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STANDARDS FOR KANSAS CASA
COURT APPOINTED SPECIAL ADVOCATE PROGRAMS

Definitions

Applicant: a person who has applied to become a Court Appointed Special Advocate

(CASA) volunteer, CASA program volunteer, member of a CASA program board of
directors, a CASA program intern, or a CASA program employee or a CASA volunteer,
member of the board of directors, employee, CASA program volunteer, or intern who has
been submitted for re-screening.

Electronic Signature: handwritten and scanned signature or a verified digital signature

obtained with signing software.

Files: volunteer and case files may be electronic or in paper format.

Program (the program): a CASA program certified by the Office of Judicial

Administration (OJA). Duties assigned to a CASA program in these standards must be
fulfilled by the CASA program executive director or the executive director’s designee
unless otherwise noted

Program Volunteer: a person who volunteers for the program in a capacity other than as

a CASA volunteer
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Chief Judge: The chief judge of the judicial district.




L. CERTIFICATION OF CASA VOLUNTEERS

A.

Certification requirements—

Applicants must be certified as volunteers prior to assignment as a court
appointed special advocate. CASA program applicants are certified upon
successful completion of the following:

—. screening procedures,

2. ———training requirements (see Section II of these standards),

3. written request to OJA as outlined in Section [.M.; and

4. written notification from OJA to the program when a volunteer is certified.

Screening conducted by the program-director—1
— € Releaseof The program must consider at least the following
information—1 1
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F—CERTHACATHION-OF- COURTAPPOINTED SPECIALADVOCATE

VOLENTEERS

‘A.  Each program shall certify its applicants. Certification shallmust

include the following information:

a—Edueationala. educational background and training;

b. Employmentemployment history;
C. Experieneeexperience working with children;
d. Persenalpersonal experience with child abuse and neglect; and
e. Prierprior contact with the juvenile justice and criminal justice
systems;
2. Fhreethree written references from persons unrelated to the applicant;

3. Persenalpersonal interview: and

4. results of records checks.

C. Record checks

1. The program must obtain the applicant’s fingerprints on a fingerprint card

provided by OJA. The program must perform the following record checks

no sooner than ninety (90) days before initial certification and then every

four vears starting from the date on the record check results:

a.

Criminal History Record Inquiry (CHRI) and Kansas Bureau of

Investigation (KBI-natienal) criminal record-cheeks-and-;

criminal history records from the court jurisdiction in which the

applicant currently lives and works:




C. criminal history records from any county, state, or country in
which the applicant has lived or worked the last seven years;

d. Child Abuse and Neglect Central Registry Cheekor equivalent for
any state or country the applicant has lived or worked in the last

Sscven years;

: il I Record Inauir (CHRI

c
e. National Sex Offender Registry; and

f. Social Security Number Verification.

If the applicant has not been a resident of the United States, Kansas, or

[}

current county of residence for the past seven years, the program must
make inquiries of the criminal history records of all countries, states, and
counties where the applicant has lived and worked in the seven years prior
to application. Certification will not be denied if another state, county, or
country does not respond in a reasonable amount of time to the record
check inquiry after a minimum of two attempts to obtain the information.
If the program receives information that indicates a volunteer has a
criminal history equivalent to section I.E.2., the volunteer must be
decertified.

The applicant must complete the following record check authorizations:

a. KBI Waiver Agreement and FBI Privacy Act Statement;

b. OJA CHRI form;

C. shallChild Abuse and Neglect Central Registry Release of
Information form:;

d. Social Security Number Verification form; and

e. any additional releases needed to complete a records check.

The applicant must be informed, in writing;-:

a. of the screening procedures which will be used-and-must-signa

10



b. that the CASA program executive director can determine an
applicant ineligible for certification;

. ho Officeof Tudicial Administation (C hall conduct the CHRL

e e et etep e B e nte e a1

refusal to authorize the records checks will prohibit certification;
and

d. of the convictions and adjudications that prohibit certification.

S.

The program must comply with the Americans with Disabilities Act. The
application must include language that requires program compliance with
the Americans with Disabilities Act.

D. Prior contact with juvenile justice or criminal justice systems
The program must make appropriate written inquiries to the applicant regarding
any prior contact with juvenile justice or criminal justice systems. The program
must furnish the information obtained to OJA.

3— Program-directors-or-their-destgneesshallE. Screening conducted by OJA

OJA must request a KBI records check for each applicant.

1.

The program must provide information for the EHRI-e-OJA-as

IS

follows:KBI records check to OJA on the CHRI form provided by OJA.

R B e e
knownto-the program

OJA must screen the applicant through EHRI-Certitieation-efthe KBI
criminal records check and determine the applicant's eligibility to be a
CASA volunteer. An applicant is not eligible if the applicant-generaly

11



f.

was convicted as an adult of any felony;

was convicted as an adult of any misdemeanor which is a sex
offense, a crime against public morals, a crime affecting family
relationships and children, assault, battery, crime against the public
peace, crimes against persons, crime against public safety, crimes
involving controlled substances, or an attempt or conspiracy to

ommlt any such misdemeanor{as-defined-in K-S-A—Chapter 215

2 2 9 2 9_1

was adjudicated a juvenile offender because of having committed
an act, which if done by an adult, would constitute the commission
of a felony;

was adjudicated a juvenile offender because of having committed
an act which, if done by an adult, would constitute a misdemeanor

amendments-thereto):-as described in subsection [.LE.2.b.;

entered into a diversion agreement involving a charge of child

abuse or a sexual offense{—IéS—A—}Z—Z%%ft—seq—aﬂd

9 5_1 Or

was convicted or adjudicated of any act that would pose a risk to
children or to the credibility of the EASA-program.

