.  After successfully completing pre-service training and background reviews, 
CASA volunteers participate in a closing interview conducted by CASA staff.  At that time, aspects 
of the training program will be reviewed for understanding. Additionally, the applicant’s 
appropriateness for and commitment to the CASA role is reassessed. Upon acceptance, applicants 
are sworn in by a Circuit Court judge at a Swearing-In Ceremony followed by a brief reception.  Family 
and friends are welcomed as well as various local attorneys, Masters, current CASA’s, board 
members, staff & community guests. 
 
F. Maintenance of Volunteer Records.  All documentation pertaining to the volunteers 
application, references, interviews, background investigations and training are placed in a volunteers 
file.  That file will also contain any subsequent correspondence, as well as the volunteer’s annual 
performance review.  Examination of this file by the volunteer may occur upon written request to 
the Executive Director. Volunteers may submit additional information to the file in writing to the 
Executive Director.  
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3. CASE ASSIGNMENT  
 
The CASA program works as a team with staff members of Legal Aid, DSS and the Courts, in order 
to identify appropriate referrals to facilitate the utilization of CASA volunteers. Any legal party to 
the proceedings may request a CASA assignment through the Judge or Master. The CASA program 
accepts “Orders Appointing Child Advocate” from the Circuit Court on behalf of children who are 
the subject of Child In Need of Assistance (CINA) petitions. At the discretion of the staff, 
volunteers are matched with individual children, based on their similar backgrounds, sensitivity to 
the needs of the child and the special skills, abilities and interests of the CASA volunteer.   
Volunteers will be notified as soon as an appropriate case becomes available. 
 
Volunteers must commit to a minimum service term of one year or one case that might extend 
beyond one year.  The volunteer may not be related to any parties involved in the case, employed in 
any position that might result in a conflict of interest with Anne Arundel County CASA, Inc., nor 
have direct or indirect financial interest in the program. Notices of Assignment are sent to the Court 
and related parties once a CASA volunteer has received her/his case assignment. 
 
4. CONFIDENTIALITY 
 
Upon the volunteer’s appointment to a child’s case, a Court order will be issued, which will permit 
the volunteer to access confidential information about the assigned child.  Specifically, the Court 
order permits CASAs to review and obtain copies of the child's Court file, educational and medical 
records, social summary psychiatric/psychological evaluations or other records that are deemed 
necessary or relevant to the child's case.  
 
All CASA volunteers, as well as candidates in training, must agree and take an oath that they, “shall 
maintain any information received from any source about a child/family as confidential and will not 
disclose the same, except in reports to the Court and to parties in the child's case.” Very simply, all 
case information is to be kept strictly confidential.  It may be shared only with the Court, the Anne 
Arundel County CASA staff, and the parties involved in the child’s case.  (For example, teachers and 
therapists are not legal parties in CINA proceedings).  If uncertainty exists about who “the parties” 
include, ask the Anne Arundel County CASA staff before imparting any information.  
 
The role of the CASA volunteer is to gather information for the Court, not to give information.  It 
is the Department of Social Services’ staff who may decide what information may be disclosed to 
other persons involved with child abuse and neglect cases, not a CASA’s.  Information such as the 
location of foster homes, the initial reporting source, and similar details of a child’s case should 
never be disclosed by the CASA. 
 
A CASA volunteer may not involve their family members, friends, co-workers or neighbors in their 
experiences as a CASA volunteer.  Only Anne Arundel County CASA staff and volunteers may be 
utilized for support and guidance in one's volunteer experience. Maintaining this policy protects the 
child and his/her family, the CASA volunteer, and all CASA programs across the country. 
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SOCIAL MEDIA POLICY (ADHERE TO CONFIDENTIALITY POLICY) 
 
Anne Arundel County CASA, Inc. volunteers 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 Anne Arundel County CASA, Inc. or 
any name meant to refer to the organization. Volunteers found to be in violation of this policy may 
be sanctioned at the discretion of the Anne Arundel County CASA, Inc. Executive Director.  
 
