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The Volunteer Program
Overall Policy on Utilization of Volunteers
The achievement of the goals of this agency is accomplished by the active participation of citizens of the community. The program accepts and encourages the involvement of volunteers at all levels and within all appropriate programs and activities. 
All staff and Board of Directors are encouraged to assist in the creation of meaningful and productive roles, in which volunteers might serve and to assist in recruitment of volunteers from the community.

Purpose of Volunteer Policies

The purpose of these policies is to provide overall guidance and direction to staff and volunteers engaged in management efforts and the work of CASA of Liberty/Chambers Counties (“CASA”).  
These policies are intended for internal management guidance only, and do not constitute, either implicitly or explicitly, a binding contractual or personnel agreement. CASA reserves the exclusive right to change any of these policies in part or in entirety at any time.  
The Board of Directors annually reviews all policy and may make revisions at any time upon the recommendation of the Executive Director or a member of the Board. 

Scope of Volunteer Policies

Unless specifically stated, these policies apply to all non-elected volunteers in all programs and projects, undertaken by or on behalf of CASA, and to all departments and sites of operation of CASA.
Program Volunteers

A volunteer is anyone who, without compensation or expectation of compensation, performs a task, at the direction of and on behalf of CASA.  A volunteer must be officially accepted and enrolled prior to performance of the task. 
Unless specifically stated in writing, volunteers shall not be considered to be employees of CASA of Liberty/Chambers Counties.
Members of the Board of Directors are not accepted as direct service volunteers with the CASA program.
Types of Volunteers
A Court Appointed Special Advocate is appointed as the Guardian ad Litem for an abused or neglected child in the custody of Child Protective Services. Advocates work for the best interest of the child in the court and with related agencies.

A Friend of CASA helps the program with activities, events, or assistance in its programs.

Special Case Volunteers 
The program accepts as volunteers, those participating in student community service activities, student intern projects, alternative sentencing or diversion programs, corporate volunteer programs, and other volunteer referral programs. 
In each of these cases, however, a special agreement must be in effect with the organization, school, or program from which the special case volunteers originate and must identify responsibility for management and care of the volunteers.  
Special case volunteers must also complete the criminal and Texas Department of Protective Regulatory Services (TDPRS) background checks, sign a job description and sign a statement of confidentiality.  

An active Volunteer Advocate is anyone who has completed the initial training, is current on in-service hours, and is on or available for an assignment.

An inactive Volunteer Advocate is anyone who has completed the initial training but has resigned, completed their term of service or been on-leave longer than 24 months; they must reapply for assignment

A Volunteer-on-Leave is anyone who has completed the initial training but is not immediately available for assignment or reassignment.

Employees as Volunteers

The program accepts the services of staff as court appointed special advocate volunteers.  However, employees are not required to serve CASA outside their normal duties or normal work hours. This service is accepted if the volunteer service is provided totally without coercive nature, involves work that is outside the scope of normal staff duties, and is provided outside of usual working hours. 

Family members of staff are allowed to volunteer with CASA.  When family members are active as volunteers, they will not be placed under the direct supervision or within the same department as family members who are employees.

Clients and Relatives as Volunteers

Clients and/or relatives of clients may serve as volunteers if:

· The client was the child served by a different CASA program.
· The client/relative was not a client of the program to which they are applying.
· The client/relative passes all background checks and meets all other requirements of CASA.

Conflict of Interest

· No person who has a conflict of interest with any activity or program of CASA, whether personal, occupational, philosophical, or financial shall be accepted or serve as a volunteer.

· A volunteer shall not take any action with any party in a case that would:
(a) Result in conflict of interest or expose the program or volunteer to criminal or civil liability

(b) Cause a child or family to become dependent on the volunteer for services that shall be provided by other agencies or organizations.  

Such activities may jeopardize the safety of the child, integrity of the program, or objectivity of the volunteer.

