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Preface 
 

This manual provides guidelines for helping a CASA volunteer work their case 

effectively, to follow CASA policies, and to remember CASA’s role in the court 

system. This manual is not intended to replace volunteer training. On the contrary, 

this manual supplements the training all volunteers receive and assumes the user has 

a basic understanding of the CASA program. 

 

CASA volunteers are professionals working alongside other professionals, such as 

attorneys, judges and social workers. CASA has a voice in the court system to ensure 

that every abused and neglected child has the right to a safe, permanent home. 

 

Program Policies 
 

A Court Appointed Special Advocate (CASA) program provides trained community 

volunteers to advocate for the best interests of the children who come into the court 

system primarily as a result of abuse or neglect.  

 

A CASA program has a mission and purpose in keeping with the mission and purpose of 

the National and California CASA Association and abides by the National and California 

CASA Code of Ethics and Standards. A CASA program operates with access to legal 

counsel. The management and operation of a CASA program assures adequate 

supervision of CASA volunteers. A CASA program keeps written records on each 

volunteer applicant and case. The program also maintains management and personnel 

policies and procedures, screening procedures, training curriculum, and relevant data on 

each case and on the operation of the program. A CASA program does not accept 

applicants if they have been convicted of, or have charges pending for, a felony or 

misdemeanor involving a sex offense, child abuse or neglect, or related acts that would 

pose risks to children or the CASA program’s credibility. A CASA program strives to be 

an inclusive organization whose volunteers, staff, and board members reflect the children 

they serve and the community in terms of gender, ethnicity, and cultural and socio-

economic background.  

    

Role of the CASA Volunteer 
 
A CASA volunteer is appointed by the court to advocate for children who come into the 

court system primarily as a result of abuse or neglect. A CASA volunteer advocates for 

the best interests of the child to whom they are assigned. They perform an independent 

investigation and then report back to the judge with their findings through written reports. 

They supplement the role of other professionals involved in the case. They visit with their 

child(ren) on a regular basis. They interview and collaborate with the parents, teachers 
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and social workers. A CASA becomes a consistent support for the child throughout their 

time as a dependent of the court. 

 

 

Qualifications and Abilities of the CASA Volunteer 
 

 To make a minimum 18-month commitment to the program once assigned to a case. 

 To understand and follow all CASA policies. 

 To maintain confidentiality at all times. 

 To respect and relate to people from various backgrounds in a variety of settings. 

 To communicate effectively both orally and in writing. 

 To gather and accurately record factual information. 

 To meet report deadlines and requirements. 

 To be objective, open-minded and flexible. 

 To accept supervision and seek feedback from CASA staff. 

 To maintain professional and collaborative relationships with all community service 

providers. 

 To provide one’s own transportation. 

 To pass a security check including a criminal background check, DMV record check, 

SSN record check, Child Abuse Index Registry check, and four [4] Letters of 

Recommendation.  
 

Responsibilities of the CASA Volunteer 
 

 Maintain consistent weekly contact with assigned CASA child(ren). 

 Maintain consistent monthly (or more often when necessary) contact with CASA 

Supervisor. 

 To attend conferences and/or court hearings regarding CASA child(ren). 

 Provide a monthly record of hours spent on CASA Case to CASA Supervisor (see 

monthly log samples at end of Handbook). 

 Maintain appropriate case notes.  

 Provide CASA Supervisor with court report draft at least three weeks (approx. 21 

days) prior to each hearing. 

 Attend 12 hours of on-going training during the course of a year (see page 6). 

 To always have professional conduct, be respectful, tactful and patient while 

performing your duties as a CASA volunteer, keeping in mind that you are acting 

under the direct authority of the Dependency Court as well as the CASA program. 

 

The CASA Volunteer does not engage in the following activities: 

 Take the child to your home. 

 Give legal advice or therapeutic counseling to youth or family. 

 Be related to any parties involved in a case or employed in a position or agency that 

may result in a conflict of interest. (e.g., foster parent) 

 Make placement arrangements for the child. 
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 All activities prohibited by local dependency and juvenile courts. 

 Include a spouse, significant other, own children in activities with assigned child. 

 Transport the child in a vehicle with anyone other than sworn, driving-approved 

CASA volunteers or CASA staff.  

 Transport a child/youth without required insurance limits.  

 Disclose the confidential placement of a foster youth to anyone other than CASA 

staff, Protective Services Worker or the minor’s attorney.  

 Give money or provide financial support to the child, child’s family or caregiver.  

 

 

Role of the CASA Supervisor 
 
A CASA supervisor is assigned to a volunteer to give guidance and support. A CASA 

supervisor and a volunteer become a team working together to ensure that a child’s best 

interests are being met. CASA supervisors assist volunteers in information gathering, 

court report writing, and are available to the volunteer to discuss questions and concerns 

that may arise. Supervisors also attend court hearings and help edit court reports. A 

CASA volunteer is expected to maintain contact with their case supervisor, at a minimum 

of once a month. CASA volunteers must also submit monthly logs to their case 

supervisor once a month. Failure to maintain contact with your case supervisor is grounds 

for dismissal. 

