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DCSD Operational Review - Overview 
 
  
Introduction 

The Administrative Office of the Arizona Supreme Court (AOC) retains administrative 
responsibility for all state court programs.  The Dependent Children’s Services Division 
(DCSD) has the specific responsibility of conducting ongoing operational reviews regarding 
the dependency process in the Arizona juvenile court system. 
 
The Dependent Children’s Services Division is responsible for dependency related programs 
including the Court Improvement Project, the Court Appointed Special Advocate Program 
(CASA), and the Foster Care Review Board Program (FCRB).   
 
The Operational Review will serve as a tool for ensuring that local juvenile courts are in 
compliance with applicable statutes, Supreme Court Administrative Orders, funding 
agreements, juvenile court rules, and local policies and procedures.   
 
The Dependent Children’s Services operational review process has been designed and 
implemented with the intent to: 

 
 Maintain accountability throughout the state’s Juvenile courts in the handling of 

dependency cases; 
 Provide technical assistance to the Juvenile courts in an attempt to improve the status 

of dependent children. 
 
Client Guide 

This Client Guide has been developed to provide the user with information necessary to 
prepare for and participate in the DCSD operational review process.  Users can find several 
pieces of information in the guide including: 

 
 Requirements for each of the relevant programs based on statute, court rules of 

procedure, and individual program policies and procedures; 
 Operational Review timelines; 
 Initial information requested by the review team at the onset of the review; 
 Operational Review instruments utilized by review team members; 
 Sample Funding Agreements for CI and CASA programs; 
 Sample Operational Review Report; 
 Dependency Glossary 

 
Goal of the Operational Review Process 

To review efforts being made by the juvenile courts, CASA and FCRB programs regarding 
the administrative and operational management of dependency case proceedings. 

 
Objectives 

 To determine and report the extent to which courts conduct and manage dependency 
case proceedings and juvenile court-related programs in accordance with applicable 
statutes, administrative orders, juvenile court rules, funding agreements, and policies 
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and procedures. 
 To determine and report the innovative approaches used by the courts to manage 

dependency case proceedings and juvenile court-related programs. 
 To determine and report the extent to which courts and counties comply with 

generally accepted accounting principles. 
 To collect qualitative and quantitative data concerning the efficiency, effectiveness, 

and expediency of the courts’ dependency case proceedings and juvenile court-related 
programs. 

 To document program resource needs and provide technical assistance where needed. 
 
Process 

The operational review process can be divided into three different stages: preparation, 
fieldwork, and reporting. 

 
Preparation - Prior to the operational review team visiting the county, the presiding juvenile 

court judge, juvenile court director and court administrator, will receive correspondence 
from the DCSD Operational Review Team regarding the upcoming review.  Efforts will 
be made at this time to arrange a date and time for the Entrance Conference.  Included 
with the correspondence will be the Initial Information Request (IIR).  The appropriate 
county personnel are asked to return the completed version of the IIR, with any attached 
information, to the DCSD operational review specialist prior to the scheduled Entrance 
Conference.  

 
In addition to the materials received from the county, the DCSC review team will utilize 
information from the Dependency Juvenile On-Line Tracking System (JOLTS) and the 
Dependent Children’s Automated Tracking System (DCATS). 

 
Fieldwork - The Entrance Conference will be held prior to the on-site review and will 

include representatives from the DCSD operational review team.  It is recommended that 
the Entrance Conference attendees include the presiding or lead juvenile court judge, the 
juvenile court director, the court administrator, a representative from the Clerk’s Office, 
the CASA county coordinator, and other personnel deemed appropriate by the county.  

 
During the on-site portion of the review, the team will review files, interview applicable 
personnel, observe court proceedings, and distribute and collect general survey 
information.  The time required for the on-site portion of the review depends on several 
factors including the number of dependency petitions filed, the number of files being 
reviewed, the availability of personnel for interviews or survey completion and the 
schedule of dependency court proceedings. 

 
Reporting – Once the required data is collected, the Draft Report will be compiled and 

forwarded to the county for review.  A review team member will then contact the county 
and arrange for the Exit Conference.  The conference will allow the county to share any 
comments they may have and ask any questions they may need to in order to assist in the 
formulation of their response to the Draft Report.  The county is then asked to provide 
written comments to the review team regarding the recommendations made in the draft 
report no later than one month after the Exit Conference.  The county’s comments will be 
included both in the relevant portions of the report and appended in their entirety to the 
Operational Review Final Report. 
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Operational Review Process Time Line* 
 
Initial Information Request - 1 month prior to the Entrance Conference 

Opening cover letter and Initial Information Request (IIR) packet for both DCSD/JJSD are 
sent via Juvenile Justice Services Division.  The county response to the IIR is due one month 
after the packet is sent to the county. 

 
Entrance Conference 

The Entrance Conference is scheduled at the convenience of the presiding juvenile judge in 
the county and is an opportunity for the parties to be introduced to the members of the DCSD 
and JJSD review teams as well as to the review process.  The participants from the county is 
left to the presiding juvenile judge’s discretion but typically includes the juvenile court 
administrator, CASA coordinator, the dependency coordinator and the Clerk of the Court for 
the county.   

             
On Site Review - during the month following the Entrance Conference 

The on-site review usually begins immediately following the entrance conference and 
consists of file review (court and CASA), courtroom observation, and staff interviews.  Due 
to the differences in number of dependency petitions filed and the availability of hearings for 
observation, the two month time period for this portion may vary. 

 
Draft Report – roughly 3 weeks after On Site Review ends 

Once the required data is collected and compiled, the review team will forward to the county 
a copy of the Draft Report.  A member of the review team will contact the presiding juvenile 
judge to schedule the Exit Conference. 

 
Exit Conference – roughly 2 weeks after Draft Report is sent to county 

The Exit Conference is an opportunity for the review team and the county to discuss the 
team’s findings, the county’s concerns, and the county’s possible responses to the team’s 
recommendations.  This meeting may either be held in person or by teleconference. 

 
County Response to Draft Report – due 30 days after Exit Conference 

County responds in writing regarding their specific plans to address the recommendations 
made by the team.  

 
Final Report - to be sent roughly 3 weeks after receipt of county’s response 

Final report includes county’s responses both in the body of the report as well as an appendix 
to the report. 

 
Follow-Up: three months following distribution of Final Report 

A representative from the review team will follow up with the county to discuss progress in 
making the recommended adjustments.  The county will respond in writing regarding their 
progress in the applicable areas. 

 
*Time frames associated with the various stages of the operational review process as noted below are given as 
estimations and may vary depending on the individual needs of the county in question. 
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Operational Review Survey 
 
In the data collection phase of the operational review process, participants will be asked to 
complete the following survey form (either a paper version or an online version located at  
http://www.supreme.state.az.us/dcsd/opreview.asp.) 
 

 Hearing Officer  Court Administration  FCRB 

 Attorney – AAG  Case Manager 
Please select the item 
which best describes 
your job responsibilities. 

 Attorney – Court Appt  CASA 

 Other (explain briefly): 

Subject Very 
True 

Mostly 
True 

Seldom 
True 

Never 
True 

Don’t 
Know 

1. Enough court time is available for the presentation of 
evidence and the making of arguments.      

2. 
Attorneys / parties utilize available court time to present 
witnesses, introduce evidence, and make pertinent legal 
arguments. 

     

 
3. 

Court caseload size and resource limitations have no effect on 
judicial performance.      

4. The information available in the form of agency reports is 
adequate and of good quality.       

5. The court has a working relationship with the applicable tribal 
court systems.      

6. Appeals of orders for the termination of parental rights have 
little effect on the timely finalization of adoptions.      

7. Adequate legal representation is always available to parents.      

8. Appropriate educational assessments and services are 
provided for involved children      

9. Appropriate physical health assessments and services are 
provided for involved children.      

10. Appropriate mental health assessments and services are 
provided for involved children.      

11. Children receive legal counsel (attorney or Guardian ad 
Litem) in advance of the Preliminary Protective Hearing.      

12. The information available in the form of CASA reports is 
adequate and of good quality.      

13. CASA reports are available in a timely manner for 
consideration prior to the scheduled hearing.      

14. CASA volunteers openly advocate for their assigned children.      

15. 
CASA volunteers make appreciable differences in the cases 
for which they are assigned (compared to cases with no 
CASA assignment). 

     

16. FCRB reports are available in a timely manner for 
consideration prior to the scheduled hearing.      

17. FCRB findings and recommendations address the importance 
of stability and permanency for children in foster care.      

18. The information available in the form of FCRB reports is 
adequate and of good quality.      

19. 
In a brief sentence, please describe your impression of the 
manner in which the dependency process is operated in this 
court. 

 

 

http://supreme8/dcsd/opreview.asp
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Initial Information Request – Instructions 

Data Collection 

It is recommended that one person be made responsible for 
compiling the requested information from each of the 
program areas. 

 
Each Initial Information Request (one for Court Improvement 

and one for CASA) should be completed and thoroughly 
checked.  Requests for additional information are made 
within each program’s IIR and are noted by bold, italicized 
type.   

 
While a majority of the items on the IIR are yes/no questions, 

several items require written responses.  A small space has 
been provided by each of these items however, if additional 
room is required, please simply add the desired responses at 
the end of the IIR document, being sure to clearly note which 
question is being addressed by each appended response. 

County 
Response to IIR 

Please do not submit handwritten responses.  Responses should 
be completed within the electronic IIR documents provided 
(in MSWord format).  Record the completed IIR documents 
on a blank disc (cd or floppy) and forward with copies of any 
other required documents to the following address: 

 
Administrative Office of the Courts 

Dependent Children’s Services Division – Operational Review 
1501 West Washington, Suite 128 

Phoenix, AZ 85007-3231 

Contact 
Information 

For any assistance, please contact Karen Gilreath in DCSD: 
Phone: (602) 452-3568 
Email: kgilreath@courts.az.gov   
Fax: (602) 452-3598 
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Initial Information Request – Court Improvement 
 
Your responses to each of the following questions should be completed in MSWord format and entered in 
the space adjacent to each question.  If you require assistance accessing this document or are unsure how to 
fill in checkboxes in MSWord format, please contact Karen Gilreath at the number provided 
 

Budget 
1. Are Court Improvement disbursements deposited into a special revenue account?  Please 

provide documentation of the deposit of funds received this fiscal year.  Y  N  NA 

2. Are Court Improvement monies expended only for purposes and uses specified in the 
Court Improvement Plan and Addendum A.  Y  N  NA 

Reporting, Record Retention 
1. Are financial and program records and data related to the approved plans and Funding 

Agreements retained for a period of at least five years.  Y  N  NA 

2. Do subcontracts include a provision acknowledging the authority of the AOC to conduct 
an operational review and program evaluation activities.  Y  N  NA 

3. Do the county and any relevant subcontractors retain all records and other documents 
relevant to the funding agreement for a period of five years after the final payment has been 
made? 

 Y  N  NA 

4. If separate legal and social files are maintained for 
dependency cases, please list the type of information 
included in each and where these files are maintained. 

 

5. What is the average length of time from the completion 
of a dependency court hearing to the filing of the 
corresponding minute entry? 

 

6. Are completed minute entries (and/or orders) distributed to the parties directly following 
the Preliminary Protective Hearing?  Y  N  NA 

Equipment and JOLTS 
1. Is the equipment purchased with Court Improvement monies detailed on an inventory 

tracking record?  Please provide a copy of this record.  Y  N  NA 

2. Is Dependency JOLTS installed and accessible to all appropriate court personnel?  Y  N  NA 
3. Who has been identified to collect and input dependency 

case data?  

4. Is monthly dependency data entry completed by the fifth day of the following month?  Y  N  NA 
5. Please disclose the security matrix for Dependency 

JOLTS (depicting who has access to what level of the 
system). 

 

6. Please list those individuals still in need of completing 
Dependency JOLTS training.  

General Implementation Procedures 
1. Are there sufficient judicial hearing officers to hear all dependency cases within the 

required time frames?  Y  N  NA 

2. Have all judicial hearing officers who hear dependency cases completed the specialized 
dependency training program approved by COJET (“Dependency Curriculum”)?  Y  N  NA 

3. Do all judicial hearing officers who hear dependency cases have a current copy of the 
Juvenile Benchbook?  Y  N  NA 

4. Please provide the name and the primary job 
responsibilities of the Dependency Coordinator.  

5. Please provide the name(s) and relevant training 
completed by the facilitator(s) for Pre-Hearing 
Conferences. 

 

6. Please provide the name(s) and relevant training 
completed by mediators for dependency matters.  
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7. What are the rates of resolution (agreement reached 
thereby removing the necessity of a dependency trial) for 
mediation and settlement conferences? 

 

7. Is the clerk’s office adequately staffed/equipped to manage its dependency responsibilities?  Y  N  
NA 

8. Please identify the members of the Court Improvement 
Implementation Team?  Please provide a copy of the 
organizational chart of juvenile court staff with your 
response. 

 

9. Has a written protocol been developed to address dependency case processing?  Please include 
a copy of this written protocol with your response. 

 Y  N  
NA 

10. Please explain how attorney assignment occurs for 
dependency cases.  

11. Does the court utilize any templates or formatted documents for the various dependency 
proceedings?  Please include copies of any such templates. 

 Y  N  
NA 

12. Please explain how agreements from the Pre-Hearing 
Conferences are disclosed to the judicial hearing officer.  

13. Have any process issues arisen relative to the management of private dependency cases?  If 
so, please explain briefly. 

 Y  N  
NA 

14. How frequently are Review Hearings held for each dependency case?  
 
**Please review all of the information you have provided to ensure that all categories have been addressed.  
Additionally, please ensure that any required information (noted in bold, italicized type) is attached to this 
response. 
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Initial Information Request – CASA 
 

Your responses to each of the following questions should be completed in MSWord format and entered in 
the space adjacent to each question.  If you require assistance accessing this document or are unsure how to 
fill in checkboxes in MSWord format, please contact Karen Gilreath at the number provided 
 

General Administration 
1.  Do county program staff avoid soliciting donations? Y N N/A 
2.  Are county program staff and volunteers complying with applicable statutes 
 described in A.R.S. § 8-807,  § 41-1959, Arizona Rules of Court, including,  but 
 not limited to Rule 123, Rules of the Supreme Court, and administrative 
 rules regarding confidentiality. 