3. An applicant with

S oo o b e chaee e pending e e e e Ll
abeve-shall-criminal charges is not be-elearedeligible unless and until the

charges have been dismissed or the individual is found not guilty-i-2a

12



generally-disallowed-eertification-cannot be certified if it is found that the
applicant has a criminal history equivalent to SeetionD-4-in-anotherstate

or-country—Hsection [.E.2. unless an exception is granted pursuant to
section I.G.

5. be-made:OJA must give written notification to the program regarding an
applicant’s eligibility to serve as a CASA volunteer. Only applicants who

are found eligible or are granted an excention bV the chief judge or

Semee&éSRS}F Screenlns_’ conducted by the Department for Children
and Families (DCF)

The program must complete a Child Abuse and Neglect Central Registry;shalt
records check through for DCF and make inquiries of the equivalent registries of
other states where the applicant has lived in the last five-years;-and-shall-senerally
disallew—eertifieationseven (7) years. An applicant cannot be certified if #+s
found-that SRSDCF or a similar agency in another state lists the applicant as
substantlated as the perpetrator of an act of ch11d abuse or ch11d neglect Q}f—an

wemﬂg—th%]usﬁﬁeaﬁei%ﬁgfaimng—enexeen&en—)—Cemﬁcatlon shal—lwﬂl not be

denied if the registry of another state refuses to give information in a timely
manner. If disgualifiringe-documentation stating that the CASA volunteer is
ebtaineda perpetrator of an act of child abuse and neglect, is received after
certification is granted, the program must decertify the volunteer.

Request for exception

If an applicant’s criminal history is equivalent to section I.E.2., the program
executive director may seek an exception from the chief judge or the chief judge’s
judge designee. If an exception is granted, the chief judge or their judge designee
must state the justification in writing. The letter of exception must be placed in
the applicant's file, and a copy of the letter must be provided to OJA.

Maintenance of volunteer certification

1. To remain a certified CASA volunteer, individuals must complete the
following:
a. record check authorizations as outlined in I.C.3 every four years;
b. continuing education requirements as outlined in section II.E;
c. written acknowledgment of conflict of interest every four years;
and

13



d. written acknowledgment of confidentiality every four years.

2. The program must submit background checks to maintain a volunteer’s
certification as outlined in I.C.1.a-f. If a volunteer’s background check
results in section I.C.1.a-f. are not received by the program within the four
year timeframe, the volunteer must cease all case related activities until
background check results are received by the program.

Notification of criminal charges to program

Applicants and volunteers must immediately notify the program of any citations
or criminal charges filed against them. Failure to notify the program could result
in decertification-shall-be-undertaken.

&&—-J. Continued screening

The program must continue to assess an applicant during the training process until
certification is granted. If during the screening or training process the program
executive director determines an applicant cannot be certified, the applicant must
be notified in writing, and the notice placed in the applicant's file. The program
executive director may determine an applicant ineligible for certification.

E—K. Retention of applicant and volunteer records

Written records pertaining to each appheanteeveringall-applicant’s screening
procedures emeleyed—by—ﬂ&%pregram—s—h&l—land trarmng must be malntalned by the

é&reeters—shal—lThe program must maintain records for an apphcant for a minimum
of three years. If certified, a program must maintain records on a CASA
volunteer for a minimum of five years after a volunteer has been decertified.

CASA volunteers’ access to records

The program must have written policies and procedures for access, review, and
response to requests for information contained in CASA volunteer files. Policies
and procedures must include a CASA volunteers' access to their records.

Request for certification and decertification to OJA

1. Within thirty (30) days of completion, the program must send a list of the

newly-eertified- CASA-volunteers who have met all of the requirements to
OJA and request certification.

2. If a program determines that a volunteer must be decertified, the request
to decertrfv the Volunteer must be sent to OJA within Qg—days—&ﬁer

Wr—thr—n%@ ourteen ( 14) days—ef—a—%SA—vela-meer—s—reSJ:gﬁaﬁeﬂ—er
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nam%aﬂd and the program must prov1de the reason for decertlﬁcatlon

(see-AppendixFormB)-. If a volunteer is assigned to a case at the time

of decertification, the program must obtain a court order discharging the
CASA’s appointment.

3. OJA may decertify a volunteer on its own if deemed appropriate.
4. Program requests for certification and decertification must be submitted

on forms provided by OJA.

5. OJA must notify the program when a volunteer is certified or decertified.

Acknowledgment of duty as a volunteer

=

All applicants must be provided with a job description which clearly outlines the
duty of the CASA volunteer. Prior to certification, the applicant must sign a form
acknowledging the expectations of a CASA volunteer and agreeing to fulfill
duties as outlined. The acknowledgment must include:

duties as outlined in Supreme Court Rule 110;

2. Kansas CASA standards: and

3. conduct expectations.

I1. TRAINING OF CASA VOLUNTEERS

A.

Pre-service training requirement

All applicants must participate-in-a-minimum-of 30-hours-eftrainingcomplete pre-
service training approved by The National CASA/GAL Association and OJA

prior to being assigred-tocertified as a easeCASA volunteer. Credit tewards-the
30-heurmintmum-hours may not be given for education or professional training
obtained by-a-CASA-appheantprior to the individual’s application. Volunteers

must be sworn in prior to the-CASA-pregramcase assignment.

B.