 

Role of Child Welfare Services 
 

Child Welfare Services’ primary concern is the safety of the child. Child Welfare 

Services is mandated by law to protect children from abuse and neglect. The role of the 

social worker is to investigate abuse allegations, identify service needs, and work with 

families and/or the courts to develop strategies that will enable the family to successfully 

and safely parent their child(ren). 

 

 

 Volunteer Training 
 

Volunteers attend a minimum of a 40-hour Core Training covering areas such as: child 

abuse and neglect, courtroom procedures, court report writing, substance abuse, 

permanency, child development, cultural humility, educational advocacy and other topics 

that involve child welfare. Outside professionals such as social workers, attorneys, 

judges, and others who are actively involved with the child welfare system participate in 

the volunteer training. After volunteers have completed their initial training, they are 

sworn-in by a judge as officers of the court. 
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 Continuing Education 
 

Volunteers are required to attend twelve hours of continuing education throughout the 

calendar year, four hours of which are required classroom instruction provided by either 

SFCASA staff or collaborative external partners conducting training specifically for 

SFCASA volunteers. Calendar year CE requirements for new volunteers in their first year 

of assignment are pro-rated. This training may be obtained in a variety of ways: attending 

SFCASA continuing education classes, attending workshops or classes in the community, 

watching pertinent videos and films, reading applicable books, etc. Books, videos/films 

and resource materials are available both internally and externally to the SFCASA office. 

Volunteers should verify CE eligibility in consultation with SFCASA’s Recruitment and 

Training Specialist.  

 

 

    Training Manuals 
 
CASA provides training manuals to volunteers when they begin volunteer training. They 

offer helpful materials that address issues such as cultural humility, the role of the CASA 

volunteer, substance-abuse information and other valuable information that pertains to at-

risk children. Handouts with additional and pertinent information are also given prior to 

each training class. 

 

 

Case Matching 
 

The San Francisco CASA program has a waitlist of approximately 80 children. The 

majority of these youth are adolescents and many live out of county. 

 

Throughout the seven weeks of training, the Training and Recruitment Specialist may 

elect to meet one on one with volunteer-trainees to discuss concerning issues that may 

have come up and impact the trainee’s fitness for the program. At the end of training all 

trainees will complete a Volunteer Preference Form indicating any preferences they have 

regarding age, gender, ethnicity, and geographical location. However, there is no 

guarantee that these preferences will be met. The more flexible a volunteer is regarding 

preferences, the easier the matching process will be. Volunteers who are rigid or 

extremely specific in their preferences may need to wait an extensive period of time until 

they are matched; further, extensive rigidity may impact the volunteer’s suitability for the 

program. 
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Once a CASA volunteer is sworn in, they are contacted by their Case Supervisor to come 

in and review files. The Case Supervisors contact new CASA volunteers within two 

weeks of being sworn-in. The files selected for a volunteer to read are based on the 

program’s assessment of the volunteer’s particular skills, strengths, challenges and when 

possible the volunteer’s stated preferences. A volunteer will be given anywhere from one 

to four files to read. 

 

After selecting a case the CASA volunteer shall obtain access to the appropriate case 

materials including the court file, the appointment order, the assignment letter, and 

CASA business cards.     
 

CASA Case Files and Notes 
 

The CASA case file is the property of SFCASA. Upon assignment, a copy is made for the 

CASA volunteer. A volunteer must make copies of any new documents and provide them 

to the SFCASA office. This includes all information received by the CASA such as 

school and medical records.  

 

Volunteer case files and notes (physical and electronic) are the property of SFCASA. 

They contain confidential information about the children assigned to our program. When 

a case is closed, whether due to resignation, termination or a permanent situation for the 

child, the physical file and all volunteer case notes must be returned to the CASA office 

and all electronic records deleted from the volunteer’s possession as soon as possible.  

 

    

Ending a Case 
 

When a case is closed the advocate will be evaluated and given an opportunity to give 

feed-back to the program. Prior to taking another case, volunteers are encouraged to give 

themselves time to transition, as well as to assess their training needs. The volunteer must 

return all case files to the office. 

 

Volunteer Termination Policy 
 

All sworn-in volunteers of the San Francisco CASA Program (hereafter SFCASA) have 

signed the Volunteer Agreement. By signing the Volunteer Agreement the volunteer 

indicates their adherence to SFCASA’s rules governing its volunteers. Failure to follow 

the policies outlined in the Volunteer Agreement are in direct violation of the program’s 

minimum requirements of its volunteers; violation of any one of which is cause for 

termination from the SFCASA program. Such violations by volunteers also put SFCASA 

at risk. SFCASA’s policy regarding volunteer termination is as follows: 
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 Failure to follow any of the policies outlined in the Volunteer Agreement 

will result in a written warning from either the Case Supervisor of record, 

Case Supervision Manager and/or Program Director. The volunteer will be 

reminded specifically of the policy and re-instructed in how to meet the 

specified minimum standard. Should the volunteer continue to fail to meet 

the specified minimum standard and following a written warning, the 

volunteer may be terminated from SFCASA. 

 

 Certain violations may result in the immediate termination of the 

volunteer from SFCASA, including, but not limited to: criminal activities; 

transporting a CASA youth without a valid driver’s license, proof of 

insurance and/or use of appropriate child safety restraints as determined by 

the child’s age, size and developmental needs; consuming alcohol and/or 

smoking/being under the influence of substances in the presence of CASA 

youth and/or support team; existence of child abuse or neglect allegations 

against the volunteer; and, failure to maintain confidentiality and/or 

professionalism in communication and presentation when representing 

SFCASA.  