Y N N/A 

Human Resource Management 
1.  Are policies and procedures established to address personnel issues? Y N N/A 
2.  Does your program comply with applicable laws and regulations governing fair 

employment practices? Y N N/A 

3.  Are your personnel records of county program staff maintained by the county 
jurisdiction according to local court or county personnel policies? Y N N/A 

4.  Do you make an effort to ensure that your facility is free of barriers that restrict 
the employment of or use by physically challenged employees? Y N N/A 

5.  Are county program staff provided with performance evaluations at least 
annually using a standardized form? Y N N/A 

 A.  Does the performance evaluation assessment include job performance in 
 relation to the quality and quantity of work defined in the job description  and 
to the performance objectives established in the most recent  evaluation? 

Y N N/A 

 B.  Does the assessment clearly state objectives for future performance: Y N N/A 
 C.  Does the assessment make recommendations for further training and skill 

 building, if applicable? Y N N/A 

 D.  Does the assessment provide an opportunity for county program staff to  do 
a self-evaluation? Y N N/A 

6. Are county program staff given an opportunity to sign the evaluation report, 
obtain a copy, and include written comments before the report is entered into the 
personnel record?  

Y N N/A 

7.  Are all employment concerns referred to the county program staff’s immediate 
supervisor or the appointing authority? Y N N/A 

8.  Do personnel issues involving county program staff follow applicable 
disciplinary procedures, with the ultimate decision made by the presiding 
juvenile judge, or designee, and notification made to the state program office? 

 
Y N N/A 

Program Plan and Financial Management 
1.  Does the county program staff enter all DCATS statistical information on 
 cases and volunteers on at least a monthly basis? Y N N/A 

2. Does the county program staff reimburse volunteers for per diem and mileage 
 costs for attending the mandatory initial orientation training, to the extent 
 funds are available and according to state travel policies? 

Y N N/A 

3. Are funds disbursed from the manager held in a separate revenue account? Y N N/A 
County Program Operations 

1.  Is priority appointment of CASA volunteers given to dependency over 
 delinquency or incorrigibility matters? Y N N/A 

2.  Does the county program screen every dependency case, and any delinquency 
 case if referred, to determine if the case is appropriate for appointment to a 
 volunteer and to make effective matches of volunteers to cases? 

Y N N/A 
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3.  Does the county program ensure that an outside individual or agency (for 
 example: DES, attorneys, private parties, law enforcement, etc.) shall not 
 review any volunteer or case files unless a subpoena and an order of the 
 presiding judge or designee has been issued? 

Y N N/A 

4.  Upon receipt of a subpoena, does the county coordinator deliver a complete 
 duplicate of the file to the presiding judge or designee for in camera  inspection? Y N N/A 

5.  If a CASA volunteer testifies at a hearing before a judge or at a jury trial and 
 uses contact logs or any portion of the volunteer’s file that have not been the 
 subject of a subpoena, does the county program ensure that any disclosure to  the 
 parties is ordered by the court. 

Y N N/A 

6.  If county staff or volunteers suspect the safety and well-being of a child is at 
 risk, do they report that information to CPS as mandated in A.R.S. § 13-3620? Y N N/A 

7. Does the county coordinator ensure that upon voluntarily or involuntarily 
 leaving the program, volunteers return identification badges and all case 
 related materials? 

Y N N/A 

8.  Does the county coordinator avoid accepting appointment as a CASA 
 volunteer? Y N N/A 

9.  Does the county program prevent a volunteer that has a record of conviction  of a 
 violation of A.R.S. 28-1381, 28-1382, or 28-1383, driving under the 
 influence (DUI) from driving any vehicle to transport children, staff, or any 
 other individuals in the course and scope of CASA duties for a period of no  less 
 than five (5) years? 

Y N N/A 

10. Are all county program staff and volunteers avoiding any action which could 
 adversely affect the confidence of the public in the integrity of the CASA 
 program? 

Y N N/A 

11. Do county program staff immediately notify the county coordinator or 
 supervisor and volunteers notify the county coordinator if:  

 a. They are the subject of an allegation or investigation in any criminal  
  matter? Y N N/A 

 b. They have been arrested or charged in any criminal matter? Y N N/A 
 c. It is alleged in a civil, probate, domestic relations, or dependency matter or 
  other court case that they have sexually assaulted, exploited, or physically  
  abused any child or vulnerable adult? 

Y N N/A 

 d. They have been found in any professional licensing disciplinary board’s  
  final decision to have sexually or physically abused or exploited any minor, 
  developmentally disabled person, or vulnerable adult? 

Y N N/A 

 e. They have engaged in an act listed in I(2)(a)(d)? Y N N/A 
 f. They are currently awaiting trial for criminal offenses listed in   
  I(1)(e)(f)(g)(h) and I(2)(b)(c)(e) in this state or in another state or   
  jurisdiction? 

Y N N/A 

 g. They have been convicted of a criminal offense listed in I(e)(f)(g)(h).  They 
  have engaged in any behavior listed in I(1)(h)(i)(j)(k)(l)(m). Y N N/A 

12. Does the county coordinator or supervisor immediately notify the state 
 program office if they are the subject of any action listed in 11(a-g) above? Y N N/A 

13. Does the county coordinator or supervisor immediately notify the state 
 program office if county program staff or volunteers have reported to them  that 
 they are the subject of an action listed in 11(a-g) above? 

Y N N/A 

14. Do county program staff utilize office computers in adherence with the 
 Policies for Electronic Communications for the Arizona Judicial Department Y N N/A 

15. Is the county coordinator or the mentor under the supervision of the county 
 coordinator, responsible for conducting Pre- and Post-Orientation Training to 
 all new volunteers, as provided in the statewide training curriculum 

Y N N/A 

16. Are volunteers appointed to no more than 2 cases at one time to advocate 
 unless additional cases are assigned at the discretion of the county  coordinator? Y N N/A 
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17. Do the county program staff maintain and keep current all program  performance 
 manuals? Y N N/A 

18. Do county program staff shall provide ongoing recognition of volunteers or  as 
 funding allows, provide at least one annual volunteer recognition event? Y N N/A 

Public Relations 
1.  Does the county program conduct an ongoing public information and 
 educational program? Y N N/A 

2.  Does the county program disseminate public information for the purpose of 
 broadcasting awareness of the needs and problems of the children that it 
 serves? 

Y N N/A 

3.  Does the county program make known its role, functions, and capabilities to 
 other agencies, community organizations, government bodies, and 
 corporations, as appropriate to its mission? 

Y N N/A 

4.  Does the county program work closely with organizations such as local bar 
 associations, other child advocacy programs, community service and civic 
 groups, and businesses to accomplish its mission? 

Y N N/A 

5.  Does the county program staff give the state program office a sample of any 
 recruitment or marketing information not previously approved or prepared by 
 the state program office or the National CASA association before it is 
 distributed? 

Y N N/A 

County Staff Qualifications 
1. Does the county program supervisor have a bachelor’s degree from an 
 accredited college or university? Y N N/A 

2. Does the county program supervisor have at least two years of experience in  the 
 juvenile court and/or child welfare systems? Y N N/A 

3. Does the county program supervisor have at least two years of experience as a 
 county coordinator? Y N N/A 

4. Does the county program supervisor have one year of experience using 
 desired computer software programs including word processing and 
 spreadsheets? 

Y N N/A 

5. Did the county program supervisor satisfactory complete a security clearance, 
 which includes fingerprinting, and the signing of any state required  certification 
 and pre-employment affidavit per county requirements? 

Y N N/A 

6. Does the county coordinator have a bachelor’s degree from an accredited 
 college or university? Y N N/A 

7. Does the county coordinator have one year of experience in the juvenile court 
 and/or child welfare systems? Y N N/A 

8. Does the county coordinator have one year of experience using desired 
 computer software programs including work processing and spreadsheets? Y N N/A 

9. Did the county program coordinator satisfactory complete a security 
 clearance, which includes fingerprinting, and the signing of any state required 
 certification and pre-employment affidavit per county requirements? 

Y N N/A 

10. Does the county support staff have one year of experience in a clerical support 
 capacity? Y N N/A 

11. Does the county support staff have one year of experience using the desired 
 computer software programs including word processing and spreadsheets? Y N N/A 

12. Does the county support staff have the ability to type at least 55 words per 
 minute with minimal errors? Y N N/A 

13. Did the county support staff satisfactory complete a security  clearance, 
 which includes fingerprinting, and the signing of any state required  certification 
 and pre-employment affidavit per county requirements? 

Y N N/A 

File Management 
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1. Does the county program office maintain copies of all volunteer reports, 
 correspondence, and notes from telephone or in-person consultations 
 concerning the case? 

Y N N/A 

2. Is information about cases only shared with the parties designated by the 
 court? Y N N/A 

3. Does the county program staff develop and maintain duplicate case files;  one 
 for the volunteer and another one located in the program office?  Y N N/A 

4. Are all CASA related documentation from the case file retained for a period  of 
 five years from the date of dismissal in a confidential and secured area? Y N N/A 

5.   Is the volunteer file retained for a period of five years from the volunteer’s  exit 
 date and maintained in a confidential and secured area? Y N N/A 

Initial Certification and Application Process 
1.  Does the CASA program reject the applicant if the applicant refuses to 
 authorize a release of information to complete background checks? Y N N/A 

2.  Does the county coordinator promptly notify the applicant accepted for 
 certification? Y N N/A 

3.  Are program records regarding applicants and volunteers not open to 
 applicants, volunteers, or the public? Y N N/A 

4.  Upon request, does the county coordinator provide a copy of the applicant’s or 
 volunteer’s individual application while redacting notes or work product of 
 county staff? 

Y N N/A 

5.  Does the county coordinator notify applicants or volunteers of the general 
 facts regarding a finding without providing specific information on criminal 
 record, negative MVD record or record in the DES central registry? 

Y N N/A 

Denial of Certification 
1.  Does the county coordinator deny certification if the applicant has not 
 completed any aspect of the application process? Y N N/A 

2.  Does the county coordinator deny certification if the applicant has not been 
 fingerprinted, or the criminal background check, MVD records check or the 
 DES central registry information check has not been received? 

Y N N/A 

3.  Does the county coordinator deny certification if the applicant has not 
 completed the training requirements? Y N N/A 

4.  Does the county coordinator deny certification if the applicant materially 
 misrepresented facts or committed fraud in the application process? Y N N/A 

5.  Does the county coordinator deny certification if the applicant has been 
 convicted of any of the criminal offenses as an adult outlined in ACJA §7-101 
 (I)(e-m)? 

Y N N/A 

6.  Does the county coordinator promptly notify the applicant of being denied 
 certification and only provide general reasons for the denial? Y N N/A 

7.  Is the applicant advised that if their application is denied, they may have the 
 decision reviewed by the presiding juvenile court judge upon request? Y N N/A 

Volunteer Status 
1.  Does the county coordinator take action toward any volunteer not adhering to 
 the minimum performance standards of the CASA program, which may 
 include limitations on types of cases, suspension, or termination? 

Y N N/A 

2.  Is a volunteer on active status if they engage in any of the following activities: 
• Appointed to a dependency or juvenile probation case; 
• Involved in the administrative aspect of the county program office; 
• Serving as a mentor to other volunteers; or 
• Otherwise regularly involved with the county program 

Y N N/A 

3. Do volunteers who are active but not assigned cases provide a minimum of 
 three hours per month in organized program activities and document those 
 activities monthly? 

Y N N/A 
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4.  Are volunteers placed on inactive status if all the following conditions are met? 
• Approved by the county coordinator, for no longer than six months; 
• Not currently appointed to a dependency or juvenile probation case; 
• Not involved with the county program; 
• Not a mentor to other volunteers; and 
• Not otherwise regularly involved with the county program. 

Y N N/A 

Volunteer Recruitment and Retention 
1. Does the county program have written plans for recruiting and selecting 
 volunteers? Y N N/A 

2. Is a standardized packet of information given to each applicant, which 
 contains the purpose and role of the CASA volunteer? Y N N/A 

3. Is a standardized packet of information given to each applicant, which 
 contains details about the qualifications for becoming a volunteer? Y N N/A 

4.  Is a standardized packet of information given to each applicant, which 
 contains the minimum time commitment requirement? Y N N/A 

5. Does the county program recruitment plan include targeted strategies to 
 attract volunteers from diverse cultural, ethnic, and socio-economic 
 backgrounds? 

Y N N/A 

6. Does the county program’s strategies for recruitment of volunteers include 
 community outreach? Y N N/A 

Volunteer Minimum Performance Standards 
1. Do volunteers accept appointment in dependency, guardianship, termination, 
 delinquency, and incorrigibility actions? Y N N/A 

2. Do volunteers accept appointments as guardians ad litem? Y N N/A 
3. Do volunteers comply with Arizona statutes, Arizona Rules of Court, Rules of 
 Procedure for the Juvenile Court, administrative orders, rules, this code and 
 program policies and procedures? 

Y N N/A 

4. Do volunteers maintain confidentiality in handling program issues, case, and 
 volunteer information? Y N N/A 

5. Do volunteers review case records an interview the child and other  appropriate 
 parties involved in the case? Y N N/A 

6. Are volunteers developing and maintaining relationships with the appointed 
 child including contact with the child on at least a monthly basis? Y N N/A 

7. Do volunteers communicate with caregivers about the child’s behavior and 
 relationships? Y N N/A 

8. Do volunteers participate as a member of the case management team? Y N N/A 
9. Do volunteers participate in the formulation of any agreement, stipulation, or 
 case plan entered into regarding the child and provide input to subsequent 
 revisions? 

Y N N/A 

10. Do the volunteers advocate for the best interest of the child, identify, service 
 needs, and make recommendations to the court regarding timely placement of 
 the child? 

Y N N/A 

11. Do volunteers monitor the child’s placement to observe the child’s behavior   in 
 the home and to assess problems or the child’s needs. Y N N/A 

12. Do volunteers assist the responsible parties to ensure that the child’s 
 educational needs are being met? Y N N/A 

13. Do volunteers report to the appropriate authority significant changes in family 
 situations or violations of court orders? Y N N/A 

14. Do volunteers consult at least monthly with the county coordinator in 
 case/program discussion, and document the discussion in the Contact 
 Log/Journal? 