This policy includes public postings to any electronic media including, but not limited to intranet 
and internet forums, blogs, web logs, photoblogs, 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 Anne Arundel County CASA, Inc. laws, 
statutes, rules, and regulations. Also prohibited are prejudiced or discriminatory statements against 
any individuals, businesses, government agencies or groups. Volunteers within the Anne Arundel 
County CASA, Inc. 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 Anne Arundel County CASA, Inc. 
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 Anne Arundel 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 Anne Arundel 
County CASA, Inc. Program.  
 
MEDIA ACCESS (ADHERE TO CONFIDENTIALITY POLICY) 
 
Any media requests for information should be directed to the Executive Director, who will ensure 
that information originating from Anne Arundel County CASA is accurate, complete, and reflects 
the official position of the agency. 
 
Requests for interviews 
 
All interviews of Anne Arundel County CASA staff and volunteers by any form of media, whether 
by phone, email or in person require advance authorization from the Executive Director.  
Information disclosed during an interview is limited to discussion about the general role of a CASA 
volunteer.  Information specific to a case can not be disclosed without the written consent of the 
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child’s legal guardian, which is normally the parent or the Department of Social Services (DSS). 
 
 
 
Letters to the editor 
 
Letters to the editor may be submitted by volunteers as a concerned citizen voicing an individual 
viewpoint.  Any letters where the media might assume that the individual is reflecting the views of 
the organization is prohibited unless approved in advance by the Executive Director. 
 
5. CASE SUPERVISION  
 
The Case Supervisor and CASA volunteer will meet at a minimum of every four to six weeks for 
case consultation to include discussion of case progress, planning, and support.  The Case 
Supervisor is also available by phone and email should the CASA volunteer require information or 
need to report emergencies or circumstances related to the child and other parties. Given the 
complexity of the child welfare and court systems and issues facing children and families, 
supervisory contacts are often a means of providing additional individual training to the CASA. 
Documentation of these contacts will be maintained in the child’s file by the Case Supervisor.   
 
6.         ABUSE REPORTING 
 
If a volunteer suspects that a child has experienced additional abuse or neglect, please follow the 
following procedure: 
 
A. Call the Case Supervisor to discuss the incident of suspected abuse or neglect. 

B. Call the 24 hour Child Protective Service (CPS) abuse and neglect reporting hotline in the 
county in which the incident occurred, even if unable to reach your supervisor. 

C. The person taking the call will ask for an address to which to send a confirmation letter.  
Provide them with the CASA office address: 

Anne Arundel County CASA, Inc. 
8 Church Circle, #H-103 

Annapolis, MD 21401 
 
D. As a courtesy, call the DSS Caseworker assigned to the child’s case to make them aware of 
the incident and that a CPS call was placed. 

E. Write up a brief description of the incident along with the date and time that the CPS report 
was called in and forward to your Case Supervisor. 

Remember that it is not the volunteer’s responsibility to assess the validity of the complaint, only to 
report it.  It the responsibility of DSS to make that determination! 

7. COURT REPORT WRITING 
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Writing a court report is a process, sometimes requiring several drafts.  The Case Supervisor will 
inform the CASA of the due date of the first draft of the report – usually three to four weeks before 
the hearing date.  The Case Supervisor will review the draft reports written by the CASA, and will 
make suggestions, ask questions, and raise concerns that might require additional investigation by 
the CASA.  An attempt is made to maintain the uniqueness of each CASA’s report within a 
systematic report framework.  Judges and Masters in Chancery expect in the report documentation 
of the CASA volunteer’s contacts with the child, other parties and significant others; objective, 
factual background information; and recommendations that emanate from reported information. 
Case Supervisors will not alter information or recommendations included in court reports without 
the knowledge of and consultation/agreement with the CASA volunteer.  Court reports will be 
distributed to all parties by the Case Supervisor seven days prior to the hearing. 
 