· No person shall be accepted or serve as a volunteer if they, members of their immediate family, an organization to which they belong, or an agency with whom they are employed has a direct or indirect financial interest in the assets, leases, business transactions, or professional services of the program. 
· No candidate shall be accepted who has an agenda that might be seen as competing with the interests, concerns or services of CASA.  
· No volunteer may be assigned to a case if they are related to any of the subjects.

Service at the Discretion of The program
The program accepts the service of all volunteers with the understanding that such service is at the sole discretion of CASA.  Volunteers agree that CASA may at any time, for any reason, decide to terminate the volunteer’s relationship with the program
The volunteer may at any time, for whatever reason, decide to sever his or her relationship with CASA.  Notice of such a decision should be communicated as soon as possible to the volunteer’s supervisor.

Volunteer Rights and Responsibilities

Volunteers are viewed as a valuable resource to this agency, its staff, and its clients. Volunteers shall be extended the right to be given meaningful assignments, the right to be treated as equal co-workers, the right to effective supervision, the right to full involvement and participation, and the right to recognition for work done.

In return, volunteers shall agree to actively perform their duties to the best of their abilities and to remain loyal to the goals and procedures of CASA.
Scope of Volunteer Involvement

Volunteers may be utilized in all programs and activities of CASA, and serve at all levels of skill and decision-making. Volunteers will not be used to displace paid employees.

Criminal Charges

All Volunteers are required to immediately notify the Executive Director of any criminal charges.

Volunteer Recruitment and Selection
Recruitment

Volunteers shall be recruited by CASA on a pro-active basis, with the intent of broadening and expanding community involvement. Volunteers shall be recruited without regard to gender, handicap, race or other condition. Qualifications for volunteers shall be defined by the requirements of the position. Volunteers may be recruited through an interest in specific positions or a general interest in volunteering. 

CASA will make every effort to recruit volunteers from diverse cultural and ethnic backgrounds, ages and socioeconomic levels.

The minimum age requirements are as follows: 

· Advocates must be at least 21 years old.  

· Friends must be 18 years old.

Position Descriptions

A position description has been developed for each volunteer program and is included in the appendix. Volunteers will receive a clear, complete, and current description of the duties and responsibilities for the job. 
A job description with their signature will be placed in their volunteer file.  Each volunteer is required to abide by all items agreed upon in their job description.  The position description will also be a reference tool for evaluation purposes. 

Staff Requests for Volunteers

Staff shall submit requests for volunteers, in writing, with sufficient notice to allow time for recruitment.  The request will include a position description and a timeframe for performance of the work. The recruitment of volunteers is enhanced by creative, interesting jobs. The Executive Director reserves the right to evaluate the need for and assignment of volunteers.

Interviewing

Candidates will be interviewed to determine their suitability for and interest in working for CASA.  The interview will determine the qualifications of the volunteer, their commitment to the position, and will provide the opportunity for the candidate to ask questions about the position. The Executive Director and Volunteer Coordinator will conduct interviews. 

An applicant who is not selected shall be treated with dignity and respect and, if possible, encouraged to apply for an alternative volunteer opportunity with CASA.
Background Checks 

Volunteers in any agency service programs (Board Members, Advocates, Friends of CASA) and those assigned to specific office tasks will be asked to submit to national and local background criminal checks, CPS Central Abuse/Neglect Registry Check, and reference checks.   
If the volunteer has resided in another state during the past five (5) years, a background check will be requested from that state. All criminal background checks must include: 
1) Sex-offender registry check; 
2) Finger-print based criminal background check from the FBI OR an equivalent national criminal record check; 
3) CPS Central Abuse/Neglect Registry Check.  
Volunteers who do not agree to these checks cannot be accepted.  
CASA does not accept applicants if they, or someone with whom the individual resides or regularly comes into contact with, have been convicted, have had prior charges or charges pending for a felony or misdemeanor involving a sex offense, violent act, child abuse, neglect, delivery of illegal drugs or any act that would pose a risk to children or to the program’s credibility. 
A complete criminal background check as previously outlined will be repeated every 3 years on all staff, board members, and volunteers in any capacity.  
If an applicant is found to have committed a misdemeanor or felony that is not listed in the paragraph above, the Executive Director will consider the potential impact to the credibility of CASA of Liberty/Chambers Counties before accepting or refusing the applicant as a volunteer.