Y N N/A 

15. Do volunteers discuss all recommendations concerning the case with the 
 county coordinator prior to submitting recommendations to the court? Y N N/A 
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16. Do volunteers submit court reports at review and permanency hearings unless 
 required otherwise? Y N N/A 

17. Do volunteers attend all court hearings pertaining to the appointed case and 
 provide oral testimony to the court when requested? Y N N/A 

Approximately what percentage of court 
reports are delivered to the court two weeks 
prior to the court hearing? 

 

18. Do volunteers assist the court in exploring alternative placements for the 
 child? Y N N/A 

19. Do volunteers make recommendations at the Foster Care Review Board 
 (FCRB) meetings? Y N N/A 

20. Do volunteers remain appointed to the dependency case through all phases of 
 the court process up to the time of permanent guardianship or adoption, unless 
 otherwise directed by the court? 

Y N N/A 

21. Do volunteers provide and document an annual performance-based  assessment 
 of the Arizona CASA Program? Y N N/A 

22. Do volunteers maintain contact with the county coordinator to alert or to 
 discuss high profile cases or problems as they arise? Y N N/A 

23. Do volunteers provide to the county program office all case-related 
 correspondence as directed by the county coordinator? Y N N/A 

24. Do volunteers notify their insurance carriers that their CASA volunteer work 
 may involve transporting children? Y N N/A 

25. Do the volunteer mentors have at least one year of experience as a CASA 
 volunteer and been appointed to at least one dependency case? Y N N/A 

26. Do the volunteer mentors have a working knowledge of CPS and juvenile 
 court proceedings including, but not limited to dependency, delinquency, 
 severance, and adoption? 

Y N N/A 

27. Are volunteer mentors meeting and/or exceeding minimum performance 
 standards? Y N N/A 

28. Do volunteer mentors have effective skills in organization, oral and written 
 communication, leadership, and advocacy? Y N N/A 

29. Have volunteer mentors received additional training required by the state 
 program office? Y N N/A 

30. Do volunteer mentors comply with Arizona Statues, Rules of Procedure for  the 
 Juvenile Court, Administrative Order, Rules, Arizona Code of Judicial 
 Administration, and policies and procedures? 

Y N N/A 

31. Do volunteer mentors assist the county coordinator by providing ongoing 
 support to volunteers? Y N N/A 

32. Do the volunteer mentors assist volunteers in the development of advocacy 
 skills? Y N N/A 

33. Do the volunteer mentors provide ongoing assistance to volunteers regarding 
 documentation, report writing and case management? Y N N/A 

34. Do volunteer mentors maintain contact with assigned volunteers as directed  by 
 the county coordinator? Y N N/A 

35. Do the volunteer mentors maintain contact with the county coordinator to 
 alert or to discuss high profile cases or problems as they arise? Y N N/A 

36. Do the volunteer mentors educate assigned volunteers on how to establish 
 working relationships with parties to the case? Y N N/A 

37. Do the volunteer mentors provide additional information to assigned 
 volunteers regarding available community resources? Y N N/A 

38. Do volunteer mentors attend staffings, FCRB meetings and court hearings at  the 
 direction and supervision of the county coordinator? Y N N/A 

39. Do the volunteer mentors facilitate volunteer support groups at the direction  and 
 supervision of the county coordinator?  Y N N/A 
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40. Do the volunteer mentors consult at least monthly with the county coordinator 
 regarding case activity and assigned volunteers? Y N N/A 

Recertification Process 
Please explain the recertification process for a 
volunteer that has left the CASA program for up to 
one year and is eligible to return. 

 

Please explain the recertification process for a 
volunteer that has left the CASA program for more 
than a year and is eligible for return. 

 
 

Training 
1. Do new county program staff observe a Pre-hearing Conference, Preliminary 
 Protective Hearing and a Review Hearing? Y N N/A 

2. Do new county program staff observe a Foster Care Review Board (FCRB) 
 meeting unless one is not scheduled during the training period? Y N N/A 

3. Does the county coordinator attend a case management staffing with CPS? Y N N/A 
4. Does the new county program staff attend a Pre- and Post- OT unless one is  not 
 scheduled during the training period? Y N N/A 

5. Are all requests by volunteers for training not provided or organized by 
 county program staff must be pre-approved by the county coordinator before 
 training hours are credited. 

Y N N/A 

Please describe some of the in-service training 
organized by the county program staff to assist 
volunteers with completing their 12 hours of 
in-service training per calendar year. 

 
 

How many Committee on Judicial Education and Training (COJET) hours are 
required for county program staff?  

Are the county program staff in compliance with the COJET requirements? Y N N/A 
Personal Liability 

1. Do county coordinators ensure that applicants and volunteers are made aware 
 of liability and risk management laws and regulations including those 
 pertaining to automobile usage? 

Y N N/A 

2. Do county coordinators ensure that applicants and volunteers are provided 
 with the Arizona Code of Judicial Administration (ACJA) and program 
 policies pertaining to liability and risk management? 

Y N N/A 

Complaint Process 
1. Does the CASA program allow complaints to be made to the manager, 
 presiding judge or designee, or the county coordinator? Y N N/A 

2. Do all judicial officers and state and county program staff notify the county 
 coordinator if it appears that a volunteer has violated Arizona statues, Rules of 
 Court, including Rules of Procedure of the Juvenile Court, this code, 
 administrative orders, rules, or program policies? 

Y N N/A 

2. Does the CASA program require all to be in writing with sufficient specificity 
 to warrant further investigations? Y N N/A 

3. Does the CASA program require that any investigation be reported to the 
 manager, presiding judge or designee and the county coordinator? Y N N/A 

4. Upon review of all the evidence, does the investigator make a report and 
 recommendation to the presiding judge or designee for resolution of the 
 complaint? 

Y N N/A 

5. Does the county coordinator document any complaint in the volunteer file and 
 send a copy to the state program office? Y N N/A 

6. In the event that the complaint involves criminal activity, does the  investigator 
 forward the complaint and all other investigative reports to the  presiding 
 juvenile judge or designee, the manager and the county coordinator? 

Y N N/A 
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Dismissal from Case or Termination of a Volunteer from Program 
1. Does the county coordinator refer any recommendation regarding discipline to 
 the presiding judge or designee? Y N N/A 

2. Is a volunteer suspended immediately pending a determination of alleged 
 child abuse or neglect? Y N N/A 

3. Is a volunteer suspended immediately  pending an investigation of an 
 allegation of conduct that would be grounds for mandatory or discretionary  
 denial of certification? 

Y N N/A 

4. Is a volunteer dismissed immediately if there has been a judicial or 
 administrative determination of abuse or neglect? Y N N/A 

5. Is a volunteer dismissed immediately if they use illegal drugs or alcohol while 
 performing CASA duties? Y N N/A 

Volunteer Code of Conduct 
1. Do volunteers consult with the county coordinator to resolve any ethical 
 issues that arise? Y N N/A 

2. Do volunteers serve and respond to requests without bias of race, religion,  sex, 
 age, national origin, or physical impairment. Y N N/A 

3. Are volunteers required to disclose to the county coordinator or court any pre-
 existing relationship with a child or the child’s family that could be perceived 
 as a conflict of interest? 

Y N N/A 

4. Are volunteers required, at all times, to perform authorized functions in a 
 professional and impartial manner? Y N N/A 

5. Are volunteers advised that they shall not use or attempt to use their official 
 position to secure unwarranted privileges or exemptions? Y N N/A 

6. Are volunteers advised that they shall not request or accept any fee or 
 compensation in the course of CASA volunteer service? Y N N/A 

7. Are volunteers advised that they shall use public resources, property, and funds 
 under the volunteer’s control responsibly and for the purpose intended by law 
 and not for private use? 

Y N N/A 

Please explain if/when volunteers are 
allowed to have the appointed child visit 
their home or stay overnight with them. 

 

8. Are volunteers advised that they shall not be related to any parties involved in 
 the case or be employed in a position/or agency that might result in a conflict 
 of interest? 

Y N N/A 

9. Are volunteers advised that they shall not give legal or medical advice? Y N N/A 
10. Are volunteers advised that they shall not provide therapeutic counseling? Y N N/A 
11. Are volunteers advised that they shall not provide health care services? Y N N/A 
12. Are volunteers advised that they shall not make placement arrangements for  the 
 child? Y N N/A 

13. Are volunteers advised that they shall not give money or gifts of value over  $10 
 to the child or family? Y N N/A 

14. Are volunteers advised that they shall not engage in solitary excursions to 
 isolated places involving only the CASA volunteer and the appointed child? Y N N/A 

15. Are volunteers advised that they are not permitted to perform home studies  for 
 out-of-state agencies? Y N N/A 

 
**Please review all of the information you have provided to ensure that all categories have been addressed.  
Additionally, please ensure that any required information (noted in bold, italicized type) is attached to this 
response. 
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Court Improvement Program - Administrative Compliance Requirements 
 

Topic Requirement Reference 
1. **Funds disbursed to the Grantee shall be deposited into a 
special revenue account that corresponds to the funding sources 
as indicated in the funding agreement. 

Administrative Order 
(AO) 98-35; Funding 
Agreement (FA) 3 

2. Any interest earned on monies shall accrue to the fund for use 
by the Grantee in accordance with the funding agreement. 

AO 98-35; 
FA 3 

3. **Funds unencumbered as of June 30 and unexpended 
(including unexpended interest) as of July 31 shall be 
transmitted to AOC no later than 60 days following June 30. 

AO 98-35(10); 
FA (4c) 

4. **Grantee shall only expend the funds for purposes and uses 
specified in the Court Improvement Plan and Addendum A. 

AO 98-35(9); 
FA 4(d) 

5. Grantee shall not shift funds from, to, or within budgeted 
categories described in Addendum A without prior written 
authorization from the AOC. 

FA 4(e) 

Budgetary 
Considerations 

6. In the event that the FA is terminated prior to the end of the 
fiscal year, all unexpended funds in the possession of Grantee 
must be returned to the AOC within 30 days of such termination 
and these funds shall be accompanied by a closing financial 
statement, a final report outlining the program achievements and 
an inventory including serial numbers of all equipment 
purchased with grant funds. 

FA 4(f) 

1. **Quarterly progress reports shall be submitted by Grantee to 
the AOC by the date determined in the funding agreement. FA 4(b) 
2. **A final progress report shall be submitted by the Grantee to 
the AOC by the date determined in the funding agreement. FA 4(b) Reporting, Record 

Retention 3. The Grantee shall maintain and provide to the AOC reports, 
data, and statistics as required.  The Grantee shall retain all 
financial records, applicable program records, and data related to 
the approved plan for a period of at least five years. 

AO 98-35(11) 
FA 6(b) 

4. **The Grantee and its subcontractors shall retain all records 
and other documents relevant to the funding agreement for a 
period of five years after the final payment has been made. 

FA 5a 
Reporting, Record 
Retention (cont) 5. All subcontracts shall included a provision acknowledging the 

authority of the AOC to conduct an operational review and 
program evaluation activities. 

FA 5b 

1. Equipment purchased with funds pursuant to the FA shall 
become the property of the Grantee and the Grantee shall 
maintain a written inventory and property control policies and 
procedures covering the equipment. 

FA 6 

2. Equipment must be used as required by the plan for three 
years, if applicable, unless the AOC permits otherwise.  
Equipment which is no longer needed or usable shall be placed 
in surplus as required by the FA. 

FA 7 

3. **Dependency JOLTS must be installed in the county and 
must be accessible to all appropriate court personnel. FA 1(b)(4) 

4. **An individual must be identified to collect and input 
dependency case data. FA 1(b)(6) 

Equipment and 
JOLTS 

5. Key individuals involved in the data collection process should 
participate in quarterly JOLTS Users Group meetings sponsored 
by the AOC. 

FA 1(b)(7) 



** Denotes a key requirement. 
 

Court Improvement Administrative Requirements 
Page 2 of 2 

6. The Grantee shall provide all equipment, hardware and 
software to enable court personnel involved with entering 
dependency data to access JOLTS.  The grantee shall establish a 
security matrix to determine who is to be granted access/use of 
JOLTS. 

FA 1(c)(1) Equipment and 
JOLTS (cont) 

7. **Monthly dependency data entry must be completed by the 
fifth day of the following month. FA 1(c)(5) 

1. **Grantee must have sufficient judicial hearing officers to 
hear all dependency case proceedings. FA 1(b)(1) 
2. **Before a judicial hearing officer assumes a new assignment 
that involves dependency cases, or within the first twelve 
months of assuming this assignment, they must complete the 
specialized dependency training program approved by COJET 
(“Dependency Curriculum”). 

AO 99-8 

3. **Grantee must have an individual responsible for the 
facilitation of Pre-Hearing Conferences. FA 1(b)(2) 

4. **Grantee must have an individual responsible to handle 
mediations. FA 1(b)(3) 

5. **Collaboration between Grantee and county clerk’s office 
should occur to assure that clerk’s office is adequately 
staffed/equipped to manage its dependency responsibilities. 

FA 1(b)(8) 

6. The court will identify members of a Court Improvement 
Implementation Team and will schedule meetings on a regular 
basis or by need as determined by the court. 
7. The court will compile and make available to personnel a 
written protocol pertaining to dependency case processing. 

General 
Implementation 
Procedures 

8. The court will implement procedures whereby appropriate 
and timely attorney assignment is made for each dependency 
case. 

 

Operational 
Procedures 

• The court shall adhere to all requirements in the various 
court proceedings throughout the dependency process.   

• The court shall adhere to all requirements in recording 
information from court proceedings throughout the 
dependency process 

See Courtroom 
Observation Tools for 
requirements for 
various court 
proceedings. 

 



 

CIP Courtroom Observation – In-Home Intervention Initial Hearing 
Case: JO: Date: Observer 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG        Guardian            CASA     Other 
1. Did court inquire whether the parent/guardian/Indian custodian wished to participate in in-home 

intervention and agree to a case plan and participation in services?  Rule 48.1(C)(1)  Y  N  NA 
2. Did the court find that the child(ren) had not been removed (pursuant to Article 2, Chapter 10, Title 8 of 

ARS)?  Rule 48.1(C)(2)(a)  Y  N  NA 
3. Did the court find that in-home intervention appears likely to resolve the risk issues described?  Rule 

48.1(C)(2)(b)  Y  N  NA 
4. Did the court find that the parent/guardian/Indian custodian agreed to a case plan and participation in 

services?  Rule 48.1(C)(2)(c)  Y  N  NA 
5. Did the court find that one of the following conditions existed:  Rule 48.1(C)(2)(d) 
A. The child is at risk of harm due to the inability or unwillingness of the parent/guardian/Indian 

custodian to provide food, clothing, shelter or medical care? 
B. The parent/guardian/Indian custodian is unable to provide proper care, control and supervision of the 

child. 

