    [image: casa_h_redblue_R_alt]
Court Appointed Special Advocates of Rochester/Monroe County, Inc.
									         		Natalie Copeland – Program Director
Family Court of the State of NY  •  Hall of Justice, 99 Exchange Blvd.  •  Room 272 •  Rochester, NY 14614-2115                                                      
Phone: 585-371-3981  •  Fax: 585-280-5292  •  Email: casa@casarochester.org  •  Web: www.casarochester.org                                       

Dear prospective applicant,

Thank you for your interest in becoming a Court Appointed Special Advocate. CASA provides a challenging and rewarding volunteer experience, advocating for the best interests of abused and neglected children in, or at risk of entering, foster care.  

Included in this packet you will find an Advocate Job Description, CASA’s Top 10 Questions Asked by Prospective Volunteers, a Disclaimer with Equal Opportunity Statement, and an Advocate Application. Please return your completed packet to our office, along with your resume if you have one. Upon review of your materials, an initial interview will be scheduled. 

CASA is located on the 2nd floor of the Hall of Justice at 99 Exchange Blvd., opposite the Blue Cross Arena. You may wish to park in the Civic Center Parking Garage, which is located at 55 S. Fitzhugh St. (Other parking lots are on Exchange Blvd. opposite the Hall of Justice, and at the Sister Cities Garage on Fitzhugh St.) From the Civic Center Parking Garage, follow the signs for the Hall of Justice, take the elevator to level 3, and turn left. From there, you will go through the security area to the elevators in the main lobby of the Hall of Justice. Take the elevator to the 2nd Floor, follow signs to the Custody/Visitation area and ask the deputy at the information desk to call. You will be directed where to meet a CASA staff member. 

After the interview, you will register for the next Pre-Advocacy Academy Training Course, offered by CASA of New York State. It is typically held 3 times per year and consists of approximately 18 hours of classroom time and 15 hours of online study. Attendance for each session is required. While you are training, you will complete 2 forms allowing CASA to perform background checks, write an autobiography, and observe 6 hours of Family Court proceedings. 

When all requirements are completed, your 2nd interview will be scheduled. Then, we will arrange a time for you to appear before a Family Court Judge, take an oath of confidentiality, and be sworn in as a CASA advocate.

If you have any questions, please call our office or visit our website, www.casarochester.org.


Sincerely,


	       
Natalie Copeland
Program Director
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Volunteer Advocate Job Description
 for CASA of Rochester/Monroe County, Inc.

Characteristics of a successful CASA advocate:
· Self-confident, assertive, and self-motivated, but able to take direction. 
· Able to keep information confidential, work within established guidelines, and recognize limits and boundaries.
· Able to follow through and pursue answers to questions.
· Common sense and a sense of humor.
· Skilled in listening, and oral and written communication.
· Understanding of children and families with open-mindedness and objectivity.

Requirements:
· Must be age 21 or older.  
· Have a valid driver’s license and reliable transportation.
· Whether employed or not, have flexible daytime hours to make and receive phone calls, and attend meetings and court hearings.
· Be able, as needed, to make calls or visits during the evening or weekend hours. 
· Complete the Advocate Application Form, provide three references, and comply with background checks.
· Provide a resume (or a summary of work and/or volunteer experience).  
· Complete an initial interview.
· Complete approximately 18 hours of classroom training in conjunction with the online course, as well as 6 hours of courtroom observation.
· Submit an autobiography that summarizes your life experiences, including your childhood and adulthood to the present time.  
· Meet with a CASA staff person for a second interview. If it is mutually agreeable that CASA is the volunteer opportunity for you, you will take an oath of confidentiality and be sworn in by a judge.