 

 The volunteer will be provided with a letter identifying the reason(s) for 

their dismissal from SFCASA.  

 

 Volunteers wishing to contest any disciplinary action, whether a written 

warning or termination, may do so by requesting an in-person meeting at 

the SFCASA office with their assigned Case Supervisor together with the 

Case Supervision Manager and/or Program Director. If following this 

meeting the volunteer seeks further recourse, they may file a grievance 

with the Executive Director per SFCASA’s Grievance Policy.  

 

 At the time of termination the volunteer will promptly return all case 

materials (please note these are the property of SFCASA) to the SFCASA 

office. An order of removal will be filed with the Court and all parties, in 

addition to the CASA volunteer, will be notified of the volunteer’s 

removal from the case.  

     

Resigning from CASA 
 

If not involved with a case, a volunteer may notify the SFCASA office of resignation in 

writing or on the telephone. If active on a case, the volunteer must call the CASA 

Supervisor to discuss the resignation, develop a transition plan, relinquish the case file 

and all case information and documentation, and cease all contact with parties on the 

case. The case file must be returned prior to separation from the organization.  
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Grievance Process 
 

Every effort should be made to solve problems cooperatively and informally before 

presenting them as a formal grievance. We encourage anyone to contact the San 

Francisco CASA office and ask to speak with the Program Director (or authorized to 

speak on their behalf) to discuss any concerns. Should informal efforts fail, the following 

policy is set forth in order to provide an outlet for complaints and a systematic means to 

resolve grievances.  

 

If the grievance concerns a CASA volunteer or staff member please send a letter, along 

with supporting documents to:  

SFCASA Executive Director, 2535 Mission Street, San Francisco, CA 94110 

 

If the grievance pertains to the Executive Director, please send a letter, along with 

supporting documents to:  

SFCASA Board President, 2535 Mission Street, San Francisco, CA 94110  

 

 

Statements to the Public 
 
The official spokesperson for the SFCASA organization shall, at all times, be the 

Executive Director or the President of the Board. All inquiries on cases assigned to the 

CASA office are referred to the Executive Director. All inquiries from the public, the 

court, or community organizations and agencies on matters considered sensitive or 

relating to policy, procedures or issues of CASA are referred to the Executive Director; 

and all inquiries from the media (television, radio, press) are referred to the Executive 

Director. 

 

Reporting Abuse to the 

Authorities 
 

In their role as advocates, CASA volunteers are mandated reporters and required by law 

to report any reasonable suspicion that a child is a victim of child abuse or serious neglect 

to Child Welfare Services or the appropriate authorities. The San Francisco County Child 

Abuse Hotline phone number is (415) 558-2650. Phone reports must be followed up by 

written reports within 48 hours. Report forms are available in the CASA office. Case 

Supervisors can assist a volunteer who has questions regarding filing a report and can 

assist volunteers with the forms.  
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Advocates will function in compliance with the following information and reporting 

practices: 

 

 Child abuse must be reported when one who is a legally mandated reporter “has 

knowledge of or observes a child in his or her professional capacity or within the 

scope of his or her employment whom he or she knows or reasonably suspects has 

been the victim of child abuse…” (P. C. 11166 (a)) 

 

 “Reasonable suspicion” occurs when it is objectively reasonable for a person to 

entertain such a suspicion, based upon facts that could cause a reasonable person in a 

like position, drawing when appropriate on his or her training and experience, to 

suspect abuse. (P. C. 11166 (a))  

 

 If you suspect, report.  

 

Reporting: 

 

 Notify the SFCASA office to report an incident of suspected child abuse as soon as 

practically possible. The incident must be reported to the Case Supervisor. Document 

that you called the office and the date in which you reported the incident. 

 

 Notify HSA-FCS to report an incident of suspected child abuse as soon as practically 

possible and report to the assigned social worker. 

 

 Complete “Suspected Child Abuse Report” FORM SS 8572 within 36 hours of 

becoming aware of the incident. 

 

 In an emergency, dial 911, report to the appropriate law enforcement agency, and 

follow-up with the CASA office, CPS, and complete Form SS 8572. 

     

Court Reports 
 

The court report is the formal submission of CASA’s fact-finding and recommendations 

to the court. SFCASA gives copies of the report to all parties and retains another copy in 

the CASA office case file. The effectiveness of court communication is dependent upon 

the language used and the accuracy of information presented, and the timeliness of the 

report. Court report drafts are due to your Case Supervisor three weeks before the hearing 

date and to the court no later than ten days before the hearing date. CASA volunteers 

write reports with the assistance of their supervisor; supervisors are responsible for filing 

the reports with the court. Court Report writing is covered in the CASA Volunteer 

training. 
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Case Notes 
 

CASA volunteers should regularly write and maintain CASA Case notes. Volunteers will 

also be provided with a monthly log template to use to track what has been done on the 

case each month. Case notes provide documentation for future court reports. The 

importance of thorough and accurate documentation cannot be stressed enough. In court, 

this consistent documentation will enhance the credibility of the CASA voice. The time a 

volunteer takes to keep current on documentation will be worth the effort in the final 

documentation and presentation of a case. You should not keep “process” notes in the file 

in case the file is ever subpoenaed to court. Your thoughts as you work on a case can be 

highly subjective. Processing the case is critical in making a plan of work, but such notes 

should only be used for designing interviews or creating other plans and then should be 

destroyed. It is important to protect the confidentiality of any such material; when 

destroyed, the material must be shredded.  

