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Case Assignment Procedures 
 

 

Once a child who is waiting for assignment is 

tentatively matched to a volunteer, it is that 

volunteer's case supervisor (CS) who is 

responsible for assigning the case. 

 

 

Forms for Volunteer: 

 Contact sheets 

 Time & mileage logs 

 Expense vouchers 

 Needs Assessment 

 Case Plan 

 Roles and Responsibilities 

 Policies for Volunteers 

 Statement of Commitment 

 Statement of Confidentiality 

 Volunteer Identification Card & 

 Instructions 

 Volunteer Appointment Letter (copy) 

 

File Forms:  

 Status Change Form 

 Child’s Assignment History  

  Volunteer Assignment History 

 Child Services Checklist 

  

- CS calls the volunteer and arranges a 

meeting to discuss the case. 

- CS and volunteer meet.  CS reads the case 

narrative to the volunteer and provides the 

volunteer with any information the office 

has about the child. 

- Volunteer is asked to make a decision 

about taking the case.  

- If volunteer agrees to take the case, he/she 

is given a copy of the original court 

order, blank contact sheets, time and 

mileage logs, expense vouchers, needs 

assessment and case plan.  The CS goes 

over these forms with the volunteer.  

- CS also goes over the roles and 

responsibilities form and the policies for 

volunteers form with the volunteer to 

make sure he/she understands what CASA 

requires of him/her.  

- CS goes over the commitment and 

confidentiality forms and has the 

volunteer complete and sign the forms.  CS 

then signs these forms as well.  Copies of 

these forms are made and are given to the 

volunteer.  The originals go in section III 

of the volunteer’s file.  

- Before the volunteer leaves the office, CS 

will then give the volunteer suggestions on 

how to get started and will provide him/her 

with the any necessary phone numbers (to 

court, the social worker on the case, etc).  

If this is a new volunteer, he/she is also 

given an identification card and 

instructions on how to get his/her picture 

taken.  In addition, new volunteers are 

given CASA pins.  

- The volunteer is also told that he/she will 

receive a copy of his/her appointment 

letter in the mail.  

- Once the volunteer leaves the office, CS 

completes an appointment letter and signs 

it.  It is then given to the Director of 

Children’s Services to sign.  Once the 
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appointment letter is signed by the Director 

of Children’s Services, copies are made.  

The original is sent to the volunteer, and 

copies are sent to the court, the Citizens’ 

Review Board, the social worker/probation 

officer, the attorneys, and copies are placed 

in the child's file (section II) and the 

volunteer's file (section III).  

- CS then completes a status change form 

for both the child and the volunteer.  These 

forms are then given to Director of 

Children’s Services at the next case review 

meeting.  The Director of Children’s 

Services signs the status change forms and 

they are given to the office manager for 

data entry.  

- CS then fills out the volunteer assignment 

history form in section III of the 

volunteer's file and the child's assignment 

history form in section II of the child's 

file.  

- CS also informs the team at the next case 

review meeting that the volunteer took the 

case and both the volunteer and the child's 

names are removed from the board.  

- Case assignment is complete  

 

 

 

 

  

 

 

 