B——Required topics

The EASA-program may allow applicants to participate in pre-service training

eurrictlum-may-ineludesegments-provided by other agenetes-or-other
CASAKansas programs-where-a-CASA. The program must deliver approved pre-
service training. Each applicant travelsto-othersites-or-ageneies-tomust
participate with-other-trainees-or-professtionals—Heoweverin at least four (-hours
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of training must-be-speeificatly-designed to provide teeakinformation specific to
the CASA-apphieants.certifying program as outlined in subsection I1.B.14.

The training must eeverinclude the following topics:

1. Relesroles and Respensibilitiesresponsibilities of CASA
Veolunteersvolunteers;

2. Child-Welare-Systemchild welfare system;

3. Relevantrelevant Child In Need of Care State-andFederal-Laws(CINC)
state and Regulationsfederal laws and regulations;

4. relevant
4———Relevant Juvenile Offender State-andFederal-laws(JO) state and
Regulations

federal laws
5——Child-Abuse and Negleetregulations;

5. child abuse and neglect:;

6. Child-Developmentchild development;

7. Pynamtesdynamics of Familiesfamilies (including:-butnetlimited-to;
mental health, trauma, substance abuse, domestic violence, and poverty));

8. PermaneneyPlanningpermanency planning;

9. Juventle Court ProcessCINC court process;

10. Demestic Relationsdomestic relations (including;-butnetlimited-to;
custody and divorce, and Kansas laws pertaining to domestic relations));

11. diversity and disparate outcomes;
12. effective advocacy:;

13. confidentiality; and

14. four hours of training must include information specific to the local
program and must include:

a. communication, information gathering, and record keeping:
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b. local program policies and procedures; and

C. the local courts,

d. report writing, and
e. community
H—Cultural Competeney

+6——Cemmunity resources available to meet the needs of children and
families.

C. Court and Citizen Review Board observation
The CASA volunteer pre-service training must include

observation of juvenile court proceedings. Pre-service training may include
observation of a Citizen Review Board (CRB) proceeding. The program must
establish and follow procedures to obtain court approval prior to observation of
court hearings, pursuant to K.S.A. 38-2247. A statement of confidentiality must
be signed by the trainee prior to observing court or the CRB.

D Training manual

E——Trainees must be givenprovided a training manual and synopsis of
pertinent Kansas laws.

E—Continuing education
The program shallmust provide or assist in the-provision-efproviding a minimum
of twelve (12) hours of #-serviee-training-continuing education annually.

Programs shalimust require individual CASA volunteers to complete a minimum
of feur(4twelve (12) hours of #-serviee-trainingcontinuing education annually.
CASA volunteers may be granted continuing education credit for any pre-service
training hours completed in the calendar year. Volunteers continuing education
hours must be prorated based on their certification date.
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III. CASA PROGRAM POLICIES ANDPROCEDURES GOVERNING
ADMINISTRATION

A. Supreme Court Rule 110
Program staff and certified CASA volunteers must comply with Supreme Court
Rule 110.

B. Program membership with the National CASA Association
The program must be a program member in good standing with the National
CASA/GAL Association and in compliance with current Standards for Local
CASA/GAL Programs set forth by the National CASA/GAL Association.

C. Program membership with the Kansas CASA Association
The program must be a program member in good standing with the Kansas CASA
Association.

D. Management and personnel policies and procedures
The program must have written management and personnel policies and

procedures including a written transition plan for the executive director, and any
staff who supervise cases in the event of a vacancy.

E. Communications policy
The program must have a written communication policy that addresses:

1. social media conduct for CASA volunteers, staff, and members of the
board of directors:

2. communication between CASA volunteers and current or formerly served
youth on social media;

3. appropriate contact with the media regarding who communicates on behalf
of the program in crisis situations including: addressing issues that may

have a significant impact on the program’s credibility, reputation, or
funding at the local, state, or national level; and

4. information sharing between national, state, and local organizations.

F. minimum; pregrams-shal Photo policy

The program must have a policy regarding the use, distribution, storage, and
destruction of photos, including after case closure.

G. Maintenance of required case information
The program must maintain the following:
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d.

1. Completecomplete case assignment records;

2. Listlist of certified CASA volunteers and contact information;
3

4. Up-to-date-case files, including:

a. Coptiescopies of all CASA volunteers’ monthly and-eceurtreports:
and court reports,

b. case related documents filed with the court in the official and
social files,

volunteer during the course of appointment,

documentation of callss:

I=

BS.

e———Calls, hearings attended, e+in-person consultations:, and other
correspondence,

e. name of CASA volunteer,

f. name of CASA child,

g. d——Courtdate of CASA volunteer assignment,

h. date of CASA volunteer discharge

1. affidavit, petition, and amendments thereto,

]. court orders;, and

e—Journalk. journal entries—;

if the program is unable to procure a written copy of required information,

attempts to obtain the information must be documented in the case file,
along with the reason the information was not obtained.

Case files shall bereturned-to-the-office-when-thefile return

The CASA volunteer is-discharged-or-themust return all case is-elosed—The-eourt
shall-be-netified-fafiles, notes, and case file- hasnotbeenreturnedrelated
materials to the program within 30 days of the-velunteer’s-discharge or case
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closure. The program must notify the court and OJA immediately if case related
materials have not been returned.

c&—1L. Case file record retention
At the closing of a case, all CASA materials, including CASA volunteer;-direetor;
or-ecoordinator and staff notes, monthly reports, reports to the court, and any
documents not found in the court’s files shalimust be maintained until the child
reaches +8-years-of-age-thenthe-file shalleighteen (18) years of age and the case
is closed. The document releasing the CASA as outlined in section II1.K. must be
maintained in the file. After the child reaches the age of eighteen (18), the closed
case file may be destroyed.