Responsibilities:
· Commit to a case for the length of the CASA assignment, or a minimum of two years.
· Gather all the facts about the case, and advocate for the best interests of the children on the case.
· Follow-up on all case issues and ask clarifying questions.
· Obtain monthly updates regarding the children and family on the case.
· Meet with the children on the case a minimum of once a month.
· Report any incident of suspected child abuse or neglect to the CASA supervisor.
· Monitor court orders and facilitate a working relationship among all parties involved.
· Attend agency meetings, school meetings, and court hearings.
· Maintain comprehensive notes and records about each case, including appointments, length of time spent on calls, interviews, meetings, and results of contacts.
· Communicate with your CASA supervisor and the primary players on the case at least twice a month.
· Inform your CASA supervisor if you will be out of town for an extended period of time.
· Report to the court and all pertinent parties, whether verbally or in writing, the results of your findings, as directed by your CASA supervisor.
· Complete monthly Advocate Case Log provided with the case file. Send the form to the CASA office by the 5th of each month.
· Attend CASA in-service trainings or outside training sessions (as approved by the CASA Director).  
· When your case closes, complete the Closed Case Questionnaire, and return the form with the case file to the CASA office.
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CASA’s Top 10 Questions Asked by Prospective Volunteers


1.  How does CASA become involved on a case?
	Only a Family Court Judge can assign a case to CASA.

2.   To what types of cases does CASA get assigned?
CASA is assigned to Family Court cases involving allegations that a parent or guardian has abused or neglected a child in the home. The children already may have been removed from the home and placed in foster care or with a relative, or they may be at risk of entering foster care.   

3.  How old are the children involved?
CASA is assigned to children up to age 18 (or up to age 21 in very few cases).
				
4.  What are the responsibilities of a CASA advocate?
	Please see the Advocate Job Description.
	
5.  What educational or work experience is required to become a CASA advocate?
No one specific type of background is required.  

6.  How are prospective volunteers screened?
Prospective advocates must complete an Advocate Application, provide three non-relative references, have two interviews, observe courtroom activity for 6 hours, complete 18 hours of classroom training and 15 hours of online training, write an autobiography, submit to two background checks, and submit a resume. After all of these steps are completed, the prospective advocate must take an oath of confidentiality before a Family Court Judge. 

7.  How much time will I be expected to contribute each month?
Each advocate and each case is different. The amount of time devoted to a case depends on the specific needs of the case and the amount of time the advocate has available. Advocates devote an average of ten hours per month to each case. Some advocates are assigned to only one case, whereas others are able to take more than one case.

8.  Do CASA advocates work in addition to volunteering on a case?
Most CASA advocates work full-time or part-time, some are retired, and some do not work outside the home. Flexibility, rather than employment status, is the critical factor. 

9. Is travel involved?
Yes—within Monroe County. Advocates are expected to do home visits; attend court hearings, as well as agency and school conferences. Reimbursement for mileage and parking related to casework is available.

10. Do CASA advocates work by themselves?
Most of the time, volunteers work by themselves. However, the staff will support and assist volunteers upon request. For example, a volunteer may request that a staff person accompany him/her to a meeting or court hearing.
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Disclaimer


Volunteering with CASA is not an appropriate choice for everyone. The following are some items to consider before pursuing an advocate opportunity with CASA of Rochester/Monroe County, Inc.:

· A prospective advocate must not be a currently licensed foster parent in Monroe County.  Foster parents currently licensed in Monroe County may volunteer with CASA programs in other counties.

· Our advocacy work requires the ability to traverse Monroe County without hindrances. Without the aid of personal transportation, it may be very difficult to attend visits at parents’ homes or county buildings, meetings at schools or residential placement facilities, and court hearings.

· Advocates are not permitted to give legal advice or therapeutic counseling advice to their clients. 

· Applicants who have been convicted of DWI (Driving While Intoxicated) or DUI (Driving Under the Influence) or any other violation of NYS Vehicle and Traffic Law Article 31 within the last five (5) years shall not be permitted to serve as Court Appointed Special Advocates.

· Applicants who are found to 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 shall not be permitted to serve as Court Appointed Special Advocates.

· If an applicant is found to have committed a misdemeanor or felony that is unrelated to or would not pose a risk to children, and the misdemeanor or felony would not negatively impact the credibility of the CASA program, the following will be considered:
· The extent of the rehabilitation since the misdemeanor or felony was committed.
· Other factors that may influence the decision to accept the applicant as a CASA volunteer.