 

See the back of this handbook for the monthly log template. On the monthly log you will 

record: 

 Date of contact, Time of contact, including how much time was spent on the contact. 

 Name of contact, relationship or profession of contact. (e.g., parent, foster parent, 

dependent’s attorney, PSW, school principal, etc.)  

 Summary of the contact, including the topics discussed, new information and source 

of new information. 

 Record of observations, objective statements describing specific behaviors or facts. 

 Record of ideas or opinions expressed by others.  

 Record of plans, actions or decisions. 

 

 

CASA case notes may be subpoenaed. The case notes in your file should not include: 

 

 Interpretations or diagnoses regardless of your professional background. 

 Statements unable to be supported by fact. 

 Statements which diminish professional credibility.  

 Personal feelings about the case or individuals involved in the case. 

 

When a volunteer makes a phone call to the SFCASA office, home visits to parents or 

children, leaves phone messages with caseworkers, attends court hearings or any other 

visits, or drives to any meetings or visit, the activity must be recorded. With thorough and 

accurate documentation of activity, the CASA is equipped for defense of positions and 

recommendations. 
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         Monthly Update  
 
The monthly update is the minimum case communication between the CASA volunteer 

and their assigned Case Supervisor. Communication between the advocate and the 

supervisor is imperative to effectively advocate for CASA children. 

 

The monthly update should include: 

 

 Monthly log recording monthly hours. (due each month) 

 Any changes in placement, health, school, social workers or service providers. 

 A listing of individuals contacted during the month. 

 A summary of any contacts with the key players in the case. 

 The dates of any meetings, hearings or reviews attended.  

 Any concerns about the case as well as highlights. 

 Any changes in CASA Advocate’s residence, pertinent phone numbers, etc. 

 Any changes in CASA Advocate’s ability to maintain regular visits/contacts with 

child(ren).  (vacation, health, schedule change) 

 

Recording Volunteer Hours 
 

As discussed above, a monthly log (see sample at end of chapter) is provided to assist 

you in recording the number of hours volunteered for the month. The monthly log is due 

in the SFCASA office by the fifth day of the following month. Please include the number 

of hours spent visiting with the child(ren), talking with the family,  social worker, 

teachers, attorneys, and other individuals involved with the case. Volunteers should 

include any continuing education hours completed during the month as well as the most 

recent healthcare appointments and whether or not the youth is attending school regularly. 

This documentation helps add credibility to your court report, and aids a CASA volunteer 

in writing an accurate court report. These records are also required for CASA to receive 

resource support from both government and private funders. 

 

           

Home Visits 
 

Volunteers visit or contact their CASA children on a regular basis. This is usually once a 

week, but the frequency of the contact will be determined by the volunteer, the Case 

Supervisor and the child’s primary caregiver. A volunteer must be consistent and reliable 

in terms of visits with their assigned child. Failure to maintain consistent visits is reason 

for dismissal from a case. If a volunteer is sick or going on vacation and will miss a visit, 
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this needs to be communicated in as much advance notice as possible to the CASA Case 

Supervisor and child’s caregiver and/or child. 

 

Federal Volunteer Protection Act 

of 1997 
 

The Federal Volunteer Protection Act of 1997 states that volunteers will not be held 

personally liable for their acts or omissions if they are acting within the scope of their 

volunteer responsibility for the organization and the harm is “not caused by willful or 

criminal misconduct, gross negligence, reckless misconduct, or a conscious, flagrant 

indifference to the rights or safety of the individual harmed.”  Prior to and subsequent to 

the passage of this federal law, dozens of states passed similar volunteer 

protection/immunity legislation. Additionally, the SFCASA program has purchased 

liability insurance to offer some level of protection for our volunteers, staff, Board, and 

program. One of the soundest ways to protect yourself from liability is to act within your 

prescribed CASA volunteer role and in accordance with CASA procedures and policies. 

 

Transportation 
 

Transportation by volunteers in personal vehicles of children or other persons during the 

course of performing their duties and responsibilities is not mandatory. Volunteers can 

still perform their CASA duties without transporting a child; however, a volunteer may 

desire to take their CASA child out for ice cream, skating, or another activity which 

would require transportation. A current copy of the volunteer’s car insurance and driver’s 

license are required before any volunteer may transport the child they are assigned to. 

Approval to drive your assigned child must be on file prior to being sworn-in. If it is not, 

you must sign a “no drive” statement. If after signing a “no drive” statement, a volunteer 

should decide they want to drive, they must provide their Case Supervisor and the 

Recruitment and Training Specialist with all necessary documents prior to being granted 

permission to drive. Any further questions regarding this policy should be directed to the 

Program Director. 

 

When transporting CASA children, it is extremely important to consider their safety as 

well as your own safety. The following guidelines must be adhered to when transporting 

CASA children or their family members: 

 

 Only volunteers with valid California driver’s licenses and auto insurance are allowed 

to transport children and family members.  