Exceptional Circumstances

If, after acceptance and assignment by CASA, any circumstances should occur that might adversely impact the performance of their duties the volunteer should immediately notify his or her coordinator.

The Executive Director and the Volunteer Coordinator will decide if the volunteer can continue in the assigned position.

Volunteer Assignment

The interests and capabilities of the volunteer shall be matched to the requirements of the position. In addition, program staff shall be conscious of ethnic, cultural and religious diversity and select volunteers based on experience, understanding, and skills to deal with these considerations.  No placement shall be made unless the requirements of both the volunteer and the supervising staff can be met. 

No advocate will be assigned to more than one active case unless the Executive Director makes an exception. ‘Active’ is defined as requiring more than 3 hours of service per month.
Acceptances and Appointment

Service as a volunteer shall begin with an official notice of acceptance or appointment to a position. The volunteer’s immediate supervisor or an authorized representative may only give notice. No volunteer shall begin performance of any position until the background checks are in place, they have completed all enrollment paperwork and the required training, and have received copies of their job description, agreement of service and have been officially accepted for the position.

Reassignment

Volunteers who apply for a different position shall be interviewed and shall receive all appropriate orientation and training for that position before they begin work. In addition, any screening procedures appropriate for that specific position must be completed, even if the volunteer has been working with CASA.
Volunteers who are discharged from an assignment or dismissed from a CASA program cannot reapply to that same program. 

Length of Service

All volunteer positions shall have a set term of duration. All volunteer assignments shall end at the conclusion of their set term, without expectation or requirement of continuing in that position.

The set term of service for the Advocate is 18 months per case assignment.  

The Friends of CASA volunteer has no set term of service. 

At the end of a set term a volunteer may continue in the same position, may retire with honor, or seek a new assignment.

Leave of Absence

Volunteers are encouraged to inform their immediate supervisor of any pending leave of absence. If applicable, this leave of absence will not alter or extend the previously agreed upon ending date of the volunteer’s term of service.

Volunteer Training and Development

Orientation 

Volunteers will receive a general orientation on the nature and purposes of CASA, the structure and operation of the program, and specific information on the purpose and requirements of the position for which they are applying.

Initial Training

Advocates will complete a 30-hour training course specific to the work of the Advocate.  In addition to the 30-hour course, each advocate will be required to observe abuse and neglect proceedings in court.
In-Service Training

In-service training is calculated each calendar year and is required as follows: 

· Advocates are required to attend 12 hours of in-service training each year.

· Advocates acquiring more than 12 hours of in-service training in one year may carry over a maximum of 3 hours for the following year.

· Advocates just completing initial training are required to obtain the equivalent of one hour of in-service training per month for the remaining calendar year beginning with the month following their swearing in ceremony. 

· In-service training must include annually: cultural diversity, child abuse, family violence, and applicable legal statutes.

· In-service training may include additional information on performance of current volunteer assignment as well as information designed to increase their skill and knowledge. 
· The CASA program, educational programs and/or appropriate materials provide in-service training.

Volunteer Roles and Responsibility

Representation of The program
Volunteers are authorized to act as representatives of CASA as stated in the job descriptions and only to the extent of written specifications.

Prior to any action or statement, which might significantly affect or obligate CASA, volunteers should consult the appropriate staff for approval. These actions may include, but are not limited to, public statements to the press, coalition or lobbying efforts with other organizations, or agreements involving contractual or financial obligations. 

Confidentiality

Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged information to which they have access, whether this information relates to a staff member, volunteer, client, or any person involved in agency business.  