8. WRITTEN COMMUNICATION  
 
On-going communication with case related parties and team members is one of the primary 
methods the CASA volunteer uses in gathering information and in providing child advocacy.  While 
it is not the role of the CASA volunteer to give out information, it can be helpful at times to 
communicate with parties and team members through memos or letters.   
 
The CASA’s Case Supervisor shall first review any such form of correspondence from a CASA 
volunteer to any party or team member.  All such written correspondence will be placed on CASA 
letterhead and appropriately disseminated to all required parties and others as necessary.  
 
Birthday cards to children are exempted from this policy, as is email correspondence. Any questions 
regarding other correspondence to children should be directed to the CASA Case Supervisor.  
 
Maintaining this policy protects the CASA volunteer, as well as the CASA program, and ensures 
consistency in the provision of service. 
  
9. ANNUAL VOLUNTEER FEEDBACK 
 
Case supervisors will meet annually with the volunteer to provide feedback pertaining to the CASA’s 
strengths and weaknesses related to their performance of the CASA role.  Feedback will also be 
solicited from the volunteer regarding program improvements. 
 
10. CONFLICTS 
 
Should any conflicts occur between the Case Supervisor and CASA volunteer regarding the handling 
of a case or the content of a report, including recommendations made in the report, every attempt 
should be made by the supervisor and volunteer to resolve the disagreement through respectful 
discussion and active listening.  
 
If the issue has not been resolved, the CASA and Case Supervisor should together develop a plan of 
action that might include, 
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 further gathering of case information by the CASA,  

 review of pertinent reference material, including but not limited to the program’s mission, 
policies, procedures, CASA job description and other applicable topics covered in volunteer training. 

 
If an issue still remains between the supervisor and volunteer, a team meeting will be held within 
one week.  Participants will include the CASA volunteer, Case Supervisor, and Executive Director.  
A consensus decision is the preferred outcome. 
 
11. RECORDS MANAGEMENT 
 
Volunteers shall maintain complete records about a case, including contact information, Court 
documents, interviews, meeting notes, assessments, evaluations, correspondence and any additional 
information that may be gathered about the child. 
 
This record remains the property of Anne Arundel County CASA, Inc. and must be returned to the 
Case Supervisor within 14 days of the volunteer’s termination from the case.  Records are 
maintained by the agency for seven years and until the child turns 21 years old.  
 
12. CASE CLOSURE 
 
The program closes a case when the CINA order is terminated by the court.  The program may 
request that the Court rescind the CASA order, if the volunteer and staff believe that the child is in a 
safe, stable permanent home. 
 
In some instances, a volunteer is unable to fulfill their obligation to the child.   Such cases will be re-
assigned to another volunteer. 
 
Upon closure of the case: 
 

 The volunteer will participate in a final meeting with their supervisor to discuss the 
volunteer’s impressions of the case and discuss any necessary next steps. 

 The volunteer will provide a case summary detailing any information pertinent to the case 
that is not currently located in the record. 

 The volunteer will meet one last time with their CASA child in order to provide closure. 

 All written documentation will be returned to the Case Supervisor. 

 All electronic files are to be deleted from personal computers and the recycle bin is to be 
emptied. 

13. CONTINUING EDUCATION 
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Volunteers are expected to participate in twelve hours of continuing education on a yearly basis, the 
year running from July 1 to June 30.  CASA offers two hours of training per month, in which 
volunteers are encouraged to participate in order to meet this requirement. Participation in outside 
seminars and conferences also count.  Volunteers can discuss with their supervisor additional ways 
to meet this requirement, if volunteers are out of compliance. 
 
 
14. TRANSPORTATION  
 
The Anne Arundel County CASA, Inc. Board of Directors recognizes that the potential for personal 
liability of Anne Arundel County CASA volunteers should be reduced to a minimum, and that no 
volunteer is required to provide transportation as a part of his or her volunteer activities, but rather 
try to meet the child’s needs by advocating for the necessary transportation with the appropriate 
involved agencies. 
 