B— FEach
J. Case destruction policy

The program shalimust develop a case destruction policy which establishes the
procedure for tracking and destroying case files.

Tudicial Admini R .. ¢ . halLincludel
followingK. Case closure documentation

The program must maintain a record of each case closed to the program including
the date of the program’s discharge and the permanency outcome pursuant to
K.S.A. 38-2203(c). Documentation of case closure must be maintained in the
case file and must include a court order discharging CASA or terminating the
court’s jurisdiction and a database entry.

L. Notifications:

5—Thenumber of volunteer hours-estimated-during-the periedsappointment
and removal
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6——Outcome-data-as-established-by-the-The program must notify the following

individuals, in writing, of an appointment or removal of a CASA volunteer:

1. attorneys for parties to the case: and

2. other interested parties.

M. Files and information sharing
The program may retain files and records in paper or electronic format. If
electronic files and records are maintained, the program must have policies and
procedures to address the secure back-up and maintenance of files and records as
well as a policy regarding the destruction of electronic information.

The program must establish policies and procedures to address the secure
exchange of electronic information.

The program may utilize electronic signatures. Signatures must be verified by the
applicant or volunteer at the time of signing.

Electronic files are subject to retention, destruction, and closure procedures
outlined in sections I1I.H-K.

N. Reporting suspected abuse
Program employees should report to DCF or law enforcement any incident of
child abuse or neglect or any situation in which the employee has reason to
believe that a child served by the program is in imminent danger. Documentation
of any reports made by a program employee must be filed in the case file.

0. Statement of confidentiality
Prior to employment or service as a member of the board of directors, individuals
must sign a statement of confidentiality. Members of the board of the directors do
not have access to case records in accordance with K.S.A. 38-2211.

P. Screening requirements
The program must ensure that employees, members of the board of directors, and
any volunteer who may have access to confidential information undergo record
checks as outlined in sections I.B. through I.I. The program must repeat the
required screenings every four years.

0. Transportation policies and procedures
The program may allow CASA volunteers and employees to transport a child.
The program must establish policies and procedures for transportation that include

the following:
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1. a copy of valid personal automobile insurance must be maintained in the
volunteer’s file:

2. written authority from the custodial agency and the CASA supervisor to
transport children must be obtained on a form provided by OJA:

3. written acknowledgement of the potential risk of being held personally
liable must be obtained:

4. annual motor vehicle record checks must be completed and reviewed; and

5. a copy of the volunteer’s valid driver’s license must be maintained in the
volunteer’s file.

R. Training requirement for program leadership
The program executive director must attend training provided by OJA within
twelve (12) months of their initial hire date. The program’s president of the board
of directors must attend the training within the first year of their term. The
training must include:

1. Supreme Court Rule 110: and

1.2. Kansas CASA Asseciation—standards, including OJA requirements and

timeframes.
S. Program attorney

The program must

H—Theproeram-shall ensure that an attorney is available for legal

consultation with the CASA-elunteerprogram, its employees, or its volunteers on
any case wherein which the program executive director deems it appropriate;
provided-thatne. The program’s attorney shalimust not consult with the CASA
velunteerastoprogram, its employees, or its volunteers on any case in which the
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attorney is serving in any capacity, or in any case in which there appears to be a
conflict of interest. The program must have a current written agreement with the

program attorney.

M:—Theprogram-shall prepare-annual;written budgetsT. CASA case limit
policy
1. CASA volunteers may serve on two cases. A case is defined as one child.

An exception may be granted by the program executive director to allow a
volunteer to serve on more than two cases. The program executive
director may not grant an exception to allow any CASA volunteer to serve
more than 5 children at one time. The program must document the
exception in the CASA volunteer's file on a form provided by OJA. The
program may request an exception from OJA, on a form provided by OJA,
to allow a volunteer to serve as the CASA more than 5 children. OJA
must provide a written response to the request, and the program must file
the response in the case file.

2. The program may allow program employees to serve in the CASA
volunteer role. If a program employee serves in the role of a CASA
volunteer Kansas CASA Standards and relevant procedures concerning
CASA volunteers must be applied.

23



Conflict of interest policy

The program must maintain a written conflict of interest policy approved by the
board of directors. This policy must govern the conduct of members of the board
of directors, program employees, program volunteers, and interns. Members of
the board of directors, program employees, program volunteers, CASA
volunteers, and interns must sign the conflict of interest policy every 4 years.

The conflict of interest policy must:

1. identify. define, and prohibit conduct and transactions in which a conflict
of interest exists or has the potential to exist and warrants disclosure;

2. prohibit members of the board of directors, program employees, program
volunteers, interns, and CASA volunteers from having direct or indirect
financial interest in the assets, leases, business transactions, or
professional services of the program:;

3. establish the requirement that members of the board of directors, program
employees, program volunteers, interns, and CASA volunteers disclose a
conflict of interest or potential for conflict of interest upon discovery:

4, include a procedure for recusal from the transaction or decision by the
members of the board of directors, program employees, interns, and
CASA volunteers with a conflict of interest or potential conflict of
interest; and

5. include a procedure for dismissal or other appropriate discipline upon
failure to disclose the conflict of interest.

Annual written report

The program must submit an annual written report to OJA and the chief judge of
the judicial district where the program is located. The written report must be
submitted on a form provided by OJA.

Annual budget

The program must prepare and submit to OJA an annual budget reflecting actual
and projected income and expenses.

1 N L CASA fundrai hall] . ihs the missi :
CASAprogramsand-shallnotnegatively-atfeet the program—The

program must prepare the annual budget using accounting software.