 Y  N  NA 
 

 Y  N  NA 

6. Did court’s order a specific time for completion of in-home intervention?  Rule 48.1(C)(3)  Y  N  NA 
Open Court Proceeding 

1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 
2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 
3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order of 
the court from disclosing outside the hearing personally identifiable information about the child, siblings, 
parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 
 
 



 

CIP Courtroom Observation – In-Home Intervention Review Hearing 
Case: JO: Date: Observer: 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG        Guardian            CASA     Other 
1. Did the hearing occur within one year of the date of the Initial In-Home Intervention Hearing?  Rule 

48.1(C)(3)  Y  N  NA 
2. If the time ordered for in-home intervention expired without being extended by the court, did the court 

dismiss the dependency petition  Rule 48.1(C)(3)  Y  N  NA 
Open Court Proceeding 

1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or trial 
be open to the public?  Rule 41(D)  Y  N  NA 
2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 
3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order of 
the court from disclosing outside the hearing personally identifiable information about the child, siblings, 
parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 
 
 



 

CIP Courtroom Observation – Pre-hearing Conference 
Case: JO: Date: Observer: 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG        Guardian            CASA     Other 

1. PHC immediately precedes the PPH?  ARS 8-823(D)  Y  N  NA 
2. Facility is appropriate - indicate yes/no for each item. If no, explain. 
A. size of room; 
B. privacy; 
C. proximity to court  
D. room;safety. 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

3. Facilitator is not a party / not representing party to proceedings.  Rule 49(C)  Y  N  NA 
4. Attempt was made to reach agreement on: 
A. placement; 
B. visitation; 
C. services?  ARS 8-823(D) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

5. Did the facilitator: 
A. foster orderly communication; 
B. encourage participation of all parties; 
C. identify areas of agreement?  Rule 49(C) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

 



 

CIP Courtroom Observation – Preliminary Protective Hearing 
Case: JO: Date: Observer: 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG        Guardian            CASA     Other 
1. PPH is held within 5-7 working days of child being removed?  ARS 8-824(A)  Y  N  NA 
2. The hearing was continued: 
A. Necessary to prevent abuse/neglect, preserve party’s rights, or for other good cause; 
B. The delay did not exceed five days.  ARS 8-824(A) 

 
 Y  N  NA 
 Y  N  NA 

3. Did Court address ICWA / Tribal membership?  ARS 8-815(A), Rule 50(B)(1)  Y  N  NA 
4. Did the court appoint counsel?  Rule 50(B)(2)  Y  N  NA 
5. Did the court review the PhC agreements / stipulations?  ARS 8-824 E(1), Rule 50(B)(5)  Y  N  NA 
6. Did the court identify all documents received and will consider?  Rules 50(B)(4) & 45(D)  Y  N  NA 
7. If no agreement was reached on placement, did the court conduct a review of temporary custody?  If 

so, use following Review of Temporary Custody Tool as well.  Rule 50(B)(6)   Y  N  NA 

8. Did the court conduct the initial dependency hearing for any party who is present and has been served?  
If so, use Initial Dep Hearing Observation Tool as well.  Rule 50(B)(7)  Y  N  NA 

9. Did the court set a continued initial hearing as to any party?  Rule 50(B)(7)  Y  N  NA 
10. Did the court provide an opportunity for the parent(s)/guardian, and any other person who has 

relevant knowledge, to provide relevant testimony?  ARS 8-824(E)(2)  Y  N  NA 

11. If parent(s) admit / no contest, did the court ensure the parents understanding of rights and that they 
knowingly, intelligently and voluntarily waived these rights?  ARS 8-824(H)  Y  N  NA 

12. Did the court give paramount consideration health/safety of the child?  ARS 8-824(E)(7)  Y  N  NA 
13. Did court determine whether temp cust clearly necessary to prevent abuse or neglect?  ARS 8-825(B)  Y  N  NA 
14. Did court inform parent(s)/guardian future hrgs may result in TPR?  ARS 8-824(E)(6)  Y  N  NA 
15. If the petitioner did not meet the burden of proof, did the court return the child to the 

parent/guardian/Indian custodian pending the dependency hearing?  ARS 8-825(B)(1)  Y  N  NA 

16. If the petitioner met the burden of proof, did the court declare the child a temporary ward of the court 
pending the dependency hearing?  ARS 8-825(B)(2)  Y  N  NA 

17. Did the court make a determination as to whether the tasks set forth in the case plan were 
reasonable and necessary to carry out the case plan goal?  ARS 8-824(I)  Y  N  NA 

18. Did the court enter orders regarding placement and visitation pending the determination of the 
dependency petition?  ARS 8-824(I)  Y  N  NA 

19. Did the court determine if: 
A. reasonable efforts / reasonable to make no efforts to prevent removal;  ARS 8-825(C) 
B. factual basis for this determination;  ARS 8-829(B) 
C. services available that would eliminate the need for cont removal?  ARS 8-825(C) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

20. If in ADES custody, did the court order ADES to make reasonable efforts to provide services to the 
child and parent(s) to facilitate reunification?  ARS 8-825(C)(1)  Y  N  NA 

21. If not in ADES custody / ADES not a party to the case, did the court direct parties to participate in 
reasonable services that would facilitate reunification?  ARS 8-825(C)(2)  Y  N  NA 

22. If parent(s) denied allegations, did the court: 
A. set date for settlement conference / pretrial conference / mediation; 
B. admonished the parent(s) re failure to appear and/or participate in future hearings?  ARS 8-826 

 Y  N  NA 
 Y  N  NA 

23. Were copies of all findings, orders and agreements made available to the parties in the form of a 
signed minute entry at the conclusion of the hearing?  Rule 50(C)  Y  N  NA 

Open Court Proceeding 
1. Did court advise parent/guardian/Indian custodian of right to request open hearing?  Rule 41(D)  Y  N  NA 
2. Did court order the proceeding open or find good cause for all/part of proceeding closed?  Rule 41(E)  Y  N  NA 
3. Did court admonish attendees start re prohibition from disclosing personally identifiable information 

re child, siblings, parents, guardians, caregivers, another mentioned in hearing?  Rule 41(G)  Y  N  NA 

4. Did court explain contempt of court and possible consequences of violating order ?  Rule 41(G)  Y  N  NA 
 



 
CIP Courtroom Observation – Review of Temporary Custody Hearing 

Case: JO: Date: Observer: 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG        Guardian            CASA     Other 

1. Evidence presented in support or to rebut temp custody finding?  Rule 51(C)(1)  Y  N  NA 
2. Was evidence relating only to placement, visitation or services permitted as it related to the issue of 

continued temporary custody?  Rule 51(C)(2)  Y  N  NA 
3. Was the parent(s)/guardian allowed, at conclusion of petitioner’s case, to present evidence in support of 

child’s return?  Rule 51(C)(3)  Y  N  NA 
4. Did the court determine whether there was probable cause to believe that temporary custody was 

clearly necessary to prevent further abuse or neglect?  Rule 51(D)  Y  N  NA 
5. If ICWA, did court determine, by clear and convincing evidence, including testimony from a qualified 

expert witness, whether continued custody by the parent / Indian custodian was likely to result in 
serious emotional or physical damage to the child?  Rule 51()D 

 Y  N  NA 

6. If the petitioner failed to meet the burden of proof, did the court order the return of the child to the 
parent, guardian or Indian custodian?  Rule 51(D)  Y  N  NA 

Open Court Proceeding 
1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 

trial be open to the public?  Rule 41(D)  Y  N  NA 
2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 

remain closed?  Rule 41(E)  Y  N  NA 
3. Did court admonish all attendees at the start of the open hearing that they were prohibited by order of  

court from disclosing outside hearing personally identifiable information about  child, siblings, 
parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



 

CIP Courtroom Observation – Initial Dependency Hearing 
Case: JO: Date: Observer: 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG        Guardian            CASA     Other 
1. Was the initial dependency hearing held at the time of the preliminary protective hearing if the 

parent, guardian, or Indian custodian appeared?  Y  N  NA 

2. If the initial was not held at the same time as the preliminary protective hearing, was it held within 
21 days of the filing of the petition?  ARS 8-842(A)  Y  N  NA 

3. If service by publication required was the initial held no sooner than 10 days following the 
completion of service?  Rule 52(B)  Y  N  NA 

4. Did court query as to ICWA status?  ARS 8-815(A), Rule 52(C)(1), Rule 52(D)(3)                              (PPH-3)  Y  N  NA 
5. Did the court appoint counsel?  Rule 52(C)(2)                                                                                   (PPH-4)  Y  N  NA 
6. Did the court determine if service completed or waived as to each party?  Rule 52(C)(3)  Y  N  NA 
7. Did court advise the parent/guardian/Indian custodian of rights to counsel, to cross examine witnesses, 

trial and to compel attendance of witnesses, to TPR jury trial?   ARS 8-842(A), Rule 52(C)(4)  (PPH-11)  Y  N  NA 

8. Did the court determine whether paternity has been established and take testimony from the mother 
concerning identity and location of any potential father?  Rule 52(C)(5)  Y  N  NA 

9. If admission/no contest, did the court determine that the parent/guardian understood rights and 
knowingly, voluntarily and intelligently waived these rights?  ARS 8-843(B)                             (PPH-11)  Y  N  NA 

10. If the parent, guardian or Indian custodian admitted / did not contest, did the court proceed to 
dependency adjudication hearing and set or conduct a disposition hearing?  If so, use Adjudication 
Hearing Observation Tool.  Rule 52(C)(6)(a) 

 Y  N  NA 

11. If the parent, guardian or Indian custodian denied the allegations, did the court: 
A. set Settlement, Pretrial or Mediation?  Rule 52(C)(6), Rule 52(D)(7)                                         (PPH-22a) 
B. if Mediation chosen, order the parties to participate?  ARS 8-844(A) 

 
 Y  N  NA 
 Y  N  NA 

12. If parent/guardian failed to appear w/o good cause shown, did the court: 
A. find parent had notice of hearing; 
B. find parent was properly served; 
C. find that notice advised on consequences of not appearing?  Rule 55 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

13. If denial, did court continue as temporary ward pending ADJ?  Rule 52(C)(6)                            (PPH-16)  Y  N  NA 
14. Did court enter findings re notification / service upon parties and court’s jurisdiction?  Rule 52(D)(1)  Y  N  NA 
15. Did the court order the petitioner to effectuate service by publication because requirements  have been 

met and the party cannot be reasonably be located?  Rule 52(D)(2)  Y  N  NA 

16. Did court set cont IDH re party not served/not appearing?  Rule 52(D)(5)                                           (PPH-9)  Y  N  NA 
17. Did court advise parent/guardian/Indian custodian that failure to attend the PTC, SET, or ADJ without 

good cause shown may result in waiver of legal rights / finding of dependency?  Rule 52(D)(8)  Y  N  NA 

18. Did court make findings pursuant to ICWA standards/burdens of proof?  Rule 52(D)(9)  Y  N  NA 
19. Did the court continue the initial dependency hearing based on (good cause): 
A. service of process and/or notification pursuant to ICWA not completed; 
B. additional time requested by Tribe or additional time needed to comply with ICWA; 
C. additional time required to consult with counsel, best interests not adversely effected?  Rule 52(E) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

20. Did the court determine if: 
A. reasonable efforts made to prevent/eliminate need for removal;                                           (PPH-19a) 
B. services available to eliminate need for cont removal?  ARS 8-843(D)                                  (PPH-19c) 

 
 Y  N  NA 
 Y  N  NA 

21. If in ADES custody, did court order ADES to make reasonable efforts to provide services to the child 
and parent(s) to facilitate reunification?  ARS 8-843(D)(1)                                                          (PPH-20)  Y  N  NA 

22. If not in ADES custody/ADES not a party to the case, did court direct parties to participate in 
reasonable services that would facilitate reunification?  ARS 8-843(D)(2)                                   (PPH-21)  Y  N  NA 

Open Court Proceeding 
1. Did court advise the parent of right to request that hearing or trial be open to the public?  Rule 41(D)  Y  N  NA 
2. Did court order proceeding open/find good cause for all/ part of proceeding to be closed?  Rule 41(E)  Y  N  NA 
3. Did court admonish attendees at start re disclosure prohibition outside of hearing?  Rule 41(G)  Y  N  NA 
4. Did court explain contempt and the possible consequences of violating order court?  Rule 41(G)  Y  N  NA 

 



 
CIP Courtroom Observation – Settlement Conference 

Case: JO: Date: Observer: 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG        Guardian            CASA     Other 

1. Did the court inquire regarding ICWA applicability?  ARS 8-815(A)  Y  N  NA 

2. Did each party provide the court with a confidential settlement conference memorandum at least five days 
prior to the settlement conference?  Rule 53(B)  Y  N  NA 

3. Did the parties consent to the assigned trial judge presiding at conference?  Rule 53(C)(1)  Y  N  NA 
4. If the parties are unable to reach agreement as to all issues, did the parties advise the court of those issues 

which will be litigated and the time needed to conduct the dependency adjudication hearing?  Rule 
53(C)(4) 

 Y  N  NA 

5. If an admission/no contest or the parent was not present, did the court proceed with the adjudication 
hearing?  If so, use Dependency Adjudication Hearing Tool.  Rule 53(D)(1,2)  Y  N  NA 

6. Did the court set/affirm the date for the Dep Adj Hearing?  Rule 53(D)(3)  Y  N  NA 
7. Did the court advise the parent, guardian or Indian custodian in open court:  Rule 53 D(4) 
A. that failure to attend the pretrial conference or the dependency adjudication hearing, without good cause 

shown, may result in a finding that the parent, guardian or Indian custodian has waived legal rights and 
is deemed to have admitted the allegations in the dependency petition; 

B. that the hearings may go forward in their absence and may result in a finding of dependency based upon 
the record and evidence presented; 

C. that failure to participate in reunification services may result in the termination of parental rights or the 
establishment of a permanent guardianship of the child. 