Therefore, no Anne Arundel County CASA volunteer is required to provide transportation as a part 
of his or her volunteer activities.  Further, Anne Arundel County CASA volunteers should explore 
all viable alternatives (such as family members, neighbors, bus tokens or cab fare) prior to agreeing 
to provide transportation.   

Anne Arundel County CASA volunteers who are contemplating providing transportation to a client 
are urged to first check with their insurance carrier to ensure that such activity will be covered under their 
existing policy of automobile insurance.  Our program carries General Liability, Professional 
Liability, and Hired/Non-Owned Auto Liability insurance.  This insurance provides limited 
coverage for CASA volunteers and staff when they are working within their official role.  A copy of 
the insurance policy can be provided upon request.  It is essential that the volunteer carry motor 
vehicle insurance. 

If the volunteer decides to provide transportation to a client with his or her role as an advocate for 
that child, the Anne Arundel County CASA volunteer may do so, provided the volunteer first: 
 

 Has the permission of the juvenile’s primary caregiver and one legal guardian (DSS 
caseworker). 

 Signs CASA’s statement of commitment where indicated, acknowledging that the 
volunteer has no immunity from claims while transporting a client and that the volunteer has 
received a copy of this policy. 

 Provides Anne Arundel County CASA, Inc. with a copy of his or her current declaration 
page from the volunteer’s insurance policy, a certificate of insurance, or other form of evidence 
satisfactory to Anne Arundel County CASA, Inc. that the volunteer has automobile insurance in 
effect and submits this documentation on an annual basis. 

 Provides Anne Arundel County CASA with a copy of his or her valid driver’s license and a 
signed consent for CASA to obtain the volunteer’s driving record. 
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 Notifies the volunteer’s Case Supervisor at CASA about his or her decision to transport a 
juvenile client. 

 Ensures compliance with all Maryland laws, including child passenger safety laws. 

 
 
 
15. PERSONAL REFERENCES 
 
Personal references, either verbal or written, will be provided within five business days, upon receipt 
of a written request by the volunteer.  The reference will include the dates of the volunteer’s service 
and a description of the volunteer’s responsibilities. 
 
In the event the volunteer transfers to another CASA program, information will be provided to the 
other program once the volunteer provides this agency with a written consent to release 
information.  Information released will include, the content of the training, swearing in date, a 
description of the volunteer’s responsibilities, and the number and duration of cases assigned to the 
volunteer. 
 
16. VOLUNTEER TERMINATION  
 
A CASA volunteer shall not become inappropriately involved in a CASA assignment in a manner 
that could lead to a conflict of interest and/or liability problems.  A CASA volunteer shall not be 
related to any parties involved in the case, be employed in a position or an agency that might result 
in a conflict of interest, nor have direct or indirect financial interest in the program.  Any potential 
conflicts of interest situations should be immediately brought to the attention of the Executive 
Director for consideration.  
 
The CASA volunteer serves at the discretion of the Executive Director. Examples of inappropriate 
volunteer practices that could affect the tenure of the volunteer include, but are not limited to, the 
following: 
 
A. Taking a child to the volunteer's home. 
 
B. Communicating with a CASA child in the presence of the volunteer's family members, 
friends, and acquaintances. 
 
C. Discussing a child's case with anyone besides approved parties, CASA staff, or other CASA 
volunteers. 
 
D. Initiating an ex-parte communication about the child’s case with the court. 
 
E. Giving legal advice or therapeutic counseling. 
 
F. Giving money or expensive gifts to the child or family. 
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G. Making placement arrangements for a child without permission and approval from the court 
or the Department of Social Services. 
 
H. Taking action without CASA program, Department of Social Services or court approval that 
endangers the child or is outside the role of the program. 
 
I. Violating a program policy, court rule, or law. 
 
J. Failing to demonstrate an ability to effectively carry out assigned duties and  responsibilities. 
 
K. Taking a child from a home/shelter or off an authorized premise without the permission of 
the parent/family/caretaker, foster parent, group home or residential facility administrator. 
 