Equal Opportunity Statement


CASA’s commitment to equal opportunity is a basic part of our philosophy. All volunteer policies are administered without discrimination on the basis of race, sex, national origin, age, handicap, marital status, or sexual orientation. This policy applies to all volunteer practices, including recruitment, training, supervision, and termination.
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ADVOCATE APPLICATION
The following information will be kept strictly confidential.

Name:		  Date of Birth:					
Address: 	  Social Security Number:			
City:		  State:			      Zip:		
Home Phone:					 	Work Phone:							
Cell Phone:					  	Email Address: 							
Emergency Contact’s Name:	                                       Relationship:                                  Phone:			
Are you currently employed: Yes   No 		If Yes,  Fulltime or    Part time   How Long? 			
Present Occupation: 					Present Employer:						
Employer’s Address:								Phone Number:				

Education: 	       Name			Location			          	             Degree/Year Graduated
High School:														
Vocational School:													
College: 														 
Graduate School: 													
Other Training:														

Volunteer Experience and Experience working with children (Membership in clubs, faith communities, professional groups, etc.): 
Organization				Dates Involved		                         Type of Experience
1.															 2.															 3.															
4.															
5.															
Have you lived outside of New York State in the past five (5) years:    Yes	 No
Are you prepared to complete 30 hours of pre-service training, court room observation, and a minimum of twelve hours per year of in-service training?    Yes     No
Does your schedule permit you to attend meetings and court hearings during the work day?   Yes      No
Are you prepared to commit to at least two years of volunteer service?   Yes     No

Languages spoken, other than English 											

Hobbies/Special Interests/Training 											

Do you have any cases pending in any court?    Yes        No    If yes, please explain: 					

															
Have you been convicted of a crime as an adult?    Yes       No    If Yes, please explain:																			 
(A conviction will not bar you necessarily from becoming a volunteer.)




Have you ever been involved with the child protective system or family court?    Yes	 No    If Yes, please explain:																
Do you hold a valid driver’s license?    Yes       No                      

Do you consent to a routine check of criminal records?   Yes     No

Please list four references of people who know you well, other than relatives.  If you are currently working, either paid or as a volunteer, please include the name of your supervisor.
   Name			           E-mail Address					Phone		   	   Relationship
1. 																										
2. 																										
3.                        													

4.        													             	


I, 						, hereby affirm that all of the answers provided on my volunteer application are true. I hereby authorize CASA of Rochester/Monroe County, Inc.,  and other appropriate agencies to provide the necessary information for them to secure the following record checks: criminal records from the court jurisdiction in which the applicant currently resides and works; state criminal records; FBI or other national criminal database; National Sex Offender Registry; child abuse registry or child protective services where permissible by law; and social security number verification.  If you refuse to sign a release of information form or submit the required information or fingerprints for any of the checks required, the CASA of Rochester/Monroe County, Inc. will not accept your application.  

Any applicant found to 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 our program’s credibility is not accepted as a CASA volunteer. 

I understand that the information requested in this application will be used only for the purpose of determining my suitability as a CASA volunteer.  Further, I understand that completion of training does not guarantee that I will be assigned a case.  If I have successfully completed the training and have met all other requirements, and it has been determined that I am a suitable volunteer, I understand that I will be expected to serve a minimum of one year in the CASA program.  If unforeseen circumstances prevent me from fulfilling this obligation, I will submit my written resignation to the program director with as much advance notice as possible.  I am aware of the sensitive and confidential nature of the official documents, reports and other material I will examine in my capacity as a CASA volunteer.  I will discuss these matters only with those persons directly involved in the case or who will be consulted for their professional knowledge and expertise.  

I also understand that if for any reason it becomes apparent that my activities are contrary to the policies, goals and/or philosophy of the CASA program and their desire to provide quality services to abused and neglected children, my services as a CASA volunteer will be terminated.  


															
Signature									Date

Please return completed and signed application to:

Court Appointed Special Advocates
99 Exchange Blvd, Rm 272
Rochester, NY 14614-2115
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