Personal contact information may not be disclosed without consent of the contact and then only to professionals who are directly involved in a case.

Records maintained by the volunteer will be protected with the same confidentiality and are the property of CASA of Liberty/Chambers Counties. 

Failure to maintain confidentiality may result in corrective action or termination of the volunteer’s relationship with CASA.
Dress Code

As representatives of CASA, volunteers are responsible for presenting a professional image to clients and to the community. Volunteers shall dress appropriately for the conditions and performance of their duties.

Advocate Case-Related Time Logs

Advocates are responsible for the accurate completion and timely submission of case-related Time Logs.

Reporting Child Abuse and Neglect

A volunteer who suspects an incident of child abuse or neglect is required by the Texas Family Code to report the occurrence to the Child Abuse Hot line within 72 hours of discovery.   The volunteer must also notify the court of any reports of suspected abuse either through the court report or an independent letter with copies to all parties.

The advocate must notify their volunteer coordinator of suspected abuse.
Communication

All communication from a child or the child’s biological or foster family must be made through the CASA office, and not the Advocate’s home or office.  Advocates using home or office telephones to make calls to children or family must block their number from being viewed by the receiver (*67).

Transportation of Children

CASA of Liberty/Chambers Counties is a non-transporting program.  At no time should a CASA Advocate, Friend of CASA, or CASA Board Member agree to transport a child, or relative of a child, while conducting CASA business.  This is a zero tolerance issue.
Violation of this policy will result in corrective action, which may include, but may not be limited to, additional training, reassignment to a new position or dismissal from volunteer service.

Client Interaction
Although an Advocate or Staff member may need to have regular contact with an assigned client, in order to engage in the most effective advocacy, there are some restrictions to the types of activities Advocates, Friends of CASA, Board Members, or other program volunteers may have relative to case work:

· Volunteers do not engage in giving legal advice or therapeutic counseling;

· Volunteers do not engage in making placement arrangements for a child;
· Volunteers do not engage in giving money or expensive gifts to the child, the child’s family or caregiver.
Violation of these policies will result in corrective action, which may include, but may not be limited to, additional training, reassignment to a new position or dismissal from volunteer service.
Volunteer Management, Supervision, and Evaluation

Volunteer Management 

The productive utilization of volunteers requires a planned and organized effort. The function of the Volunteer Coordinators is to provide a central coordinating point for effective volunteer management within CASA, and to direct and assist volunteer efforts to jointly provide more productive services. 

The Program Director has primary responsibility for planning volunteer training, for assisting staff in monitoring performance and placement of volunteers, identifying tasks for volunteer groups, and for tracking and evaluating the contribution of volunteers to CASA.
The Executive Director has responsibility for maintaining liaison with other volunteer-utilizing programs in the community, assisting in community-wide efforts to recognize and promote volunteering, and for recruiting suitable volunteers. 

Supervision Requirement

Supervisor to Volunteer ratio will be one Supervisor to a maximum of twenty-four Volunteers.

Volunteers will have a supervisor who is available for consultation and assistance, oversees the management of the case, and ensures that all standards and expectations are met.

Volunteers as Volunteer Supervisors

At the discretion of the Executive Director, a volunteer may act as a supervisor of other volunteers, provided that person is under the direct supervision of a paid staff member.

Volunteer/Staff Relationships

Volunteers and staff are considered to be partners in implementing the mission and programs of CASA, with each having an equal, complementary role.  Advocates working directly with children will be considered the primary guardian ad litem with direction and guidance provided by staff.  
Volunteer Coordinators shall not alter reports or recommendations of any volunteer without the express knowledge and approval of the volunteer.

The immediate supervisor would mediate any unresolved disagreement between a volunteer and staff member.

Staff Volunteer Management Training

Training on effective volunteer utilization will be provided to all staff who are involved in volunteer management.