 Y  N  NA 
 
 
 

 Y  N  NA 
 

 Y  N  NA 
Open Court Proceeding 

1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or trial 
be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order of 
the court from disclosing outside the hearing personally identifiable information about the child, siblings, 
parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 
Mediation - Pursuant ARS §8-844(A), the court is to hold a settlement conference or pretrial conference or shall 
order mediation before a case is to proceed to a contested adjudication hearing.  All of the parties in the contested 
action shall participate in the conference or mediation.  Mediation is conducted outside the courtroom with the 
assistance of an impartial “mediator” and, therefore, the court is only required to order that the parties participate if 
this is the chosen process.  



 

CIP Courtroom Observation – Pre Trial Conference 
Case: JO: Date: Observer 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG       Guardian             CASA     Other 

1. Did the court inquire regarding possible ICWA applicability?  ARS 8-815(A)  Y  N  NA 
2. If parties wished to discuss settlement, did the court hold a Settlement Conference prior to Pretrial 

Conference?  Rule 54(B)(1)  Y  N  NA 
3. If the parties advised the court that matter would proceed to trial, did the court determine: 
A. disclosure has been made; 
B. the time needed for trial; 
C. the scheduling of witnesses; 
D. whether the trial will be open to the public.  Rule 54(B)(2) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

4. If a settlement has been reached and the matter will not proceed to trial, did the court: 
A. Adjudicate the child dependent and enter findings and orders pursuant to Rule 55 (if so, utilize 

Dependency Adjudication tool). 
B. Set or conduct Disposition Hearing (if so, utilize Disposition Tool)?  Rule 54(C)(1) 

 
 Y  N  NA 

 
 Y  N  NA 

5. If parent not appearing, did the court find that the parent: 
A. failed to appear without good cause; 
B. had notice of the hearing; 
C. was properly served pursuant to Rule 48; 
D. had been previously admonished as to the consequences of their failure to appear at the hearings?  Rule 

54(C)(2) 

 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

6. If the parent did not appear, did the court adjudicate the child dependent based upon the record and 
evidence presented if the petitioner has established grounds upon which to adjudicate the child 
dependent?  Rule 54(C)(2) 

 Y  N  NA 

7. If agreement not reached, did the court set the Adjudication Hearing?  Rule 54(C)(2)(a)  Y  N  NA 
8. Did the court advise the parent in open court regarding the consequences of their failure to attend future 

proceedings?  Rule 58(E)(6)  Y  N  NA 

9. If ICWA applies, did the court make findings pursuant to Act?  Rule 54(C)(2)(c)  Y  N  NA 
10. If proceeding to Contested Adjudication and Disposition, did the court enter orders: 
A. limiting the issues to be litigated at the Contested Adjudication Hearing; 
B. requesting preparation of disposition report (pursuant to Rule 56)?  Rule 54(C)(2)(d) 

 
 Y  N  NA 
 Y  N  NA 

Open Court Proceeding 
1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or trial 
be open to the public?  Rule 41(D)  Y  N  NA 
2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to remain 
closed?  Rule 41(E)  Y  N  NA 
3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order of 
the court from disclosing outside the hearing personally identifiable information about the child, siblings, 
parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible consequences 
of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



 
CIP Courtroom Observation – Dependency Adjudication Hearing 

Case; JO: Date: Observer: 
Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 

Case Manager  AAG        Guardian            CASA     Other 

1. If contested, did court hold a settlement conference / mediation before?  ARS 8-844(A)  Y  N  NA 
2. If contested and allegations found true by preponderance of the evidence, court found: 
A. That it has jurisdiction over matter and persons before it; 
B. Factual basis for dependency; 
C. That the child was dependent?  ARS 8-844(C)(1)(a) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

3. Did court inquire / make findings pursuant to ICWA? ARS 8-815(A), Rule 55(C)                     (PTC-1)  Y  N  NA 
4. If the allegations not found true by a preponderance of the evidence, did the court dismiss the 

dependency petition?  ARS 8-844(B)(2)  Y  N  NA 
5. If admission / no contest, did the court determine whether: 
A. The party understands the rights being waived;                                                                     (PPH-11, IDH-9) 
B. The admission / no contest plea made knowingly, intelligently and voluntarily;   (PPH-11, IDH-9) 
C. A factual basis exists to support a finding of dependency?  Rule 55(D)(1) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

6. If parent failed to appear without good cause did the court find they had notice, were properly served 
and was previously admonished?  Rule 55(D)(2)                                                           (IDH-12, PTC-5)  Y  N  NA 

7. If allegations found true or were admitted to / not contested, did the court: 
A. Adjudicate the child dependent;                                                                                            (PTC-4a) 
B. Enter orders regarding placement and custody?  Rule 55(E)(3,5)                                     (PPH-18) 

 
 Y  N  NA 
 Y  N  NA 

8. Did the court advise the parent that the hearings may go forward in their absence and that failure to 
attend further proceedings w/o good cause shown may result in termination of parental rights or 
establishment of permanent guardianship?  Rule 55(E)(6)                                             (IDH-17, SET-6) 

 Y  N  NA 

Open Court Proceeding 
1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by 
order of the court from disclosing outside the hearing personally identifiable information about the 
child, siblings, parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



CIP Courtroom Observation - Disposition Hearing 

Case: JO: Date Observer: 

Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 
Case Manager  AAG        Guardian            CASA     Other 

1. Was the hearing held within 30 days or in conjunction with adjudication?  Rule 56(A)  Y  N  NA 

2. Did court order services required to achieve case plan?  Rule 56(E)(2)                    (PPH-20, IDH-21)  Y  N  NA 

3. Did court enter orders on placement / custody of the child?  Rule 56(E)(2)             (PPH-18, ADJ-7B)  Y  N  NA 

4. Did court set a review within 6 months of disposition?  Rule 56(E)(3)  Y  N  NA 

5. If no reunification efforts to be provided, was this based on a finding that: 
A. Reasonable search had failed to locate parent; 
B. Parent’s mental illness of such magnitude they would not benefit from reunification efforts; 
C. Child previously removed/adj dependent twice for physical/sexual abuse w/in last 18 mos; 
D. Parent conspired or convicted of murder/manslaughter of another of their children; 
E. Child suffered serious physical/emotional injury (ARS 8-831); 
F. Parent’s rights to another child terminated and parent has not addressed relevant issues; 
G. After finding of dependency, found that child removed on at least two previous occasions, 

reunification services were provided upon removal and that the parents were unable to discharge 
parental responsibilities?  ARS 8-846(B) 

 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

 

6. If no reunification , court ordered plan of adoption, other permanent plan or concurrent plan?  ARS 8-
845(C), Rule 56(E)(4)  Y  N  NA 

7. If reunification efforts to continue, did the court order the agency to make reasonable efforts to 
provide reunification services?  ARS 8-846(A)                                                            (PPH-20, IDH-21)  Y  N  NA 

8. Did the court address the parent, guardian or Indian custodian and advise them that failure to attend 
further proceedings without good cause shown and failure to participate in reunification services 
may result in the termination of parental rights or the establishment of a permanent guardianship of 
the child?  Rule 56(E)(5)                                                                                                  (SET-6, ADJ-8a) 

 Y  N  NA 

9. Did the Court inquire as to ICWA and / or make findings pursuant to ICWA standards and burdens of 
proof?  ARS 8-815(A), Rule 56(E)(6)                                                                                         (ADJ-3)  Y  N  NA 

Open Court Proceeding 
1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order 
of the court from disclosing outside the hearing personally identifiable information about the child, 
siblings, parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



 
CIP Courtroom Observation - Review Hearing 

Case: JO: Date: Observer: 

Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 
Case Manager  AAG        Guardian            CASA     Other 

1. Are periodic reviews occurring at least once every six months?  ARS 8-847(A)  Y  N  NA 
2. Were all documents provided for court’s consideration marked and admitted prior to hearing’s 

conclusion?  Rule 58 (D)(2)  Y  N  NA 

3. Did court address findings of FCRB on the record?  ARS 8-515.03(1), Rule 58(D)(3)  Y  N  NA 
4. If court found the child(ren) not to be dependent, did the court dismiss the petition and return the 

child to the parent, guardian or Indian custodian?  Rule 58 (E)(1)  Y  N  NA 

5. Did court make the finding of fact that child continue to be dependent?  Rule 58 (E)(2)  Y  N  NA 
6. If continued dependent, did the court enter/reaffirm orders: 
A. that legal custody remain with ADES; 
B. regarding placement and visitation?  Rule 58(E)(3) 

 
 Y  N  NA 
 Y  N  NA 

7. Did court consider health / safety of the child as a paramount concern?  ARS 8-847(C)  Y  N  NA 

8. Did court set Permanency Hearing not more than 12 months from removal?  Rule 58(E)(5)  Y  N  NA 
9. Did court make the specific finding that it advised the parent(s), guardian or Indian custodian of the 

consequences of failure to attend subsequent proceedings and/or participate in reunification 
services?  Rule 58(E)(6) 

 Y  N  NA 

10. Did court inquire and / or make findings pursuant to ICWA?  ARS 8-815(A), Rule 58(E)(7)  Y  N  NA 
Open Court Proceeding 

1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order 
of the court from disclosing outside the hearing personally identifiable information about the child, 
siblings, parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



CIP Courtroom Observation - Permanency Hearing 

Case: JO: Date: Observer: 

Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 
Case Manager  AAG        Guardian            CASA     Other 

1. The hearing was held: ARS 8-862(A) 
A. within 30 days of Disposition if no reunification ordered; 
B. within 12 months after removal; 
C. if  >12mos, made finding within 12 mos reasonable efforts made to finalize perm plan. 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

2.  Did the court consider evidence from all parties in the form of testimony, documents entered 
into evidence, and the final plan prepared by agency?  Rule 60(C)  Y  N  NA 

3. Did the court determine whether termination of parental rights, adoption, permanent guardianship or 
some other permanent legal status was the most appropriate plan and order that this be 
accomplished within a certain time frame?  ARS 8-862(B) 

 Y  N  NA 

4. Did the court set a review within six months?  Rule 60(D)(2)  Y  N  NA 

5. If termination / guardianship is determined best, did the court: 
A. Order the petition be filed within ten days and appoint counsel for the parent;  Rule 60(E)(3) 
B. Set the Initial Termination / Guardianship Hearing within 30 days?  ARS 8-862 

 
 Y  N  NA 
 Y  N  NA 

6. Did the court address the parent, guardian or Indian custodian in open court and advise them that 
failure to attend further court proceedings without good cause shown and failure to participate in 
reunification services, if appropriate, may result in the termination of parental rights or the 
establishment of a permanent guardianship of the child?  Rule 60(D)(4) 

 Y  N  NA 

7. Did the court inquire regarding and / or make findings pursuant to ICWA standards and burdens of 
proof?  ARS 8-815(A), Rule 60(D)(5)                                                                                     (REV-10)  Y  N  NA 

8. Did the court: 
A. Determine whether reasonable efforts made to finalize plan;  ARS 8-829(A)(3) 
B. Set forth the factual basis for this determination?  ARS 8-829(B) 

 
 Y  N  NA 
 Y  N  NA 

Open Court Proceeding 
1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by 
order of the court from disclosing outside the hearing personally identifiable information about the 
child, siblings, parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



CIP Courtroom Observation - Initial Guardianship Hearing 

Case: JO: Date: Observer: 

Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 
Case Manager  AAG        Guardian            CASA     Other 

1. Held within thirty days of permanency hearing?  ARS 8-862(E)(2), Rule 62(B)  Y  N  NA 
2. Did the court appoint counsel (unless otherwise appointed)?  ARS 8-872(D), Rule 62(C)  Y  N  NA 
3. Did court determine whether service completed / waived?  Rule 62(C)(4)  Y  N  NA 
4. Did court determine whether investigation of prospective guardian done?  Rule 62(C)(5)  Y  N  NA 
5. Did the court advise the parent/guardian/Indian custodian of rights to counsel, to cross examine 

witnesses, trial and to compel attendance of witnesses?   Rule 62(C)(6)  Y  N  NA 

6. Did court determine whether the parent admits / does not contest or denies the allegations in the 
motion or petition for guardianship?  Rule 62(C)(7)  Y  N  NA 

7. If admitted/not contested, did court proceed with Guard Adj Hrg?  Rule 62(C)(7)(a)  Y  N  NA 
8. If denied, did court set the trial within 90 days of permanency hearing?  Rule 62(C)(7)(b)  Y  N  NA 
9. If the parent failed to appear, did the court find that they:  Rule 62(C)(7)(c) 
A. Had notice of hearing; 
B. Were properly served; 
C. Were previously admonished regarding the consequences of their failure to appear? 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

10. Did the court enter findings as to notification and service?  Rule 62(D)(1)  Y  N  NA 
11. Set a continued initial guardianship hearing for those not served/appearing?  Rule 67(D)(2)  Y  N  NA 
12. Did court inquire and / or make findings pursuant to ICWA?  ARS 8-815(A), Rule 67(D)(5)  Y  N  NA 

Open Court Proceeding 
1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order 
of the court from disclosing outside the hearing personally identifiable information about the child, 
siblings, parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



CIP Courtroom Observation - Guardianship Adjudication Hearing 

Case: JO: Date: Observer: 

Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 
Case Manager  AAG        Guardian            CASA     Other 

1. Held within ninety days of permanency hearing?  ARS 8-862(E)(2), Rule 63(B)  Y  N  NA 
2. If the hearing is continued, did the court:  Rule 63(B) 
A. Hold the hearing within 120 days of the Permanency Hearing; 
B. Continue the hearing to allow full, fair and proper presentation of the evidence without the 

best interests of the child being adversely affected; 
C. Make written finding of factual basis for continuance if further delayed? 