2. The CASA program must re-submit the budget to OJA if it deviates more
than 10% from the previously submitted budget. The revised budget must
be submitted within 30 days of deviation discovery.
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Fundraising policy

Programs must comply with the Kansas-Attorney-General’s- Opinions-and-local
Distrietor-County-Attorney-sKansas Attorney General opinions and local district

or county attorney’s guidance on fundraising.

Communication with OJA

The program must maintain communication with OJA. The program must adhere
to all timeframes and deadlines established by OJA.

Volunteer case assignment

An individual, certified CASA volunteers must be appointed by the court with a
court order to have access to the file. The program may access the court file prior
to volunteer appointment with an order from the court.

Programs operating under or as an umbrella organization

BB.

Only CASA program employees and interns may have access to CASA case files,
volunteer files, and the CASA database or electronic information about cases or
volunteers. CASA program employees may perform any duties related to case
supervision or volunteer management for the CASA program. If the program
shares administrative functions with another entity such as a child advocacy
center or a citizen review board, the CASA program's financial information
including grant income and expenses, payroll, and program expenses must be
clearly separated from other programs. Program employees may not share
information across programs without first obtaining a release or a court order.
Background checks submitted by the program must only pertain to CASA
volunteers, CASA program employees, CASA board members, or interns for the
CASA program.

Policy and procedure manual

CC.

The program must submit a complete copy of program policies and procedures as
of the effective date of these standards. Each time a policy or procedure is
amended. a complete copy of the manual must be submitted to OJA.

Written agreement

DD.

The program must have a memorandum of understanding with the local district
court. The term of the written agreement may not exceed two years and must be
renewed following any change of the program’s executive director or the chief
judge of the local court. The agreement governs operation of the privately

administered program and must include all requirements as outlined in Supreme
Court Rule 110.

Case supervision limit

Program employees supervising volunteers full-time must not supervise more
than 30 active volunteers. If the emplovee is required to perform duties other than
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IV.

supervision of volunteers, the number of volunteers to be supervised must be
reduced pro rata.

PROGRAM POLICIES GOVERNING CASA VOLUNTEERS

A.

Approval

The program policies under section IV must be approved by the chief judge or the
chief judge's designee of the judicial district where the program is located and the
program board of directors.

Applicant’s signed acknowledgment of receipt

Prior to certification, the program must provide a copy of all policies under
section IV to applicants. The program must obtain a signed acknowledgement of
receipt. Any revision to policies under section IV must be provided to CASA
volunteers and an acknowledgment of receipt must be obtained within sixty (60)
days of the adoption of the policy revision.

Certification, decertification, and case assienment decisions

The program executive director erthe-director’s-designeeshall-be-is responsible
for all-deeisionsregarding-assignment-orremoval-efrequesting certification and

decertification of volunteers and making case assignment decisions of CASA
volunteers.

Case conference requirements

The program’s volunteer supervisor must hold regularly scheduled case
conferences with the CASA volunteer assigned to a case to review case progress.
The volunteer supervisor must be accessible to provide case specific velunteersto

speetfie-easesguidance when requested.

B—Te-aveidE. Conflict of interest policy

The program must maintain a written conflict of interest;-ne policy. The conflict

of interest policy must govern the conduct of CASA volunteers and must include
language that:

1. identifies, defines, and prohibits conduct and transactions where conflict
of interest exists or may exist and warrants disclosure;

2. prohibits CASA volunteers from having direct or indirect financial interest
in the assets, leases, business transactions, or professional services of the
program;

3. requires the CASA volunteer to disclose upon discovery a conflict of

interest or potential for conflict of interest:
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4. allows for recusal from a transaction or decision with a conflict of interest
or potential conflict of interest;

5. dismisses or disciplines an individual upon failure to disclose a conflict of
interest;
6. shall-be-eertifiedprohibits certification of a CASA applicant if he-ershethe

CASA applicant is currently employed in the juvenile division of the
district court, the youth services division of SRS;-SRSDCF, child welfare
providers, theDepartment of Corrections Juvenile Justice
AntherityServices, Community Corrections, or eommunityjuvente-field
conneeted-to-the-famibyany agency that could result in a prefessional

eapaeity-or-in-a-close-personalrelationship-conflict of interest; and

7. prohibits the assignment of a CASA volunteer to a specific case if
connected to the family in a professional capacity or in a close personal

relationship.

F. Prohibition of weapons
Members of the board of directors, program employees, program volunteers,

interns, and CASA volunteers must not possess a weapon, as defined in K.S.A.
72-6131, while on program premises or while conducting business on behalf of
CASA.

Speeifierules-and policiesG. Gathering and release of information

The program must develop a policy pertaining to the gathering and release of
information by a CASA volunteer, that includes:

1. circumstances or conditions for questioning a parent if the parent has an
attorney;
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2. situations in which an individual asks the CASA volunteer not to reveal
information to anyone else;

3. circumstances whereby a CASA volunteer should report suspected child
abuse or neglect and procedures for making such reports; and

4. confidentiality of information and records which are collected by the
CASA volunteer as part of the CASA volunteer duties.

Prohibited activities
The program must develop a policy about prohibited CASA volunteer activities.
Prohibited activities include:

1. taking a child to the CASA volunteer's home or any location unless pre-
approved by the CASA supervisor and the child’s parent or legal guardian;

2. giving legal advice or therapeutic counseling;

3. making placement arrangements for the child; and

4. giving money or expensive gifts to the child, the child's family, or
caregiver.

Emergency procedures

The program must develop a policy about emergency procedures to cover
situations affecting a child's welfare which come to the CASA volunteer's
attention at any time when the CASA office is not open.