L. Failing to report the child's whereabouts to the proper authorities in case of an emergency. 
 
M. Failing to report allegations of child abuse or neglect concerning the CASA child to the Case 
Supervisor and to the Department of Social Services or the police. 
 
N. Transporting a CASA child in an uninsured vehicle; or in a manner that is not in compliance 
with Maryland child passenger restraint laws.  
 
O. Failing at anytime to notify Anne Arundel County CASA, Inc. of any Motor Vehicle 
Administration speeding or DWI traffic violations. 
 
P.  Failing to notify Anne Arundel County CASA, Inc. of any convictions, pending or 
threatened charges against the volunteer, regarding any criminal offense, including but not limited 
to: manufacturing, distributing, or dispensing a controlled dangerous substance; the possession with 
intent to manufacture, distribute or dispense a controlled dangerous substance; child abuse; child 
neglect; murder; rape; child pornography; child abduction; kidnapping; any sexual offense; or any 
charge that poses a threat to the safety and/or well-being of a child, indicates poor judgment and/or 
threatens the program’s credibility.  
 
Q. Willfully providing false or misleading information on the application or during the 
screening process.     
 
17. RETURNING VOLUNTEERS 
 
Volunteers who have not held a case in the last 12 months will be required to submit to a complete 
background screening.  In addition, returning volunteers will re-sign a “statement of commitment” 
and participate in re-training as determined as necessary by the Program Manager. 
 
18. TRANSFERRING VOLUNTEERS 
 
Volunteers wishing to transfer from another CASA program to Anne Arundel County CASA, Inc.  
Must complete the application, including three references and submit to a complete background 
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check.  They must also sign a “consent to release information” enabling staff to verify their status 
with the previous CASA program and the extent of the training received.  Training will be provided 
on program specifics, as well as the local Court and Department of Social Services. 
 
Volunteers transferring to another program from Anne Arundel County CASA, Inc. must sign a 
“consent to release information” so that staff can communicate with the other program. 
  

 
 
 
 19. CONCEALED WEAPONS POLICY 

 
Volunteers are prohibited from carrying, possessing, and/or transporting weapons of any kind while 
involved in any CASA related activity. This policy applies to all volunteers, including those 
volunteers who possess a concealed weapons permit or is otherwise allowed by law to possess a 
weapon.  Weapons are defined by Maryland law and include any kind of gun, knife, or blade over 
three inches. 
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JOB DESCRIPTION for Court Appointed Special Advocate Volunteers 
 

PROGRAM MISSION:  To advocate for and support abused and neglected children in the 
court system to ensure their right to safe, stable, permanent homes. 
 
PROGRAM GOALS: 
1. To provide independent factual information to the Circuit Court for Anne Arundel County 

regarding abused and neglected children. 
2. To provide advocacy for abused and neglected children who are the subject of judicial 

proceedings. 
3. To monitor cases involving abused, neglected, and dependent children until the terms of a Court 

Order have been fulfilled. 
4. To educate the community about the state and needs of abused and neglected children in Anne 

Arundel County. 
 
TRAINING & SUPERVISION: Volunteers in the AACCASA program are required to attend 
35 hours of training to include pre-service, court observation and independent study activities.  
Upon completion of pre-service training, acceptance by the Executive Director, and swearing in by 
the Circuit Court, the CASA is eligible for case assignment.  Thereafter, one in-service meeting is 
scheduled every month except December for two hours, for a total of twenty-two (22) hours 
annually.  Attendance at six (6) meetings is required to earn a total of twelve (12) hours annually. 
CASAs will also receive direct supervision and guidance from program staff on an individual basis, 
which is also required. 

 
REQUIRED SKILLS/ABILITIES: 
1. Ability to keep all client and court information confidential. 
2. Ability to communicate effectively both orally and in writing. 
3. Ability to respect and relate to people from various backgrounds (economic, cultural, 

educational) in a variety of settings. 
4. Ability to transport self to a variety of locations. 
5. Ability to deal with emotional attitudes, including hostility or anger. 
6. Ability to maintain objectivity. 
7. Ability to gather and accurately record factual information. 
8. Utilize a basic understanding of child development. 
9. Utilize a basic understanding of family relationships. 
10. Applicant must be 21 years of age or older. 
 