 

 CASA volunteers who have received three (3) or more traffic citations (moving or 

non-moving) in the last three (3) months or who have been involved in three (3) or 
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more vehicular accidents in the last twelve (12) months are prohibited from 

transporting CASA children or family members. 

 

 CASA volunteers shall not transport any child if they have been drinking any 

alcoholic beverages or taking any medication that may impair their ability to drive. 

 

 Volunteers who have been convicted of DWI or DUI (Driving While Intoxicated or 

Driving Under the Influence) within the last seven (7) years shall not be permitted to 

transport a CASA child or family member. If a volunteer has committed additional 

driving infractions during this time that give rise to safety concerns for the child 

during transport by the volunteer, the SFCASA Program may decide to prohibit the 

volunteer from transporting the child for a longer period of time.  

 

 CASA volunteers transporting a CASA child shall not exceed the posted speed limit. 

 

 CASA volunteers are responsible for the passengers in their vehicle. The driver 

should not begin to transport any person(s) until such person(s) have complied with 

the safety guidelines (A-C) detailed below for passengers: 

 
SFCASA Volunteers are required to follow all child-safety seat laws in the State of 

California. If you have additional questions or concerns, you must contact your 

SFCASA Case Supervisor.  

 

As of January 1, 2016, California state law requires infants and toddlers up to age 2 

to sit in a rear-facing infant seat installed in the backseat of an automobile. It is 

normal for the legs of children between 15 and 24 months of age legs to curl and their 

feet to touch the backseat.   Please note that a child born prematurely may require a crash-

tested infant car bed.  

Children ages two through ages four or five (toddlers and preschoolers) must be secured 

in a forward-facing full-back car seat with a harness in the backseat of an automobile for 

as long as possible given the height and weight maximums of the specific forward-facing 

car seat. 

As of January 1, 2012, California state law requires all children under the age of 

eight who are smaller than 4’ 9” to sit in an above-referenced forward-facing car 

seat with harness or a booster seat installed in the backseat of an automobile.   

It is recommended that children under the age of 13, regardless of height, ride in the 

backseat.  

Please do not utilize seats five years’ and older, those installed in an automobile that has 

been involved in any collision, or about which you do not know the complete history.  If 

you are driving a vehicle older than model year 1996, you may require a locking clip to 

ensure that the lap portion of a lap-shoulder belt does not become slack.   

If you have concerns about the installation of any seat, please request an appointment to 

have the seat installation checked by a CHP (California Highway Patrol) officer.  

Call (415) 557-1094 

CHP- Local Golden Gate Division Field Office 
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455 8
th

 Street (between Harrison and Bryant Streets) 

San Francisco, CA   

 

There are two ways to secure a car seat to the rear seat bench of the automobile: seat belts 

and LATCH.  Booster seats are only secured with seat belts. 

 

It is each volunteer’s responsibility to safely transport CASA children. Current child 

safety seat belt laws can be found online here: 

http://www.chp.ca.gov/community/safeseat.html 

 

All CASA volunteers must maintain current proof of insurance for their vehicle and a 

copy of the insurance must be kept in the files for each volunteer. When a volunteer’s 

insurance expires, it is that volunteer’s responsibility to forward the renewal or proof of 

current insurance to the SFCASA office. Failure to do so will result in loss of driving 

privileges and that volunteer will be asked to sign a “no drive” statement. 

 

Safety Issues 
 

To the best of our knowledge, a CASA volunteer has never been harmed in the line of 

duty, but common sense is always in order. Never put yourself in a situation you feel may 

not be safe. Your CASA Case Supervisor is available to help you work things out, so call 

with questions or concerns.  

 

Be certain you have a correct address before visiting a home. Contact the family ahead of 

time to tell them you will be visiting with them. For example, do not make home visits 

late in the evening.  

 

CASA advises against giving out your home or office phone number and suggest you use 

your cell phone in order to best maintain confidentiality. Do not let children visit your 

home. Your home is not a temporary housing option if placement falls through, even for 

one night.  

 

Confidentiality 
 

The high level of professionalism and confidentiality expected of the CASA program is 

the foundation of the relationships that exists between the program and the court; the 

volunteer and the clients, and other agency or organizational interactions relative to 

assigned cases. No one other than the assigned CASA volunteer and the authorized 

CASA staff shall have access to case files. Please do not leave your case file or any other 

documents out where someone else could see them, even your family members or 

roommates. No one other than the assigned CASA volunteer and the authorized CASA 

staff shall have access to file names or court-assigned case file numbers.  

 

http://www.chp.ca.gov/community/safeseat.html
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All volunteers are required to sign a confidentiality pledge and volunteer agreement as 

part of the volunteer training and prior to case assignment.  

 

A CASA shall adhere to the following guidelines with respect to maintaining 

confidentiality and respecting the privacy of others in all matters relating to an assigned 

case. The guidelines are set out below. They govern circumstances in which the CASA 

requests or receives information. However, these guidelines cannot cover every possible 

situation which may arise. Any questions or concerns the CASA volunteer has regarding 

confidentiality or the application of this policy should be discussed with the CASA 

Supervisors. These will be resolved on a case by case basis. 

