CASA of Walker County

Guide for Working a Case


Guide for Working a Case

INITIAL STEPS

1. Emergency Removal notice to CASA by ADA’s office (morning of Ex Parte Hearing)

2. Show Cause Hearing (might be same or next day) - CASA office should be notified that CASA is appointed GAL on the case.
3. Case Supervisor (CS) will review Removal Affidavit – this will later be shared with Volunteer Guardian Ad Litem (GAL)

4. GAL Volunteer will be asked to accept case – ideally CASA will have an answer same day, so the Volunteer can be present first hand as much and as soon as possible.

5. CS will obtain basic initial contact information from parties present at the Adversarial Hearing (14 day hearing). If a GAL has been appointed then they will make the contact instead. 
a. CS will distribute copies of “What is a CASA Volunteer” brochure to parents & relatives, if present.

b. Court will begin at 9am on the third floor of the Walker County Courthouse on the 2nd Friday of the month. (You will be notified by email when your case has a hearing scheduled.)
6. CS will take ensure that the GAL appointment order is submitted to Judge Andell.  The GAL will receive a copy of the order once it has been signed.
 (You may want to take a copy of the appointment form when you first visit your child.)

7. CASA office will send notification of GAL assignment to CPS, all attorneys, & any other relevant parties.  
8. GAL will schedule a meeting time with CS to share initial information on the case and take care of some administrative necessities:

a. All forms (including case acceptance & confidentiality pledge) must be signed before progressing.  
b. Review the process of documentation, etc.

c. Remember to keep track hours & mileage – turn into office by the 4th of each month.
d. Call CPS to set up a time to read the CPS case file at CPS office.  
i. This can be done as early as that day, but no later than the Initial PPT (when case should transfer from investigations to subcare).

9. Meet the child (if logistically possible) within a month of appointment– regardless, GAL should meet ASAP. (CS will accompany GAL on visit at GAL’s request)  
10. Meet the parents (if logistically possible) prior to the next court hearing.  GAL can make contact with them on the telephone or in person.  CS can go with GAL to meet the parents at GAL’s request.
11. Prepare for PPT& staff case with CS to determine:

a. Concerns regarding child

b. Services CASA would like for the child 

12. Attend Initial PPT as scheduled (circa 30-day mark)  
a. GAL & CS to attend 

b. Request copies of any & all service plans (for parents & children)

NOTE:

Psychological assessments & evaluations can be copied from CPS, but must be kept in CASA office – GAL may NOT have a copy to keep, but may review & take notes from CASA office. 

13. Crime Victims Compensation applications should be started – CS to help GAL complete as promptly as possible.

RECURRING MONTHLY STEPS & ACTIONS
14. Communicate with CS at least once a month  
15. Communicate with the CPS caseworker at least once a month.  
16. VISITS: 

Child

a. TMC cases:

i. GAL should see child in person at least once monthly if the child is less than an hour away.  
ii. GAL should see the child once every three months if the child is between 1 and 3 hours a way.   
iii. GAL should see the child once every six months if the child is more than 3 hours  away.  
b. PMC cases: GAL should see child in person at least once quarterly.

c. CS should be available to partner with GAL as needed, especially if there is:

1. placement change

2. exceptionally challenging child (eg: aggressive teenager)

3. anything that makes GAL very uncomfortable

Parents, relatives, etc

d. CS will partner with GAL for the first visit with a parent or a “new” relative at the GAL’s request
e. GAL & CS will discuss situation to determine whether it is appropriate for GAL to attend visits with a parent alone – this is case-by-case.

17. GAL should send Time & Mileage Logs and Activity Reports to their CS by e-mail (casaofwc@sbcglobal.net), by fax (291-0009), by mail, or take them to the CASA of Walker County office. 
REGULARLY RECURRING STEPS & ACTIONS
18. As applicable, maintain contact with child’s:

a. therapist & teachers  
b. family members  
c. Attorney Ad Litem - at least once between hearings.  
19. PPTs: 
a. CS will alert you as soon as she is noticed by CPS

b. CASA attendance required  
c. Prior to PPT, be sure to staff action plans & recommendations with your CS
20. ARDs

a. CS will alert you as soon as she is noticed by school / if you are noticed, please ensure your CS knows ASAP

b. CASA attendance required – ideally, GAL & CS will attend together

c. Prior to ARD, be sure to staff any recommendations with your CS
21. Legal Proceedings 

a. Make sure you put on your calendar all Hearings as per Initial Orders

b. Attend any & all hearings/trials/mediations (CS will also be present)  
c. Action plans & recommendations should be staffed between GAL & CS according to court report & testimony standards.

d. Make sure you meet all court report deadlines

i. Partner with your CS to ensure written court reports are satisfactorily completed.  
ii. BOTH GAL & CS must sign report

iii. Your CS will file the final report with the court and share with appropriate parties according to CASA deadline standards.

iv. Court Reports are due to the CASA office one week prior to court. 
v. Court Reports or an oral report at court are required for all Permanency Hearings and Placement Review Hearings. 

e. Review your anticipated testimony with your CS
RECURRING QUARTERLY STEPS & ACTIONS
22. Review CPS case file
CLOSING A CASE
23. Final check to ensure Crime Victims Compensation application is completed.

24. Give to your CS all of your case notes & files.











      COURT ROOM PROTOCOL
25. GAL to arrive by 9:00am (CS should already be there.)

26. CS to have extra copies of GAL’s court report in case an attorney (or the judge) needs one

a.  GAL should bring your copy of report to the bench – ok to refer to it during testimony

b.  The AAL (or another attorney involved in the case) will ask the GAL if you have a court report and if you want the court report to be submitted into evidence.  The attorney or judge may ask you questions regarding the case.

c.  If the GAL has something to say, but no one has called on you to testify you may let the judge know.  (ex. Your Honor, I have something to say that is beneficial to this case….)

d. If a question about CASA policy or protocol arises, it is OK for the CS to testify to the answer or procedure

CASA CASEWORK TIPS
1. Remember:

· CASA has the power of recommendation 

· CPS & the Judge have the power of decision.

· Please don’t challenge the decisions of the professionals in front of the clients.

· Do confer with CPS & any relevant professional prior to making suggestions to the clients.

2. Meet everyone in person at least once.

3. Check with the parent’s attorney prior to conducting an interview with his/her client.

4. Remember – It is OK to “agree to disagree” with CPS & other permanency partners.

5. When in doubt, call your Case Supervisor.
6. Please make sure to that the CASA office always has a copy of your updated car insurance and drivers license. 
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