Important Reminders for CASA Volunteers
First and foremost, the CASA Advocate Supervisor Team would like to thank all of our advocates for doing such a wonderful job.  You guys are awesome!!!!  Below are some quick reminders regarding our CASA Standards, court deadlines, courtroom attire, and courtroom etiquette:  
· Monthly Visits: National CASA Standards require that advocates have at least one in-person visit with their assigned child.  If the visit cannot occur due to distance, etc. Please make sure that you and your supervisor have developed an alternate plan to monitor the child.  Your work regarding this should be documented in Optima.
· Optima Contact Logs:  Contact Logs should be completed within 48 hours of the activity.  This practice will assure that you do not forget any details and keep your supervisor in the loop of what is going on.  All visits and contact log entries should be done no later than the 25th of the month so your supervisor can complete month of end reports for our funders.
· Confidentiality:  Confidentiality applies to every aspect of your work.  Please store court orders in a secure and confidential location as well as protecting your Optima login and password information.  Remember to never discuss any case details with your family or friends.  CASA Volunteers gather information versus sharing information.   When in doubt, check with your supervisor.
· Communication:  Please make sure that you keep your supervisor in the loop on any and all information that you know.  A quick phone call, text, or email is fine.  Please copy your supervisor on any email or written correspondence that you send or receive.
· Court Room Attire:  Please adhere to professional dress; no shorts (even trouser shorts or capris), no jeans, no t-shirts, etc.  Professional business attire is always best, but if that is not in your normal wardrobe, khakis or black pants with a button-down shirt is always appropriate.
· Court Reports:  Court reports should be submitted to the judge at least 10 days before a court date.  Please make sure that you are working with your supervisor at least 4 weeks before your court date to get the report completed in time.
· Transporting CASA Clients:  Please remember that under no circumstances are we to transport a client or any member of their family.
· In-Service Hours:  It is a National CASA Standard that all active volunteers complete a minimum of 12 hours of continuing education.  Training hours should be entered in Optima.
· Court Room Etiquette:  At no time should you use a cell phone in court.  This includes texting, emailing, and posting on social media.  In fact, many of our judicial districts have implemented policies that prohibit cell phones being brought into courthouses.  Please check with your advocate supervisor regarding any rules in your area.  Talking during court proceedings should not happen and you should exit and enter the courtroom between cases.  