Volunteer Involvement in Staff Evaluation

Effective utilization of volunteers may be a component in the evaluation of staff that works with volunteers. Supervisors will ask volunteers to participate in evaluating staff performance, annually and at the conclusion of the volunteer’s set term.

Volunteer Coordinators will evaluate the performance of all volunteers they supervise annually, at the conclusion of the set term, and at the end of service.

Lines of Communication 

Volunteers are entitled to all information pertinent to the performance of their work.

Volunteers should be included in and have access to all appropriate memos, materials, and meetings relevant to his or her assignments. Primary responsibility for ensuring that the volunteer receives such information will rest with the direct supervisor.

Lines of communication should operate in both directions, and should exist both formally and informally.

Absenteeism

Volunteers are expected to perform their duties on a regular schedule. If an absence is necessary, volunteers should inform their Volunteer Coordinator as far in advance as possible so that alternative arrangements may be made. Continual absenteeism will result in a review of the volunteer’s work assignment or term of service.

Substitution

Volunteers may, with the approval of their supervisor, find a substitute for an anticipated absence. Substitutes may only be recruited from those who are currently enrolled as volunteers with CASA.

Standards of Performance

Standards of performance are established for each volunteer position. These standards list the work to be done, measurable indicators for evaluation, and time lines for completion of the work. Standards are given to the volunteer at the beginning of the assignment.  Job descriptions are included in the Appendix.

Quality Assurance

An audit of records will be conducted annually to assure compliance with: The program standards of performance, filing procedures, Texas CASA standards, and National CASA standards.

Records Maintenance

Volunteer Records

A system of records will be maintained on each volunteer including dates of service, positions held, signed job description, program forms, duties performed, evaluation of work, and recognition received. 
Volunteer personnel records shall be maintained in a locked file cabinet to preserve the confidentiality of the contents. 

Volunteer personnel records shall be accorded the same confidentiality as staff personnel records.

CASA Child Records

A system of records will be maintained on each child assigned to CASA, including the following case-related documents.  Each child’s records will be maintained in a locked file cabinet to preserve the confidentiality of the contents.

Storage/Retention of Records

All closed files will be retained for seven (7) years and stored in a locked file cabinet.

Evaluations

It shall be the responsibility of each Volunteer Coordinator to schedule and perform periodic evaluations of volunteers and to maintain records of evaluations. 

Volunteers shall receive evaluations annually, at the conclusion of their set term, and conclusion of service.

The evaluation session will:

· Review the performance of the volunteer,

· Suggest changes in work style, if appropriate

· Seek the volunteer’s suggestions for enhancing his or her relationship with The program, 

· Convey the appreciation of The program
· Ascertain the volunteer’s interest in continued service in that or another position. 

A written record should be kept of each evaluation session.

Evaluations should include an assessment of the volunteer’s performance of position responsibilities and any suggestions the volunteer may have concerning the position or project with which the volunteer is connected.

A volunteer may request full access to their volunteer file.  This request should be made to the immediate supervisor who will schedule a time to review the file.  Any additions or corrections may be made by the Volunteer Coordinator at that time.

Incident Reports
Incident reports will be written if the Volunteer:

· Takes action without program or court approval, which endangers the child or is outside the role or powers of the program;

· Violates a program policy, court rule, or law;

· Has allegations of child abuse / neglect brought against them;

· Is unable to effectively carry out volunteer duties or uphold the program mission and values;

· Commits a verbal or written breach of confidentiality;

· Renders a recommendation or opinion that is willfully wrong, given with conscious indifference or reckless disregard to the safety of another;

· Renders a recommendation that is given with bad faith or malice, or gross negligence;

· Commits infractions contrary to the purposes of the program



An Incident Report must be submitted to the Program Director within 24 hours.
Corrective Action

Corrective action may be taken following an evaluation or an incident report. Corrective action may include, but may not be limited to, additional training, reassignment to a new position or dismissal from volunteer service.