 
 Y  N  NA 
 Y  N  NA 

 
 Y  N  NA 

3. In accepting the parent(s) admission or plea of no contest, did the court determine whether: 
A. The party understood the rights being waived; 
B. The admission/plea of no contest was done knowingly, intelligently and voluntarily; 
C. A factual basis existed to support guardianship?  Rule 63(D)(1) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

4. If the parent failed to appear, did the court find that they: 
A. Had notice of the hearing                                                                                                          (IGU-9a) 
B. Were properly served;                                                                                                               (IGU-9b) 
C. Were admonished re consequences of no attendance?  Rule 63(D)(2)                                     (IGU-9c) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

5. Did the court give primary consideration to the physical, mental and emotional needs of the 
child in determining whether to grant the motion for guardianship?  Rule 63(D)(3)  Y  N  NA 

6. Did court make finding as to its jurisdiction over matter / persons before it?  Rule 63(F)(1)  Y  N  NA 
7. If the party filing guardianship motion/petition has met the burden of proof, did the court: 
A. Make specific findings of fact in support of guardianship and appoint guardian; 
B. Enter appropriate orders governing the powers and duties of the guardian; 
C. Enter appropriate visitation orders; 
D. Set an annual review and order preparation of a report for this review; 
E. Dismiss the dependency action?  ARS 8-872(I), Rule 63(F)(2) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

8. If the party filing motion/petition failed to meet the burden of proof, did the court: 
A. Deny the motion/petition for guardianship; 
B. Set review hearing, order parties to submit revised case plan?  Rule 63(F)(3) 

 Y  N  NA 

9. Did court inquire and/or make findings pursuant to ICWA?  ARS 8-815(A), Rule 63(F)(4)       (IGU-12)  Y  N  NA 
Open Court Proceeding 

1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by 
order of the court from disclosing outside the hearing personally identifiable information about the 
child, siblings, parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



CIP Courtroom Observation - Initial Termination Hearing 

Case: JO: Date: Observer: 

Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 
Case Manager  AAG        Guardian            CASA     Other 

1. Was the hearing held: 
A. Within thirty days of permanency hearing; 
B. No sooner than 10 days following service of petition?  ARS 8-862(D), Rule 65(B) 

 
 Y  N  NA 
 Y  N  NA 

2. Did court appoint parent counsel (unless otherwise appointed)?  Rule 65(C)(2)  Y  N  NA 

3. Did court appoint child counsel (if a GAL has not been appointed)?  Rule 65(C)(3)  Y  N  NA 

4. Did court determine whether service completed or waived?  Rule 65(C)(4)  Y  N  NA 

5. Did the court advise the parent/guardian/Indian custodian of their trial rights, including their right to a 
jury trial if properly requested?   Rule 65(C)(5)  Y  N  NA 

6. Did court determine parent’s plea as to the allegations in the motion/petition for TPR and, if 
applicable, whether a jury trial has been properly requested?  Rule 65(C)(6)  Y  N  NA 

7. If admit/no contest, did court proceed with Termination Adjudication?  Rule 65(C)(6)(a)  Y  N  NA 

8. If parent denies allegations in termination motion or petition, did the court: 
A. Determine whether a jury trial has been properly requested; 
B. Set the trial within ninety days of the permanency hearing; 
C. Schedule a pretrial conference or status conference; 
D. Admonish the parent that failure to appear at future hearings may result in finding that legal rights, 

including right to trial by jury, have been waived and may lead to adjudication terminating their 
parental relationship?  ARS 8-825(E), Rule 65 

 Y  N  NA 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

9. If the parent failed to appear, did the court find that the parent:  Rule 65(C)(6)(c) 
A. Had notice of hearing; 
B. Was properly served; 
C. Was previously admonished regarding the consequences of their failure to appear, including the 

waiver of their right to a trial by jury? 

 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

10. Did court enter findings as to notification and service upon the parties and the court’s jurisdiction 
over the subject matter and persons before it?  Rule 65(D)(1)  Y  N  NA 

11. Did court set continued hearing for party not served and not appearing?  Rule 65(D)(2)  Y  N  NA 

12. Did court inquire regarding and, if applicable, make findings pursuant to the requirements of the 
ICWA?  ARS 8-815(A), Rules 65(C) & 65(D)(4)  Y  N  NA 

Open Court Proceeding 
1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order 
of the court from disclosing outside the hearing personally identifiable information about the child, 
siblings, parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



CIP Courtroom Observation - Termination Adjudication Hearing 
Case: JO: Date: Observer: 

Parties present:  Mother     Mother’s Atty     Father     Father’s Atty     Child     Child’s Atty 
Case Manager  AAG        Guardian            CASA     Other 

1. Did the court inquire regarding possible ICWA applicability?  ARS 8-815(A)  Y  N  NA 

2. Did the court: 
A. Hold the hearing within 90 days of the permanency hearing; 
B. Continue no > 30 additional days (full, fair, proper presenting of evidence); 
C. If cont >30 days, found  “extraordinary circumstances”?  ARS 8-862(D), Rule 66 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

3. In accepting the parent(s) admission or plea of no contest, did the court determine whether: 
A. The party understands the rights being waived; 
B. No contest plea made knowingly, intelligently and voluntarily; 
C. A factual basis existed to support termination?  Rule 66(D)(1) 

 
 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

4. If parent failed to appear, did the court find that the parent: 
A. Had notice of hearing;                                                                                                                 (ITE-9a) 
B. Was properly served;                                                                                                                  (ITE-9b) 
C. Was admonished re consequences of their failure to appear including the waiver of their right to a 

trial by jury?                                                                                                                                (ITE-9c) 

 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

5. If objections to the termination social study, did the court: 
A. Admit into evidence social study after redacting portions where objections sustained; 
B. Allow the petitioner reasonable opportunity to call additional witnesses to testify regarding the 

redacted portions of the social study?  Rule 66(E) 

 Y  N  NA 
 Y  N  NA 

6. Did court find jurisdiction over matter/persons before it?  Rule 66(F)(1)                                         (ITE-10)  Y  N  NA 

7. If the petitioner or moving party has met its burden of proof, did the court: 
A. If a jury is the finder of fact, enter the verdict of the jury (pursuant to Rule 66(F), the jury 

will present a proper verdict form based on the ground(s) for termination stated in the 
petition and whether TPR is in child(ren)’s best interests; 

B. If the court is the finder of fact, made specific findings of fact in support of termination and 
granted the motion for termination of parental rights; 

C. Appoint a guardian for the child or appoint a guardian for the child and vest legal custody in 
another person or authorized agency; 

D. Enter orders for financial support of the child; 
E. Set or reaffirm the dependency review hearing; 
F. If ICWA, made findings pursuant to standards including whether placement of the Indian 

child was in accordance with Section 1915 of the Act or whether there was good cause to 
deviate from this practice?  ARS 8-8538, Rule 66(F)(2) 

 
 Y  N  NA 

 
 

 Y  N  NA 
 

 Y  N  NA 
 

 Y  N  NA 
 Y  N  NA 
 Y  N  NA 

8. If the finder of fact determined that the moving party/petitioner did not meet the burden of proof, did 
the court deny the termination motion or petition and order the parties to submit a revised case plan 
prior to the dependency review hearing?  Rule 66(F)(3) 

 Y  N  NA 

Open Court Proceeding 
1. Did the court advise the parent, guardian or Indian custodian of their right to request that a hearing or 
trial be open to the public?  Rule 41(D)  Y  N  NA 

2. Did the court order that the proceeding is open or find good cause for all or part of the proceeding to 
remain closed?  Rule 41(E)  Y  N  NA 

3. Did the court admonish all attendees at the start of the open hearing that they were prohibited by order 
of the court from disclosing outside the hearing personally identifiable information about the child, 
siblings, parents, guardians or caregivers and any other mentioned in the hearing?  Rule 41(G) 

 Y  N  NA 

4. Did the court explain contempt of court to all attendees, including observers, and the possible 
consequences of violating an order of the court?  Rule 41(G)  Y  N  NA 

 



Arizona Supreme Court 
Administrative Office of the Courts 

 
Court Improvement Program  

FUNDING AGREEMENT  
 

 County 
 

 
Fiscal Year 2007 

 
 
This Agreement is entered into by and between the Arizona Supreme Court, Administrative 
Office of the Courts, ("AOC"), and Superior Court ("Grantee").  
 
 
1. TERM AND PROGRAM REQUIREMENTS 
 

This Agreement becomes effective upon execution by the parties, and shall remain in 
effect through June 30, 2007. 
 

a. Dependency Process Requirements 
 

The purpose of this agreement is to provide funding to the Grantee to implement the 
Court Improvement requirements listed below. 

 
1. Preliminary Protective Hearings in every case where the child is removed from the 

home and a dependency petition is filed shall be held within five (5) to seven (7) 
business days of removal. 

2. Pre-Hearing Conference shall be conducted immediately preceding the in-court 
Preliminary Protective Hearing. 

3. Settlement or mediation conferences shall be held prior to an adjudication in a 
dependency case, if parents do not submit to the dependency. 

4. An adjudication hearing shall be held within ninety (90) days from service of a 
dependency petition. 

5. Disposition shall be determined no later than thirty (30) days after adjudication. 
6. A Permanency Hearing shall be held within thirty (30) days of disposition, if no 

reunification services are offered. 
7. A Permanency Hearing shall be held one year from removal, if reunification services 

are offered. 
8. The Court shall make specific and factual findings as to the extraordinary 

circumstances which brought about the continuance of any dependency hearing. 
9. A report and review of hearing shall be held at least once every six (6) months 

following disposition.  
10.  If the Court determines that termination of parental rights or guardianship is in the 

best interest of the child, the Court shall order the department or the child=s attorney 
or guardian ad litem to file within ten (10) days of the Permanency hearing a motion 
alleging grounds for termination or guardianship.  The initial severance or initial 
guardianship hearing shall be held within thirty (30) days of the Permanency hearing. 
 The timeline remains the same whether the severance is heard by the bench or jury. 



b. Primary Budget Considerations 
 

In order to accomplish the time lines and procedures outlined in the Dependency Process 
Requirements, there are certain personnel and operational considerations that are 
fundamental and must be a priority for your budget expenditures. They are as follows: 

 
1. You must have sufficient judicial hearing officers to hear all dependency case 

proceedings. 
2. You must have a responsible individual in your county to facilitate the Pre-Hearing 

Conferences. 
3. You must have a responsible individual identified in your county to handle 

mediations. 
4. You must have a Court Improvement team which meets regularly to ensure efficiency 

in the dependency process. 
5. Dependency Juvenile On-Line Tracking System (JOLTS) must be installed in your 

county and it must be accessible to all court personnel involved in dependency cases 
(from judges to clerks). 

6. Hardware must be available to all court staff who work with dependency JOLTS. 
7. You must have an individual identified in your county to collect and input 

dependency case data.  
8. Key individuals involved in the data collection process should participate in quarterly 

JOLTS Users Group meetings sponsored by the AOC. 
9. Collaboration with the county clerk=s office should occur to assure that the clerk=s 

office is adequately staffed and equipped to manage its responsibilities in the 
dependency process. 

 
c. JOLTS - Juvenile On-Line Tracking System Requirements 

 
1. The Grantee shall provide all equipment, hardware and software necessary to enable 

all court personnel involved with entering dependency data to access JOLTS. The 
Grantee shall establish a security matrix for use of the JOLTS equipment. 

2. Prior to the purchase of any Court Improvement computer and printer equipment, the 
Grantee shall verify with the County JOLTS Coordinator that the equipment is 
compatible with JOLTS and will support the network and printing applications. 

3. Any equipment purchased by the county that will be used to connect to JOLTS must 
be Atop tier@ as defined by the Gartner Group for desktops, printers and laptops. 
Current Gartner Atop tier@ desktop brands are Dell, Compaq, IBM, and HP; Atop tier@ 
laptops are Compaq, IBM and Toshiba. For subnotebooks, which are not defined by 
the Gartner Group, acceptable brands are Sony and Toshiba. 

4. The Grantee agrees to: (a) utilize JOLTS including, but not limited to, the input of 
data in a timely and accurate manner and the providing of reports as requested by the 
AOC; and (b) participate in any applicable outcome studies. 

5. Dependency data entry for each month must be entered into JOLTS by the fifth (5th) 
day of the following month. 

6. SWQA Dependency Exception Reports will be run by the fifth (5th) day of the 
following month.  The exceptions shall be corrected by the end of the same month.  If 
exceptions cannot be corrected, the Grantee will contact the dependency operational 
reviewer for resolution.  This requirement shall become effective January, 2004. 

 
 
2. MODIFICATION AND TERMINATION 
 

This Agreement may be modified or terminated by the AOC if in its judgment such 
action is necessary due to:  (a) lack of funding; (b) statutory or administrative changes in the 
program; 



(c) Grantee's failure to implement or operate this Funding Agreement; (d) Grantee's non-
compliance with this Agreement or other program requirements, (e) Grantee's failure to expend 
funds in accordance with Addendum A or (f) other circumstances necessitating such action.  
Either party may terminate this Agreement upon a thirty (30) day written notice to the other 
party by certified mail. 
 
 
3. FUND ACCOUNTING 
 

Funds distributed to Grantee shall be deposited in a special revenue account established 
for the execution of this Agreement.  Any interest earned on these monies while in the 
possession of Grantee shall accrue to the fund for use by Grantee in accordance with this 
Funding Agreement.  Funds disbursed to Grantee for reimbursement of approved expenses do 
not have to be deposited into a special revenue account. 
 