 

In requesting information in the course of an investigation, a CASA may need to obtain 

information from medical doctors (including psychiatrists), psychologists, social workers, 

attorneys, clergy, teachers, or other professionals who have a protected relationship status 

with a party or the child. Your Court Order should cover most cases. By statute, there are 

limitations on the disclosure of information a professional receives during the course of 

his/her relationship with a client or patient. Many professions also have ethical principles 

which govern their ability to disclose information (for example, attorneys are bound by 

Rules of Professional Conduct; doctors, psychologists and social workers also have 

ethical codes). These professionals have no authority to provide confidential information 

to a CASA without the express permission of the client or a court order. 

 

If it is necessary to obtain any privileged or confidential information about someone who 

is directly related to the case but is not the child, the CASA must obtain from that person 

a written release of information which allows the professional, hospital or treatment 

center to discuss the matter with the CASA. 

 

While a person may sign a release allowing the CASA to obtain confidential information, 

he or she may not want to authorize disclosure to the other parties to the case or their 

attorneys. The CASA should review the signed release form very carefully and seek 

guidance from their CASA Case Supervisor if the CASA has any questions. 

 

The CASA is not allowed to disseminate documents to any of the parties, their attorneys, 

or collateral sources which are covered by state or federal confidentiality laws. These 

documents may include drug and alcohol evaluations/records; involuntary mental health 

treatment and rape crisis center information; and some criminal histories. Those covered 

by federal law usually are stamped, “This information has been disclosed to you from 

records whose confidentiality is protected by Federal law (including HIPAA of 1996) 

(and) prohibits you from making any further disclosure. A general authorization for the 

release of medical or other information is NOT sufficient for this purpose.”  

 

The CASA shall never discuss an assigned case for purely conversational purposes, 

particularly in specific terms, with anyone. 
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The CASA should not promise a child or any party to the assigned case that his/her 

statements will be kept secret or confidential. 

 

The CASA must disclose confidential information learned during the course of an 

investigation in three circumstances: 

 

1. When consulting with the CASA Case Supervisor, or Program 

Director, who must be provided all significant case specifics.  

2. When ordered by the court in a hearing or trial. 

3. When the CASA thinks that there is a reasonable cause to believe that 

a child has suffered physical and/or sexual abuse. 

  

A CASA may disclose confidential information and discuss case specifics in two 

circumstances: 

 

1. When the CASA consults with a professional service provider 

(Medical personnel, mental health specialist, county social worker, 

etc.) who is providing services to the children and who has agreed to 

the professional’s disclosure or because their client signed a Release-

of-Information Form. 

2. When the petitioner and respondent agree or when the court orders the 

disclosure. 

 

The CASA may discuss a case in hypothetical terms for purposes of illustration at 

professional meetings (seminars) designed to address issues promoting the best interests 

of children. The CASA shall not, however, mention the names of any individuals 

involved in the case or provide facts that may identify the case or parties. 

 

 

Email Communication 
 

It is the policy of San Francisco CASA to keep all electronic communication confidential. 

CASA volunteers may not share an email account with a spouse or anyone else and use 

that email account for CASA related communication. Volunteers must have or establish 

an email account that they and they alone can access. When referring to a CASA child in 

email communication between CASA volunteers and Case Supervisors or any other 

professionals including social workers and attorneys, initials only will be used. No 

Personally Identifying Information (PII) should be contained in email communication. As 

of March 2015, if such PII is necessary to communicate with the PSW, the volunteer 

should ask the PSW for a link to the secure, encrypted HSA-FCS email site.  
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Reasons for Exclusion 
 

The following are reasons for exclusion from serving as a CASA volunteer advocate: 

 

1) Arrest and/ or conviction for acts punishable as any crime which follows: 

a)   Crimes against a child. 

b)   Violent felonies. 

c)   Any sex crimes. 

  

2) Undergoing prosecution at time of application: 

With the exception of vehicle code misdemeanors and in most non-violent 

civil disobedience/public demonstration, exclusion is automatic. 

 

3)  Convicted of a crime within five years before applying to be a CASA: 

With the exception of vehicle code misdemeanors and in most non-violent 

civil disobedience/ public demonstration infractions, exclusion is automatic. 

 

4)  Motor vehicle code violations (using DMV point system): 

a) Drivers with any 2-point violation on their current record. 

                  b) Drivers with a 3-point total of violations on their current records.  

5) Acts punishable as a crime, arrests and/or convictions other than specified above:  

  

The CASA Program staff may or may not exclude applicants after consideration 

of factors including but not limited to the following as evidence of good character 

and rehabilitation: 

a) The nature of the crime. 

b) Period of time since the crime was committed and number of offenses. 

c) Circumstances surrounding the commission of the crime that would 

demonstrate the unlikelihood of repetition. 

d)  Activities since conviction, including employment or participation in     

therapy or education, that would indicate changed behavior. 

e) Granting by the Governor of the full and unconditional pardon. 

f)    Character references.  

g) A certificate of rehabilitation from a Superior Court. 

h) A “Finding of Factual Innocence” as described in Penal Code Section 

851.8. 