Dismissal of a Volunteer

Volunteers who do not adhere to the rules and procedures of CASA of Liberty/Chambers Counties, or who fail to satisfactorily perform their assignment are subject to dismissal. 
No volunteer’s service will be terminated until the volunteer has had an opportunity to discuss the grounds for dismissal with their Volunteer Coordinator. Prior to dismissal of a volunteer, staff should seek the consultation and assistance of the Program Director and Executive Director.  
Only the Program Director or Executive Director has the authority to sanction the dismissal of a volunteer.
Possible grounds for dismissal may include, but are not limited to: 

· Gross misconduct or insubordination, 

· Being under the influence of alcohol or drugs, 

· Theft of property or misuse of agency equipment or materials, 

· Abuse or mistreatment, or allegations of abuse or mistreatment of children, families, or co-workers, 

· Failure to abide by agency policies and procedures, 

· Failure to meet the physical or mental standards of performance, 

· Failure to satisfactorily perform assigned duties.

· Falsifying his or her application or misrepresenting fact during the screening process.

· Existence of a conflict of interest which cannot be resolved.

· Attempting to or engaging in ex-parte communication with the court.

· Failing to complete required pre-service and in-service training.

· Irresolvable conflict of interest.

Concerns and Grievances

If a volunteer has a conflict with staff, personally or regarding a case, the volunteer should first discuss this conflict with their Volunteer Coordinator.  If the volunteer is not satisfied with the Volunteer Coordinator’s handling of the matter, they will discuss the matter with the Executive Director.  
If the grievance is with the Executive Director and an accord cannot be reached, volunteers may make a written grievance report to the President of the Board of Directors.

Notice of Departure or Reassignment of a Volunteer

In the event that a volunteer departs CASA, whether voluntarily or involuntarily, or is reassigned to a new position, it is the responsibility of the volunteer’s direct supervisor to inform those affected staff and clients of the change in the volunteer’s status.

Resignation

Volunteers may resign from service with CASA at any time. It is requested that volunteers provide advance notice of their departure and a reason for their decision. They will be asked to sign a Volunteer Resignation Form, which includes the reason(s) for their resignation.  The Volunteer Coordinator will complete an exit evaluation for the volunteer and file it, along with Volunteer Resignation Form, in the volunteer’s record.

Exit Interviews

Exit interviews, when possible, should be conducted with volunteers who are leaving their positions. The interview should ascertain the volunteer’s reasons for leaving, suggestions for improving the position and the prospect for future service.

Communication and Volunteer Management

Volunteer Coordinators are responsible for maintaining regular communication with their direct supervisor concerning the status of volunteers.  Their direct supervisor should be informed immediately of any substantial change in the work or status of a volunteer. 

The Executive Director must be consulted before any corrective action is taken.

Volunteer Support and Recognition

Access to Agency Property and Materials

Volunteers shall have access to CASA property and materials necessary to fulfill their duties, and shall receive training in the operation of office equipment. Property and materials shall be used only for agency purposes. 

Insurance

Workers Compensation insurance, Directors’ and Officers’ Liability insurance, Fidelity Bond, and Commercial Liability insurance are all carried by CASA of Liberty/Chambers Counties.  Volunteers of the organization would be covered at various times during their role as advocates and during their presence in the office under portions of these policies.  

Automobile liability and accident insurance, however, is not provided for volunteers engaged in CASA. Volunteers are encouraged to consult with their personal insurance agents regarding coverage for volunteer work.  
Advocate Access to Legal Counsel

CASA shall make available to advocates legal advice regarding liability in child abuse suits, the role of the volunteer as defined in the Texas Family Code or any issue directly related the performance of their Guardian ad Litem duties.

Recognition

An annual volunteer event will be conducted to recognize the contribution of volunteers to CASA of Liberty/Chambers Counties.   

APPENDIX

· Job Description

· Volunteer Application
· Background Check Form
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