JOB RESPONSIBILITIES: 
1.         Complete an intensive independent study of a child's situation. 

a. Interview the child and relevant adults. 
b. Review appropriate records and reports. 
c. Determine that a permanency plan has been identified. 
d. Observe the child and significant others. 

 
2.  Report findings to the court. 

a. Provide a written report containing factual information and recommendations 
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outlining services and a placement plan that are in the best interests of the child prior  
to court date as determined by the case supervisor. 

b. Testify at court hearings concerning the child when requested. 
c. Participate in pre-hearing conferences concerning the child. 

3. Ensure representation of the child's best interests. 
a. Attend all court hearings and submit written report to the court. 
b. Attend related interagency meetings regarding the child. 
c. Facilitate public and private systems into action related to the child's needs. 

4. Monitor the child in between court hearings. 
 a. As appropriate, spend time with the child and significant adults on a routine basis 

(generally 2-4 times per month). 
b. Monitor that appropriate case planning and remedial, rehabilitative, and support 

services are offered to the child and family in a timely way. 
c. Consult with involved professionals regarding progress of child/family. 
d. Monitor compliance by parties with court order.   
e. Maintain accurate case files, recording all contacts and findings. 
f. Keep the case supervisor informed of all significant activities. 

5. Attend training. 
a. Complete initial, pre-service training sessions (35 hours). 
b. Attend a minimum of six in-service meetings/year, or complete equivalent 

continuing education as approved by Case Supervisor. 
6. Consult regularly with AACCASA staff concerning assigned case. 

a. Develop a case plan every 4-6 weeks. 
b. Discuss preliminary findings. 
c. Review progress in the case. 
d. Review court reports, including recommendations, with the Case Supervisor prior to 

submission to court. 
e. Hand in monthly report. 

 
TIME COMMITMENT: Volunteers are required to commit themselves to the program for 
one year or until the conclusion of their first assignment to a child, which may extend beyond one 
year.  CASA volunteers spend an average of 10 hours per month on their assignment.  
Volunteers are expected to be available for case assignment and to accept cases upon request of the 
Executive Director unless the CASA is already active with a case; a serious conflict in values exists 
relative to the case; the CASA has informed the Executive Director of a pre-planned vacation or 
personal commitment; the CASA cannot participate due to illness; the CASA has requested a 
temporary respite from service.   
 
On the date a case closes and the child is no longer involved in the court system, AACCASA and 
the volunteer are released from any programmatic responsibility to the court and advocacy 
responsibility to the child.  The volunteer is required to return to the AACCASA office all 
confidential records, documents and notes pertaining to the case for shredding.  A volunteer in good 
standing may be assigned to another child’s case upon request. 
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STATEMENT OF COMMITMENT 
 
 
I,        , agree to make a one year commitment to 
Anne Arundel County CASA, Inc. or, preferably, until the case to which I have been assigned is 
completed. 
 
As a Court Appointed Special Advocate (CASA), I acknowledge that I have read, received and 
understand the CASA volunteer job description as well as the program policies and procedures.   I 
agree to all the terms and requirements described therein. 
 
I recognize that that my failure to abide by  the program policies, procedures and requirements 
could result in the revocation of my certification as a Court Appointed Special Advocate (CASA) for 
Anne Arundel County CASA, Inc. 
 
 
 
      ___________________   
Signature      Date 
 
 
 
      ____________________ 
Witness      Date 
 

Anne Arundel County Court Appointed Special Advocates, Inc. 

8 Church Circle   •   Suite H-103     •   Annapolis, MD  21401 

Office (410)267-7877   •   Fax (410)267-9459   •   www.aacasa.org 

 

 

 

 

 

 

http://www.aacasa.org/