Reporting abuse or neglect

The program must develop a policy which states when CASA volunteers should
report incidents of suspected child abuse or neglect to DCF or law enforcement or
situations in which the child is believed to be in imminent danger.

Documentation of any reports made by CASA volunteers must be filed in the case
file.

In-person meeting requirement

Programs must develop policies that require volunteers to submit monthly contact
reports to document in-person contact with their assigned child(ren) once every
thirty (30) days at a minimum. An exception may be granted by the program if a
CASA volunteer is unable to meet with the child. The exception must be
documented in the file on a form provided by OJA.

Confidentiality

The program must require CASA volunteers to maintain confidentiality for
assigned cases. The CASA volunteer must:
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1. take an oath of confidentiality upon completion of pre-service training to
be retained in the volunteer’s file,

2. sign the Kansas Judicial Council’s Oath of Court Appointed Special
Advocate specific to each case assigned to be retained in the case file, and

3. sign a statement of confidentiality every four years to be retained in the
volunteer’s file.

Inactive status

CASA volunteers who are not assigned to a case are considered inactive. The
program must develop policies pertaining to inactive CASA volunteer status,
including the decertification of CASA volunteers who have been inactive for a
year and circumstances under which a volunteer would have to be retrained. The
program executive director may grant an exception to decertification of an
inactive volunteer. If an exception is granted, the justification must be
documented. A CASA volunteer may not be inactive for more than two
consecutive years. Inactive volunteers must complete annual continuing
education as required in section II.E.

Suspension for a crime pending resolution

The program must develop policies about suspension of volunteers due to crimes
pending resolution. A CASA volunteer’s certification must be suspended if the
CASA volunteer is arrested for, charged with, or convicted of a crime. If the
program is made aware that a volunteer is under investigation for a crime listed in
section I.E.2, the volunteer’s certification must be suspended. The volunteer must
remain suspended pending resolution of the case. If convicted of a crime listed in
section I.E.2., the volunteer must be removed from the case and decertified
immediately. If convicted of any other crime(s), the volunteer may be decertified.

Transfer

The program must develop policies about the transfer of a volunteer to another
program. CASA volunteer who transfers to another CASA program must
complete the full application and screening process, and a minimum of four hours
of local training as outlined in section I1I.B.14. A copy of the CASA volunteer's
file must be sent to the receiving program. After the receiving program completes
the certification process the transferring program must decertify the CASA
volunteer.

Decertification

The program must establish policies and procedures for CASA volunteer
decertification. The request for decertification must be sent to OJA on a form
provided by OJA within fourteen (14) days of the volunteer’s resignation or
termination. OJA must provide the program with notification that the volunteer
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V.

has been decertified. Documentation of decertification must be retained in the
volunteer’s file.

COURTESY ADVOCATE-ASSISTANCE-TO-CASA PROGRAMSAPPOINTMENT

Vi

A.

Intrastate assistance

CASA programs may provide intrastate courtesy advocate assistance to Kansas
CASA programs. The appointed courtesy advocate must comply with the policies
and procedures of their certifying CASA program.

Memorandum of Understanding
If a program director finds that an intrastate courtesy CASA is appropriate, the

program where the case originated and the program where the volunteer was
certified must complete a memorandum of understanding which states:

1. the program in the jurisdiction where the case originated is using a
volunteer from another program:

N

the courtesy CASA volunteer must be appointed to the case in the
jurisdiction where the case originated:

98]

the program in the jurisdiction where the case originated is the only CASA
program that may have access to any files or information related to the
case unless other orders are made by the court;

Ee

the courtesy CASA’s casework will be supervised by the program in the
jurisdiction where the case originated, and;

5. the program in the jurisdiction where the case originated will count the
case and the volunteer in their statistics until the courtesy CASA is
discharged from the case.

Interstate assistance
CASA programs shall not request or provide courtesy advocate assistance to
CASA programs outside of Kansas.

CERTIFICATION OF THE CASA PROGRAM

A.

Certification forms and timeframes
1. Before being appointed to a case, each new program must apply to OJA

and be certified. Fhe-Office-of Judicial Administration-(OJA)-shall-matl
Each year after initial certification-ferms-to-each-program-byJuly1-of
each-year-in-orderto-begin, the program must:
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a. submit an annual certification precess—Fhe-completedforms-are-to
be-returnedapplication to OJA on forms provided by July3+-of

eachyear-OJA;

include all required documents

—

C. submit the application to OJA within the established timeframe;
and
d. participate in an annual audit as described in Section VL.B.;

of July t shall be expected to be certiticd by January 1o Annual The

certification shall-be-in-effeet-year is from January 1 through December 31.

3. Materials and statistics provided shal-in the application must cover the

period-from-January-to-Deeember-prior certification year.

Annual Audit
As part of the certification process, the-Office-of Judicial Administration-OJA

must schedule a-site-visitto-each-programan annual audit of the program which

may be conducted in-person or virtually, at the discretion of OJA.

+——The site-visitannual audit must take place withinninety(90)-days-afterthe

receipt-ofthe-completedduring the calendar year certification forms and
materials in-the-Office-of Judicial Administrationwere submitted.

o

OJA shalllf additional materials are required, OJA must inform the
program in wrltmgq#addmeﬂal—mateﬂaksh&meﬂeq&me@%fe%e%a{—the

In addition to program emplovees, OJA may ask others to participate in the

annual audit process.