 

6)  HSA-FCS involvement in family: 

a) Parent of a child who is or has been an adjudicated dependent or has been 

placed under informal supervision of any county’s children’s social 

services agency. Automatic exclusion. 

b) Spouse or significant other of a parent of a child who is or has been 

adjudicated a dependent or has been placed under informal supervision of 

any court’s children’s social service agency; and/or 
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c) Adult whose acts have been responsible for a child being adjudicated a 

dependent or placed under informal supervision of any court’s children’s 

social services. Automatic exclusion. 

d) A relative who is seeking or has been given custody and care of minor(s) 

with an active case in the Juvenile Court System.  

 

 

7)   Child, parent, spouse, household member or significant other of parent of child 

who has been the subject of a CPS report: 

  

   The CASA Program staff may or may not exclude applicants after consideration 

of factors including but not limited to the following as evidence of good character 

and rehabilitation: 

a) The nature of the report(s). 

b) The period of time since report(s) filed. 

c) Number of reports. 

d) Circumstances surrounding the reports. 

 

8) Persons providing services to children and/or their parents within the child 

welfare and/or juvenile court system:  Exclusion subject to staff review of conflict 

of interest.  

 

Social Media Policy 
 

The following represents SFCASA’s social media policy for connecting with, contacting, 

and sharing information with both assigned youth and professionals with whom the 

CASA volunteer works. Please carefully read through the entire document. If your 

questions are still unanswered, or if your situation poses a unique exception to the 

scenarios outlined below, please contact your Case Supervisor for more information.  

 

While we hope you will share your involvement with SFCASA and organization posts on 

social media, it is important to keep any information that might be linked to a specific 

case or client youth off social media. We discuss some of the currently most popular 

social media in this policy, and these ideas apply generally to all social media, as the 

landscape is changing every day.  

 

Following SFCASA 

Please follow SFCASA on our social media channels! It will make it easier for you to 

stay in touch about upcoming events, articles shared on our blog, and more!  

Twitter: @sfcasa 

Facebook: www.facebook.com/sfcasa 

LinkedIn: www.linkedin.com/company/3796709  

 

http://www.facebook.com/sfcasa
http://www.linkedin.com/company/3796709
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Please retweet, like, share, or repost the items SFCASA shares on our social media 

channels. Doing so will help us spread the word, recruit new volunteers, and improve our 

site’s rating in Google, which means it will be easier for interested parties to find and 

connect with us.  

 

Managing Your Social Media Accounts 

As a general rule, please do NOT connect with foster youth or their families through 

social media while you are a CASA. No matter how long your relationship with the youth 

may be, avoid connecting via social media if you are serving as a CASA, even if the 

youth is over 18. There are a few exceptions to this rule, which are outlined in the next 

section.  

 

Facebook  

As a CASA, it’s important to maintain a level of professionalism and poise in all your 

interactions with others, particularly professionals who work on your youth’s case, as 

well as the youth and their family. For these reasons, we ask that all CASA’s update their 

Facebook privacy settings to ensure that your personal information, photos, and shared 

content are private.  

 

It should go without saying that regardless of your privacy settings, it’s best to remove 

any photos, links, or posts that display or can be construed as displaying drunkenness, 

lewdness, or anything that might be considered unsavory, triggering, or inappropriate for 

someone who works with a young person.  

 

To update your privacy settings:  

 Log in to your account, and click on the small downward facing arrow in the blue 

header bar at the top right of your homepage 

 Navigate down to “Settings” 

 Navigate to “Privacy” in the left hand sidebar 

 Under “Who can see future posts?” change the default setting from “Everyone” to 

“Friends”.  

 Under “Who can contact me?” change the default setting from “Everyone” to 

“Friends of Friends”. 

 Under “Who can look me up?” change the default settings from “Everyone” to 

“Friends”. 

 Under “Do you want other search engines to link to your timelines?” change the 

setting to “No” 

 

Twitter 

If you like, you can make your tweets and Twitter account private. We do not require that 

you do this, though we do strongly suggest it if you are going through your other 

accounts. If you choose not to make your account private, you can take the following 

steps to make sure that your profile is appropriate and mindful of your new role as a 

CASA. 
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 Carefully read through any articles you may retweet or share to make sure the 

content is appropriate for a foster youth or professional to read 

 Think carefully about the tweets you post, ensuring that they are appropriate and 

do not contain any sort of lewd, violent, or polarizing messaging 

 DO NOT, UNDER ANY CIRCUMSTANCES, SHARE INFORMATION THAT 

CAN BE LINKED BACK TO YOUR CASE.  

To make your account private, you can follow these steps:  

 Log in to your Twitter account 

 Click the icon with your logo or photo on it to access your settings (in the top 

right hand corner of the Twitter home screen) 

 Open settings 

 Under the menu on the left side, click on security and privacy 

 Scroll down to Privacy and make the following changes 

o Under “photo tagging” check the box for “do not let anyone tag me in 

photos”  

o Under “tweet privacy” check “protect my tweets” 

o Under “discoverability” uncheck “let others find me through my email 

address”  

o Under “twitter for teams” check “only allow people I follow to add me to 

their team” 

o Under “direct messages” make sure that “receive direct messages from 

anyone” is unchecked.  

 

LinkedIn and Professional Connections  

While we ask that you not connect with your youth on social media, it is completely 

appropriate to connect with other professionals on your youth’s case using LinkedIn and 

Twitter ONLY. Please do not connect with professionals over Facebook.  