 
4. EXPENDITURES 
 

a.  Distribution of Funds.  The AOC may retain all or any portion of the funds allocated 
to Grantee for the performance of this Funding Agreement and may authorize direct expenditures 
for the benefit of Grantee.  The specific amounts to be retained by the AOC for direct 
expenditures for the benefit of Grantee and to be disbursed to the Grantee are set forth in the 
Addendum A to this Agreement. The AOC may periodically modify the distribution of funds 
contained in the Addendum A based on its determination of Grantee's need for and usage of the 
funds. 
 

b.  Reporting Requirements.  Grantee shall submit a semi-annual financial/progress 
reports to the AOC on or before January 15, 2007.  Fund disbursements will be made quarterly. 
A final financial/closing report including an inventory of all equipment purchased with Court 
Improvement funds, will be due, along with revertment of unexpended funds and interest, on or 
before August 10, 2007.  The forms for the reports will be supplied by the AOC. 
 

c.  Unexpended Funds.  Funds unencumbered as of June 30, 2007 and unexpended as of 
July 31, 2007, plus all unexpended interest accrued on such funds while in the possession of 
Grantee, shall be transmitted to the AOC for reversion no later than August 10, 2007.  The 
reversion shall be accompanied by a closing financial report signed by the presiding judge. 
 

d.  Inappropriate Expenditures.  Grantee shall expend funds only for the purposes and 
uses specified in the Funding Agreement and Addendum A.  Grantee agrees to reimburse the 
AOC for any unauthorized or inappropriate expenditures which are not in compliance with the 
Addendum A and this Agreement.   Funds shall not be used to pay county or city administrative 
costs for services associated with receipt of those funds including, but not limited to, the cost of: 
 accounting, payroll, data processing, purchasing, personnel, and building use.  All equipment 
purchased solely with AOC funds shall be used solely for purposes outlined in the Funding 
Agreement unless written permission is received from the AOC. 
 

e.  Budget Modifications.   The Court shall not shift funds from, to, or within budgeted 
categories described in Addendum A without prior written authorization from the AOC.  All 
budget modifications shall be in accordance with the AOC Budget Modification Policy. Budget 
modification forms may be acquired from the AOC. 
 

f.  Termination of Funding.  In the event that this Agreement is terminated prior to June 
30, 2007, all unexpended funds in the possession of Grantee shall be returned to the AOC within 
30 days of such termination, along with, but not limited to:  (1) a closing financial statement; (2) 
a final report outlining the program achievements; and (3) an inventory, including serial 
numbers, of all equipment purchased with grant funds.  If termination is due to failure of Grantee 
to comply with this Funding Agreement, the AOC may require return of equipment and supplies 



purchased with grant funds. 
 
5. BOOKS AND RECORDS 
 

a.  Financial Records and Examination.  Grantee shall maintain and shall require its 
subcontractors to maintain acceptable accounting systems, records, and documents to properly 
reflect all funds expended in the performance of this Funding Agreement.  All books, records 
and other documents relevant to this Agreement shall be retained by Grantee and its 
subcontractors for a period of five (5) years after the final payment has been made, or until after 
the resolution of any audit questions or contract disputes, whichever is longer.  AOC, state, or 
federal auditors, as applicable, and any other persons duly authorized by the AOC shall have full 
access to, and the right to examine, audit, copy and make use of any and all said materials.  All 
subcontracts shall include a provision acknowledging the authority of the AOC to conduct such 
audits or examinations. 
 

b.  Program Records and Evaluation.  The AOC monitors and evaluates the 
implementation of Arizona Revised Statutes, Title 8, Chapter 10, Articles 2, 3 and 4, known as 
Court Improvement to determine its effectiveness.  As a condition of receipt of grant funds, 
Grantee and any subcontractor agree to maintain and provide to the AOC such data and statistics 
as may be required for purposes of evaluation.   Grantee further agrees that authorized agents of 
the AOC shall have the right to conduct on-site visits for purposes of compliance monitoring and 
program evaluation.  All subcontracts shall include a provision acknowledging the authority of 
the AOC to conduct such inspections and evaluations. 
 
 
6. INVENTORY 
 

Equipment purchased with funds received pursuant to this Agreement shall become the 
property of Grantee, and Grantee shall maintain written inventory and property control policies 
and procedures covering the equipment.  Grantee may use its existing inventory system, but must 
at a minimum maintain the information required by AOC policies and procedures. 
 
 
7.   USE, LOSS AND DISPOSITION OF EQUIPMENT 
 

Equipment must be used as required by this Funding Agreement for three (3) years, 
unless written permission is given by the AOC.  After this time, purchased equipment may be 
transferred upon approval of the presiding judge.  Grantee is responsible for any maintenance, 
loss or damage to the equipment, and the AOC makes no assurances regarding its repair or 
replacement.  Purchased equipment which is no longer needed or usable shall be placed in 
surplus as required by this Agreement.  If no such requirements are included in the Agreement, 
then local surplus property procedures may be utilized.  Leased equipment will follow the 
guidelines of the lease. 
 
 
8. SANCTIONS 
 

In addition to any other remedy available pursuant to this Agreement, Grantee may be 
placed on financial sanction status for deficiencies including but not limited to, delinquent 
submissions, delinquent reports, inaccurate reporting of statistics, inaccurate reporting of 
dependency statistics, untimely and consistently inaccurate input of data into the JOLTS 
dependency database, untimely and consistently inaccurate correction of identified issues on the 
quality assurance reports, inadequate records, expenditures outside of the approved budget and 
non-compliance with this Funding Agreement for this or any other grant.  During the period of 
sanction status, the AOC may take any appropriate action including: 
 

a. Written warning with request for immediate compliance. 



b. Withholding all or any portion of future program fund or equipment 
disbursements. 

c. Withholding all disbursements from all program funds. 
d. Requiring monthly submission of expenses prior to disbursement. 
e. Requiring monthly submission of expenses for reimbursement of actual costs 

incurred. 
f. Recovery of funds or equipment already disbursed. 

 
To receive reimbursement while in sanction status, Grantee shall submit a monthly request to the 
AOC detailing expenses in funding categories as delineated on Addendum A. State funds shall 
not be used for any adverse financial costs or interest charged or incurred due to Grantee’s 
financial sanction status. 

 
 
9. ASSIGNMENT OF INTELLECTUAL PROPERTY RIGHTS 

 
Any reports or information developed during the course of implementing the 

requirements of this agreement will be the joint property/ownership of the Grantee and the AOC. 
The Grantee and the AOC shall have full and complete rights to reproduce, duplicate, disclose, 
perform and otherwise use all information prepared under this Agreement. 
 
 
10. PERFORMANCE LIABILITY 
 

Except as otherwise provided by law, in the performance of this Agreement and Grantee's 
Funding Agreement both parties hereto are acting in their individual governmental capacities and 
not as agents, employees, partners, joint venturers, or associates of each other.  The employees, 
agents, or subcontractors of one party shall not be deemed or construed to be the employees or 
agents of the other party.  Each party is solely responsible for the actions of its employees under 
this Agreement. 
 
 
 
Juvenile Court        Arizona Supreme Court Administrative 
in  County     Office of the Courts     

 
 

By:                                                                    By:                                                        ______ 
      Honorable                 Mike Baumstark, Deputy Director 
      Presiding Juvenile Judge               Administrative Office of the Courts 
 
 
Date:                                                               Date:_________________________________
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IN THE SUPREME COURT OF THE STATE OF ARIZONA 
 

___________________________________ 
 
 
 
In the Matter of: ) 
   ) 
PROGRAM AND FINANCIAL ) Administrative Order 
POLICIES OF THE COURT ) No. 98-35 
IMPROVEMENT PROGRAM )  
   )  
   ) 
 
 
 

In 1998, the Arizona Legislature enacted Chapter 276 (HB 2645), Section 46 ( C ) and 
(E) awarding funds to the Supreme Court for implementation of the Court Improvement 
Program. 

 
It is the desire of this Court to establish policies for the administration of the funds that 

were awarded, as well as policies for administration of the Court Improvement Program.  
Further, it is the desire of the Court to authorize the Administrative Director of the Court to 
execute these policies on behalf of the Court. 

 
Now, therefore, in accordance with the administrative authority vested in the Supreme 

Court by Arizona Constitution, Article VI, § 3 and § 7, and Chapter 276, 1998 Arizona Laws, 
43rd Legislative Session, 

 
IT IS ORDERED that the attached Policies for the Financial & Program Administration 

of the Court Improvement Program and its funding are approved, authorizing the Administrative 
Director of the Courts to execute these policies on behalf of the Court; and 

 
IT IS FURTHER ORDERED that the attached policies are effective immediately upon 

the filing of this order with the Clerk of the Arizona Supreme Court. 
 

 
 

Dated and entered this 22nd  day of July, 1998. 
 
 
 

________________________________________________ 
THOMAS A. ZLAKET 
Chief Justice 
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SUPREME COURT OF ARIZONA 

 
Policies for the Financial 

& Program Administration 
of the 

 
COURT IMPROVEMENT PROGRAM 

 
 

I.  PURPOSE 
 

In the 1998 legislative session, Chapter 276, Laws 1998, was passed.  In Sections 46 ( C ) and 
(E) of this bill, monies were awarded to the Arizona Supreme Court for additional juvenile court 
judicial and administrative staff to implement the provisions of the act.  The legislation also 
incorporated federal requirements contained in the Adoption and Safe Family Act of 1997 and 
required juvenile courts to implement new timelines, hearings and procedures that consider the 
health and safety of children involved in dependency case proceedings.  Any juvenile court is 
eligible to apply for these funds for the purposes of improving timelines and dependency case 
processing procedures.  Monies in the fund shall be expended pursuant to these administrative 
policies and any other pertinent statutes, rules and administrative policies adopted by the Arizona 
Supreme Court or the Administrative Director. 
 
 

II.   ADMINISTRATION 
 
1. The financial and program administration of the Court Improvement Program and its 

funding shall be executed on behalf of the Supreme Court by the Administrative Director 
of the Courts.  As used in these policies, the term “Administrative Director” means the 
Director of the Administrative Office of the Courts or their designee(s).  The 
Administrative Director is authorized to develop, implement and adopt policies and 
procedures necessary for financial and program administration, financial and program 
monitoring and evaluation, program standards, and all other requirements imposed by 
law or Supreme Court Order or Administrative Rule. 

 
2. The Administrative Director is authorized to prepare fund projections, recommend and 

authorize amounts to be awarded each fiscal year, prescribe and adopt policies and 
procedures for revertment of funds and execute contracts necessary to administer the fund 
in accordance with this rule. 

 
3. The Administrative Director is authorized to expend funds to implement, evaluate, and 

administer the Court Improvement Program and its funding.  Further, the Director shall 
administer and monitor the funds and shall have the authority to inspect, audit, or have 
audited the records of any fund recipient related to the use and expenditure of monies 
provided through the fund.  The Director is also authorized to apply for additional funds 
to be used expressly for the purpose and within the same parameters as other funds 
allocated for this program. 
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4. The Dependent Children’s Services Division Director or designee(s) will review all 

proposals and shall recommend to the Administrative Director approval or disapproval of 
funding awards.  Applicants will be notified in writing of the funding decision. 

 
5. The presiding juvenile court judge in any county that desires to receive funds shall submit 

a proposed plan and budget request each year.  This request shall be for the following 
fiscal year and submitted to the Administrative Office of the Courts, on forms designated 
by the Director and according to the prescribed instructions. 

 
6. Plans must be submitted and approved prior to distribution of funds. The plan and any 

modification shall be consistent with this Order, applicable policies and procedures, and 
the budget request of the court.  The Director is authorized to approve plans and 
modifications. 

 
7. Upon approval of the plan and the availability of funds, the Director shall enter into a 

written funding agreement with the submitting court for distribution of the allocated 
funds on a basis determined by the Director.  The Director shall have authority and 
discretion to amend or terminate the funding agreement, if such action is necessary, due 
to a lack of funds, a lack of financial need by the court, a failure to comply with the 
applicable statutes, rules, orders, policies, the approved plan, or other circumstances. 

 
8. Funds received by the juvenile court pursuant to these administrative policies hall be 

deposited into a separate special revenue fund with the county treasurer established 
pursuant to the procedures provided in Sections III.B and V.B of the Auditor General’s 
Uniform Accounting Manual for Arizona Counties. 

 
9. Funds distributed to juvenile courts shall be used only for the support and operation of 

approved plans.  Upon agreement with any one or more participating court, the Director 
may withhold funds allocated to such courts and may authorize direct expenditures for 
the benefit of such courts.  The Director may also reallocate funds during a fiscal year, if 
circumstances justify such action. 

 
10. No later than sixty (60) days following the end of the funding period, the presiding 

juvenile court judge of each participating superior court shall return to the Supreme 
Court, all funds distributed to that superior court that are unencumbered as of the end of 
the agreed-upon funding period and unexpended as of thirty (30) days following the end 
of the funding period. 

 
11. Each participating juvenile court shall maintain and provide to the Administrative Office 

of the Courts such reports, data, and statistics as may be required by the Director, and 
shall retain all financial records, applicable program records, and data related to each 
approved plan for a period of at least five (5) years from the close of each funding period. 

 
12. The Administrative Director is authorized to conduct seminars and educational sessions 

and provide assistance to judges, court staff and other public agencies regarding the 
purposes and operations of Court Improvement Program initiatives. 
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III.  AMENDMENTS 
 

These administrative policies may be waived or modified as deemed necessary by the 
Administrative Director. 

 
IV.  EFFECTIVE DATE 
 

These administrative policies shall be effective upon the entry of this order. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Court Improvement – Internet Resources 

 

Resource Website 

Arizona Revised Statutes – Title 8 http://www.azleg.state.az.us/ArizonaRevisedStatut
es.asp?Title=8&Heading=Children  

Adoption and Safe Families Act http://supreme.state.az.us/dcsd/improve/dep/ASFA
II.pdf  

Indian Child Welfare Act http://www4.law.cornell.edu/uscode/html/uscode25
/usc_sup_01_25_10_21.html  

Child Protective Services http://www.de.state.az.us/dcyf/cps/  
ABA Center on Children and the Law http://www.abanet.org/child/  
National Center for State Courts http://www.ncsconline.org/  
National Council of Juvenile and 
Family Court Judges http://www.ncjfcj.org/  

Fostering Results http://www.fosteringresults.org/  
National Association of Counsel for 
Children http://www.naccchildlaw.org/  

National Indian Child Welfare 
Organization http://www.nicwa.org/  

Child Welfare League of America http://www.cwla.org/  
 

http://www.azleg.state.az.us/ArizonaRevisedStatutes.asp?Title=8&Heading=Children
http://www.azleg.state.az.us/ArizonaRevisedStatutes.asp?Title=8&Heading=Children
http://supreme.state.az.us/dcsd/improve/dep/ASFAII.pdf
http://supreme.state.az.us/dcsd/improve/dep/ASFAII.pdf
http://www4.law.cornell.edu/uscode/html/uscode25/usc_sup_01_25_10_21.html
http://www4.law.cornell.edu/uscode/html/uscode25/usc_sup_01_25_10_21.html
http://www.de.state.az.us/dcyf/cps/
http://www.abanet.org/child/
http://www.ncsconline.org/
http://www.ncjfcj.org/
http://www.fosteringresults.org/
http://www.naccchildlaw.org/
http://www.nicwa.org/
http://www.cwla.org/


CASA Requirements 
 
The requirements listed in the document below have been extracted from the following reference materials: 

• ACJA - Arizona Code of Judicial Administration  
• Arizona Supreme Court, Court Appointed Special Advocate Program, Administrative Code 

and Policies Manual, FY05 Revised Edition 
 

General Administration 

ACJA 7-101 (D-11) 1. The state and county program staff shall not solicit donations. 