4. The-site-wsitshallinelude-arandoemDuring the audit, OJA must review of
program records-pertainingto-CASA-volunteers-and-theireases.
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Written certification report

OJA shalmust issue thea preliminary written CertificationRepertcertification
report to the program director-designatedexecutive director and the president of

the board of directors following the site visit. OJA may provide the preliminary

report to the chief judge(s);and-the-president-of the-program s-board-ef directors;

within-thirty (30)-days-atter the-completion-of-the stte-visit: or the chief judge's
judge designee. Programs whethat disagree with the preliminary report er

seettons-eft-shall-have fifteen (15) days to diseussitwithprovide written

objections to OJA before it is finalized. The final CertificationRepert
shalcertification report must be issued byfollowing the OJA-—te-theprogramupen
expiration of the fifteen (15) day discussion period. _A copy of the final
Certification Reportshalcertification report must be sent to the
destgnatedprogram executive director, the chief judge¢s) or the chief judge's judge
designee, and the president of the board of directors. OJA may release the final
report to the National CASA/GAL Association upon request.

1. In the report OJA shaHmust rate eaelﬁkeompeﬂent—ef—the program—as

&sed—a%e based on each standard as follows

a. Meets-standards;:

b———Meetsstandards-with-qualifications;meets standard, or

b. does
e———Poes not meet standardsstandard.

2——Any items which do not meet standards erwhich-meetstandards-with
gualifieations-shallmust be explained in a narrative section. The
explanation shalmust include the tasks to be done in order to upgrade the
rating.

2. 3——— The program shal-havehas fifteen (15) days from the date of the

final report to submit a program improvement plan inehading
correeting(PIP). The PIP must include steps to correct items markee

asthat did not meetmg standards oa%h%ﬁ%ak@eﬁrﬁea&oa#epoﬁ—to—@%

%ens*oﬂ—maybegfantedﬂ&t—ﬂ&eésefeﬁoﬂrof—%along w1th a tlmeframe
for completion. OJA must approve the PIP. OJA may schedule a-seeend

site-visit-at- OJA s-diseretionadditional audits to review the implemented
improvements.
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VIL

If no improvements are implemented, or if the improvements are
determined to be inadequate, certification shallmay be denied-
Noetifieationrevoked. Notice of the-dentalrevocation of certification

shallmust be sent to the program executive director, designatedchief judge;
and-beard- or the chief judge's judge designee, the president—Fhis
netifieationshall of the board of directors, and the executive director of
the Kansas CASA Association. The notice must include a
recommendation that an Order Reseinding-the- Appeintment-of-Velunteers
discharging a CASA volunteer be issued in all cases where a CASA
volunteer has been appointed or assigned to a child. -Upon denial-of
certification revocation, the program shallmust cease all operations,
including fundraising, CASA volunteer training, CASA volunteer contact
with children, and any other activity by which the program holds itself out
to be a certified EASA-program. The denial-ef-certification
shalrevocation must not prohibit any person from appearing in court
pursuant to a lawful subpoena. €ASA-persennel;-The program may apply
for recertification following resolution of the designatedjudge;items
identified in the program improvement plan. Program employees, the
chief 1udge or the chief ]udge s 1udge desmnee and the pre51dent of the
board s s g
presidentof dlrectors may engage in activities necessary to complete the

certlﬁcatlon process. %&p%egmm—&my—re&ppl—y—fe%eer&ﬁe&&eﬂ—&t—the

PROGRAM REVIEWS—COMPLAINTS
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Form
If an individual believes that a program is not meeting these standards, the
individual may file a complaint with OJA on a form provided by OJA.

Process

If at any time OJA determinesreceives a written complaint that a program may be
in noncompliance with the standards, the foHewineshall-happen:subsequent steps
must be followed.

1. OJA shalimust contact the CASA program and inform them, in writing, of
the determinationcomplaint within 15 days.

2.

2—The program shal-have 30-daystomust respond in writing addressingthe

a—The program-shall provide to- OJA-deecumentation-within thirty (30) days.

The response must include verification that the program is in compliance
with the standardsstandard outlined in guestion;orthe complaint.

3. If the program is not in compliance with the standard as alleged in the
complaint, the response must include a plan to correct the deficiencies.

4. Within fifteen (15) days of receiving the response, OJA must inform the

program in writing whether or not the response is sufficient.

5. If response is insufficient, the
b———The program must submit a program improvement plan to-OJA-ifitis

found-to-bein-within thirty (30) days addressing the areas of
noncompliance-with-the-standards—. The program improvement plan

must:

a. address areas of non-compliance;

b. 3 Hlist action is-nettakenbysteps correcting the items
identified as non-compliant with Kansas CASA Standards; and

C. provide detail as to how the plan will be implemented within 18

months.

6. If a CASA program;-OJA-shallssue- does not respond within 30 days of

the written notice of rencomplianee-te-the complaint, a program
director, designated judge, and board president. The cvaluation must

be initiated.
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1. Within 15 days of receiving the program shall-havefifteen-(15)-days-te
respond-to-the-eomplamntimprovement plan, OJA must either accept the

plan or request revisions.

4——The
a. If the program shall-submitte-improvement plan is accepted, OJA
: o o] ¥ ihin Of
days-must monitor the plan's progress. OJA may grant-an
oA sitevisi -— sl d ed
noncompliance shall be scheduled at the reguest of OJA revise or

extend the program improvement plan.

b. S5If OJA requests revisions to the program improvement plan, the
program must submit a revised plan within 15 days of the request.
If a program does not submit a revised plan as requested, a
program evaluation must be initiated.