 

We encourage you to reach out to other professionals on your youth’s case and within the 

San Francisco Court System via LinkedIn to foster connections and build relationships 

with the team with whom you’ll be working. 

 

We also encourage you to share that you are a CASA volunteer on your LinkedIn Profile. 

To do this, log in to LinkedIn and click “Edit Profile” in the header bar under “Profile”. 

Scroll down to the box for “Volunteer Opportunities.” Click “Add Volunteer Experience” 

and then add your CASA volunteer duration and description of your duties. DO NOT 

INCLUDE ANY INFORMATION THAT CAN BE TIED BACK TO YOUR CASE.  

 

If a Youth Contacts You  

If your assigned youth contacts you via social media, it can be tempting to simply open 

up that line of communication. However, it’s important to resist the temptation to connect 

with youth on social media, since doing so can blur the lines of your relationship and 

overstep boundaries. If a youth contacts you, use the following explanations to tell them 

why you cannot continue to talk over social media, such as Facebook Messenger or 
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Twitter. Send this message to them via text, or explain in person the next time you see 

them. For exceptions to this procedure, look at the examples below.  

 

“Hey, I saw you contacted me on social media about X. Thanks for reaching out! It’s 

CASA’s policy that we only speak over the phone or in person, so we can’t use social 

media to connect. But let’s schedule some time to talk about X over the phone or when 

we next meet up. When would you like to chat?”  

 

“I saw you sent me a connection request on social media. I’m really appreciative that you 

feel comfortable enough to want to connect with me outside of our meetings and phone 

communications. Unfortunately, SFCASA rules ask that we not connect over social 

media because of privacy and protection concerns. So while I can’t accept your request, I 

hope you understand it has nothing to do with our relationship or how I feel about 

spending time with you. What questions do you have about this rule and why I have to 

follow it?” 

 

PLEASE NOTE: IF YOUR YOUTH CONTACTS YOU VIA SOCIAL MEDIA WITH 

AN EMERGENCY, OR THEY ARE IN IMMEDIATE DANGER, CALL 911 AND 

CONTACT OUR CASE SUPERVISOR.  

 

If You Are Already Speaking With Your Youth Over Social Media  

If you and your youth are already in touch over social media, contact your Case 

Supervisor. Depending on other available ways for you to connect, you may be asked to 

end your social media contact and restrict communication to phone only. In some 

exceptions, outlined below, it may be appropriate to continue speaking with your youth 

through social media.  

 

Exceptions 

If your youth has lost their cell phone or does not have one, social media might be the 

only way to get in touch with them. In this case, you may use Facebook Messenger as a 

means of contacting your youth. Before doing this, please consult with your Case 

Supervisor and make sure your privacy settings are up to date per the instructions above.  

 

If your youth does not have a cell phone and needs to connect with you via social media, 

please do not use Twitter. Facebook Messenger is more private and more secure.  

 

If your youth contacts you on social media because their phone has been confiscated or 

lost, find other ways to contact them (call their group or foster home, send email, etc.) 

until their phone is recovered.  

 

If your youth has gone AWOL and is not picking up their phone or reachable at your 

regular points of contact, ask your Case Supervisor if it’s appropriate for you to reach out 

to your youth via social media.  

 

Contacting Your Youth Through Social Media 
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As stated above, please avoid contacting your youth via any social media channels. If you 

feel you must connect with your youth through social media, please contact your Case 

Supervisor.  

 

If you are communicating with your youth through social media, please follow these 

guidelines: 

 Do not discuss details specific to the case  

 Use social media only to check in around the youth’s whereabouts, emotions, or 

mental state 

 When using social media, try to limit the duration of each conversation to a few 

minutes. Use this time to establish a place and time to meet in person. 

 

While it can be very tempting, and while the youth may ask you to have a longer 

conversation via social media, please explain to them that avoiding longer discussions, 

especially those that include details related to their case, can be considered a breach of 

confidentiality and might render their information unprotected. These limits are imposed 

for their benefit: to protect their privacy and safety. If it’s an urgent matter and your youth 

is trying to communicate with you over social media about it, ask them to find a way to 

call you, or find a place where you can meet up. If you suspect they are in immediate 

danger, contact your Case Supervisor and call 911 if necessary.  

 

 



 

ADVOCATE LOG 

(Due by the 5
th

 of the Month) 

NAME OF 

ADVOCATE:   CASE SUPERVISOR   

Date of Report:   Fax: 415.398.8068 

 For the Month of:   (Please round up time to nearest quarter of an hour: 15 mins = .25) 

 NAME DATE CONTACT SUMMARY OF DISCUSSION Total Hours Hours w/Youth 

      

 

    

            

            

            

            

            

            

            

      

      

 

CONTACT: Telephone Call (TC); Personal Visit (PV); Court Appearance (CA); Case Meeting (CM); Emails (E);  

Travel Time (TT); Paperwork (P): court reports, monthly logs, case plans etc. 

 

Date of Last Medical Exam:   TOTAL HOURS:                      THIS MONTH CUMULATIVE  

Date of Last Dental Exam:   Hours with the Youth:    

Date of Last Vision Exam:   
Hours on Case (including 

w/Youth):    

Special Education? Date of 

IEP: 
  

 

Is youth attending school 

regularly? Y/N: 
  

 

 

 