8. If the program does not submit a program improvement plan, a program
evaluation must be initiated.

o

If no improvements are implemented, or if the improvements are
determined to be inadequate, certification shallmay be revoked.
Notification of the revocation of certification shalimust be sent to the
program executive director, designatedthe chief judge;-and-beard- or the
chief judge's designee, the president— of the board of directors, and the
executive director of the Kansas CASA Association. This notification
shalmust include a recommendation that an Order Reseinding-the
Appeintment-of- Volunteers-Discharging a CASA volunteer be issued in all
cases where a CASA volunteer has been appointed or assigned to a child.
Upon revocation of certification, the program shalmust cease all
operations, including fundraising, CASA volunteer training, CASA
volunteer contact with children, and any other activity by which the
program holds itself out to be a certified CASA program. The revocation
of certification shalmust not prohibit any person from appearing in court
pursuant to a lawful subpoena. CASA-personnelthe-designatedjudegeThe
program may reapply for certification at the certification cycle following
the resolution of items identified in the program improvement plan.
CASA program employees, the chief judge or the chief judge's designee,
the board president, and persons appointed by the designatedchief judge,
the chief judge’s designee, or board president may engage in activities

necessary to complete the certification process. Application for
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B——

C. Notice of compliance
If at any time OJA reserves-therightdetermines that the program is in compliance
with all standards, OJA must issue a written notice of compliance.

D. Extensions
OJA may grant extensions to timeframes listed in Sections VI and VII.

E. Discretionary audit
OJA may review the program’s compliance with these standards at any time.

VIII. APPEALESPROCEDUREPROGRAM EVALUATION

A—F Initiation

OJA may initiate a program is-net-granted-annual-evaluation at any point during
the certification cycle and complaint process.

=

Process: timeframes; onsite evaluation; onsite report; written determination
If OJA initiates a program evaluation, it must follow the subsequent steps.

1. Notify, in writing, the chief judge or the chief judge's judge designee,
program executive director and the president of the board of directors,
within 15 days of initiation.

2. Schedule the onsite review with the chief judge or the chief judge's judge
designee, the program executive director, and president of the board of
directors or the president of the board of directors’ designee. OJA will
identify an onsite team to conduct the program evaluation. The onsite
team members must not reside or work in the judicial district where the
program under evaluation is located. The team may include:

a. a court administrator;
b. a court services officer;
C. a CASA program executive director;

d. a CRB director;

€. the executive director of the Kansas CASA Association or the
executive director's designee; and
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f. any other representative identified by OJA as necessary to
complete the program evaluation.

3. The onsite evaluation must be completed within 60 days of the notice and
may include:

a. interviews with the chief judge, chief judge's judge designee, the
program executive director, members of the board of directors, and
any additional community members with knowledge of the

program;

b. review of program records pertaining to members of the board of
directors, employees, program volunteers, CASA volunteers, and
case files; program policies and procedures: memorandum of

agreements;

C. local court rules: and

d. any additional items required by Supreme Court Rule 110 and
these standards.

4. The onsite team will issue a report to the judicial administrator. The
report must include the review team's findings and recommendations on

the program's compliance with these standards. A copy of the report will
be provided to the chief judge, the program executive director, president
of the board of directors, the chairperson of the Supreme Court Task Force
on Permanency Planning, and the Kansas Supreme Court.

5. annualThe judicial administrator must make a written determination
within thirty (30) days of receipt of the report. The judicial administrator
may determine:

a. no further action is required of the program; or

ab.  the program’s certification is revoked;-the.

IX. APPEALS PROCEUDRE

A. Program requirements and timeframes
1. The program may appeal the certification denial or revocation decision to
the Supreme Court. The appeal must:

a. be in writing; and
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b. be sent to the Supreme Court within 45 days of the final
certification report or certification revocation.

2. The program must cease operations pending the appeal unless otherwise
ordered by the Supreme Court.

Review panel

Appeals may be reviewed by a panel of three members appointed by the chief
justice of the Supreme Court. The panel must include at least one program
executive director of a certified Kansas CASA program. Panel members must not
reside or work in the judicial district where the program being reviewed is located
or have served as a member of the onsite review team.

e—

C.

Hearing and report timeframes: findings: final decision

The panel shallmust convene a hearing within 45 days of the receipt of the request by the

eourt:-Kansas Supreme Court. The pregramprogram’s executive director; and the
board president (or board president’s designee);and- are required to attend the
hearing. Additional required attendees include: an OJA shall-be-present:

}— The-eourtrepresentative, a district court representative from the district
which has aentered into the memorandum of agreement with the program-shall-be

invited-to-attend-or-send-a-designee, and any other individuals identified by the

anel.

21.  Any persons in attendance may present documentation, testimony, and
witnesses at the hearing. ta-making The panel may set time limits for such

presentations. consideration should be given to time constraints.

3
2. The panel shalmust prepare a report of its findings within twe-weeks-

30 days of the hearing.

3.

D——If the panel recommends the certification denial or revocation-ef
certifieation, it shallmust include in-itsrepert-theany conditions and
timetable-whereby-it recommends that-be satisfied before the program may

reapply for certification.
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APPENDECC

KANSAS CASA-GUIDELINES

—Thefollowingguidelinesthe panel are effered-to-assist-existing-and-developingprograms:
hov-areveryv-Hexibloemorderto-aHowdocal conrtsand-prooram-administeatorsto-nmake




ith-the

Kansas Supreme Court-CASA-standards-.

4. The Kansas Supreme Court will issue the final decision on the appeal.
5. OJA will provide a copy of the Kansas Supreme Court’s final decision to

the chief judge, the president of the board of directors, the Kansas CASA
Association, and the National CASA Association.
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