ACJA 7-101 (D-12) 2. All state and county program staff and volunteers shall comply with applicable statutes described in A.R.S. 
' 8-807, ' 41-1959, Arizona Rules of Court, including, but not limited to Rule 123, Rules of the Supreme 
Court, and administrative rules regarding confidentiality. 

Policy (P. 19-5) 3. One county coordinator per county shall attend administrative meetings. 

Human Resources Management 

Policy (P. 21-1) 4. Policies and procedures shall be established to address personnel issues.  In the absence of county standards, 
the state standards shall apply 

Policy (P. 21-2) 5. The Arizona CASA Program complies with applicable laws and regulations governing fair employment 
practices. 

Policy (P. 21-3) 6. Personnel records of county program staff shall be maintained by the county jurisdiction according to local 
court or county personnel policies. 

Policy (P. 21-4) 7. The CASA Program shall make an effort to ensure that its facility is free of barriers that restrict the 
employment of or use by physically challenged employees.  

8. At least annually, using a standardized evaluation form, the performance of the county program staff shall 
be evaluated by the designated supervisor. The evaluation shall review performance against established 
criteria with the county program staff being an active participant. Evaluations shall be consistent with local 
court and county personnel policies. Evaluations shall include, but are not limited to: 

a. An assessment of job performance in relation to the quality and quantity of work defined in the job 
description and to the performance objectives established in the most recent evaluation. 

b. Clearly stated objectives for future performance. 

c. Recommendations for further training and skill-building, if applicable. 

Policy (P. 21-5) 

d. An opportunity for county program staff self-evaluation. 

Policy (P. 21-6) 9. The county program staff is given the opportunity to sign the evaluation report, obtain a copy, and include 
written comments before the report is entered into the personnel record. 

Policy (P. 21-7) 10. All employment concerns shall be referred to the county program staff=s immediate supervisor or the 
appointing authority. 

Policy (P. 21-8) 11. Personnel issues involving county program staff shall follow applicable disciplinary procedures, with the 
ultimate decision made by the presiding juvenile court judge, or designee, and notification made to the state 
program office. 

Program Plan and Financial Management 

1. The county program shall:  

a. Provide to the manager an annual budget request and program plan; 

ACJA 7-101 (F-1) 

b. Submit quarterly progress reports to the state program office by the 5th day of the new quarter (October, 
January, April, and July); 



c. Submit quarterly financial statements to the state program office by the 30th day of the new quarter 
(October, January, and April); 

d. Submit a closing financial statement (year-end) to the state program office by August 15.  Revertment 
shall be received annually at the state program office by August 31; and 

 

e. Provide additional financial reports as directed by the manager (for example, “mid-year vacancy savings 
report”). 

ACJA 7-101 (F-2) 2. The county program staff shall enter all DCATS statistical information on cases and volunteers on at least a 
monthly basis. 

ACJA 7-101 (F-3) 3. The county program staff shall reimburse volunteers for per diem and mileage costs for attending the 
mandatory initial orientation training, to the extent funds are available and according to state travel policies. 
The county coordinator may authorize reimbursement for volunteer training and extraordinary travel 
expenditures if funds are available, and according to state travel policies. 

Policy (P. 22-1) 4. The county program shall provide to the Manager an annual Budget Request and Program Plan (Plan) 
pursuant to the schedule established by the state program office. 

5. Funding: 

a. County program staff shall reimburse volunteers for per diem and mileage costs for attending the 
mandatory initial Orientation Training, to the extent funds are available and according to state travel 
policies. The county coordinator may authorize reimbursement for volunteer training and extraordinary 
travel expenditures if funds are available, and according to state travel policies. 

b. Funding will be provided on a ratio of 1 supervisor for every 10 county coordinators; 1 county 
coordinator for 40 volunteers; 1 county support staff for no less than 2 FTE county coordinator positions. 
The ratio shall be pro-rated for all FTEs lower than one. Distances and multiple offices in a county may 
be considered for exceptions to this ratio. The total county coordinator FTE shall not exceed 1.0 until the 
40 volunteers to 1 county coordinator position ratio is met.  The number of volunteers who are active but 
who are not appointed to cases shall not exceed 10% of the total number of volunteers. 

c. The supervisor position is responsible for direct reporting of 15 staff (10 county coordinators, 5 county 
support staff, and 400 volunteers) and shall not be held to the county coordinator to volunteer ratio. 

d. The supervisor position shall manage at least 15 volunteers until the county program has 10 county 
coordinator and 5 county support staff. 

Policy (P. 22-3) 

e. The county program shall ensure funds disbursed from the manager are held in a separate revenue 
account. 

County Program Operations 

ACJA 7-101 (G-1) 1. The county program shall give priority to appointment of volunteers in dependency matters over 
delinquency or incorrigibility matters.  

ACJA 7-101 (G-2) 2. The program shall screen every dependency case, and any delinquency case if referred, to determine if the 
case is appropriate for appointment to a volunteer and to make effective matches of volunteers to cases. 

ACJA 7-101 (G-3) 3. An outside individual or agency (for example: DES, attorneys, private parties, law enforcement, etc.) shall 
not review any volunteer or case files unless a subpoena and an order of the presiding judge or designee has 
been issued. 

ACJA 7-101 (G-4) 4. Upon receipt of a subpoena, the county coordinator shall deliver a complete duplicate of the file to the 
presiding judge or designee for in camera inspection. The county coordinator shall not permit a file to be 
viewed without an order. 

ACJA 7-101 (G-5) 5. If a CASA volunteer testifies at a hearing before a judge or at a jury trial and uses contact logs or any 
portion of the volunteer's file that have not been the subject of a subpoena, any disclosure to the parties shall 
be ordered by the court. 



ACJA 7-101 (G-6) 6. If county staff or volunteers suspect the safety and well-being of a child is at risk, they shall report that 
information immediately to CPS as mandated in A.R.S. ' 13-3620. 

ACJA 7-101 (G-7) 7. The county coordinator shall ensure that upon voluntarily or involuntarily leaving the program, volunteers 
return identification badges and all case-related materials. 

ACJA 7-101 (G-8) 8. The county coordinator shall not accept appointment as a CASA volunteer. 

ACJA 7-101 (G-9) 9. The county program shall review, maintain, and take action regarding MVD records as required by the state 
program office. 

ACJA 7-101 (G-10) 10. The county program shall submit completed applicant fingerprint cards to the DPS for a criminal history 
records check, pursuant to A.R.S. ' 41-1750, 28 CFR, Part 20, and any other applicable federal laws. 

ACJA 7-101 (G-11) 11. In the event that definitive fingerprints are not obtainable, the county coordinator shall require the applicant 
to make a written statement, under oath, that the applicant has not been arrested, charged, indicted, 
convicted of or pled guilty to any felony or misdemeanor, other than as disclosed on the application, through 
the interview process, or polygraph exam. The county coordinator has the option to recommend that 
certification of a volunteer be granted or denied, even if this statement is provided. 

ACJA 7-101 (G-12) 12. If a volunteer has a record of conviction of a violation of A.R.S. § 28-1381, § 28-1382, or § 28-1383 driving 
under the influence (DUI), the county program shall prohibit the volunteer from driving any vehicle to 
transport children, staff, or any other individuals in the course and scope of CASA duties for a period of no 
less than five (5) years. 

13. All county program staff and volunteers shall adhere to the ACJA § 7-101, the CASA code of conduct 
attached hereto and incorporated herein as Appendix A, and the program policies. 

a. All county program staff and volunteers shall receive a copy of this code section and CASA program 
policies and procedures. Each county program staff and volunteer shall sign and date an acknowledgment 
of receipt and agreement to comply with these documents. The signed acknowledgment shall be placed in 
the staff member or volunteer=s file. 

ACJA 7-101 (G-13) 

b. All county program staff and volunteers shall avoid any action which could adversely affect the 
confidence of the public in the integrity of the CASA program. They shall not conduct themselves in a 
manner that would reflect adversely on the judiciary, the courts, or other agencies involved in the 
administration of justice.  

14. All county program staff shall immediately notify the county coordinator or supervisor and volunteers shall 
immediately notify the county coordinator if:    

a. They are the subject of an allegation or investigation in any criminal matter; 

b. They have been arrested or charged in any criminal matter; 

c. It is alleged in a civil, probate, domestic relations, or dependency matter or other court case that they have 
sexually assaulted, exploited, or physically abused any child or vulnerable adult; 

d. They have been found in any professional licensing disciplinary board’s final decision to have sexually or 
physically abused or exploited any minor, developmentally disabled person, or vulnerable adult; 

e. They have engaged in an act listed in I(2)(a)(d); 

f. They are currently awaiting trial for criminal offenses listed in I(1)(e)(f)(g)(h) and I(2)(b)(c)(e) in this 
state or in another state or jurisdiction; and  

ACJA 7-101 (G-14) 

g. They have been convicted of a criminal offense listed in I(e)(f)(g)(h).  They have engaged in any behavior 
listed in I(1)(h)(i)(j)(k)(l)(m)(n) and (o). 

15. Either the county coordinator or supervisor shall immediately notify the state program office if: ACJA 7-101 (G-15) 

a. They are the subject of any action listed in 14 (a-g) above; 



 b. County program staff or volunteers have reported to the county coordinator that they are the subject of 
an action listed in 14 (a-g) above. 

ACJA 7-101 (G-16) 16. County program staff using county computers shall adhere to the ACJA     § 1-503; Electronic 
Communications.  CASA volunteers shall not transmit confidential information via home computers unless 
transmission is through the Administrative Office of the Courts (AOC) secure web server. 

Policy (P. 23-1) 17. All screening criteria shall be completed before the applicant is certified as a volunteer in the program, 
appointed a case, or involved in the program in any way except as allowed in the Arizona Code of Judicial 
administration, Part 7, Chapter 1, Section 7-101. If any criminal history discloses an offense with no 
disposition, it shall be the obligation of the county program staff to follow up with the applicant. It is the 
applicant’s obligation to obtain documentation regarding the disposition which is acceptable to the program.

Policy (P. 23-2) 18. Within 30 days after completion of certification, the county coordinator shall assign a new volunteer either 
specific duties within the program or to serve in a judicial appointment to a case. 

Policy (P. 23-3) 19. The county coordinator, or the mentor under the supervision of the county coordinator, shall be responsible 
for conducting Pre- and Post-Orientation Training to all new volunteers as provided in the statewide training 
curriculum. 

Policy (P. 23-4) 20. A volunteer shall be appointed no more than 2 cases at one time in which to advocate. Additional case 
assignments shall be at the discretion of the county coordinator. 

Policy (P. 23-5) 21. County program staff shall maintain and keep current all program performance manuals. 

Policy (P. 23-6) 22. County program staff shall provide ongoing recognition of volunteers. As funding allows, county program 
staff shall provide at least one annual volunteer recognition event. 

Policy (P. 23-7) 23. The county program staff shall enter all DCATS statistical information on cases and volunteers on at least a 
monthly basis. 

Policy (P. 23-8) 24. County program staff and volunteers may accept referral cases over non-referral cases. 

Policy (P. 23-9) 25. The CASA Program reflects the community and client interests and advocates for culturally competent 
service delivery. 

Public Relations 

Policy (P. 27-1) 1. The state program office shall provide and inform county program staff prior to distribution of marketing 
materials (i.e., news clipping services, developing marketing materials, coordinating marketing plans 
statewide, etc.). 

2. The county program shall: 

a. Conduct an ongoing public information and educational program; 

b. Disseminate public information for the purpose of broadcasting awareness of the needs and problems of 
the children that it serves; and  

Policy (P. 27-2) 

c. Make known its role, functions, and capabilities to other agencies, community organizations, government 
bodies, and corporations, as appropriate to its mission. 

Policy (P. 27-3) 3. The CASA Program shall work closely with organizations such as local bar associations, other child 
advocacy programs, community service and civic groups, and businesses to accomplish its mission. 

4. County program staff shall inform the state program office of any recruitment or marketing information not 
previously approved or prepared by the state program office or the National CASA Association they wish to 
prepare for distribution in their communities. 

a. The county program office staff shall give the state program office a sample of such material before being 
distributed. 

Policy (P. 27-4) 

b. The state program office shall take no longer than 30 business days to review and approve or disapprove 
such material. 



 c. Once approved, either the state or county program office may produce the material for distribution. If 
disapproved, appropriate changes shall be made and resubmitted for review. 

County Staff Qualifications 

1. County Coordinator Supervisor Qualifications - The presiding judge or designee shall employ a county 
program supervisor who possesses, at a minimum, specific qualifications: 

a. Bachelor=s degree from an accredited college or university, preferably with an emphasis in social work, 
counseling, or a related field. In an exceptional case, four years= equivalent work experience in a related 
field with demonstrated ability may be considered. 

b. Two years= experience in the juvenile court and/or child welfare systems. 

c. Two years= experience as a county coordinator. 

d. One year’s experience desired using computer software programs including word processing and 
spreadsheets. 

Policy (P. 24-1) 

e. Satisfactory completion of a security clearance, which includes fingerprinting, and the signing of any state 
required certification and pre-employment affidavit per county requirements. 

2. County Coordinator Qualifications - The presiding judge or designee shall employ a county coordinator who 
possesses, at a minimum, specific qualifications including but not limited to: 

a. A bachelor=s degree from an accredited college or university, preferably with an emphasis in social work, 
counseling, or a related field. In an exceptional case, four years= equivalent work experience in a related 
field with demonstrated ability may be considered 

b. One year’s experience in the juvenile court and/or child welfare systems. 

c. One year’s experience desired using computer software programs including word processing and 
spreadsheets. 

Policy (P. 24-2) 

d. Satisfactory completion of a security clearance, which includes fingerprinting, and the signing of any state 
required certification and pre-employment affidavit per county requirements. 

3. County Support Staff Qualifications - The presiding judge or designee shall employ a county support staff 
who possesses at a minimum, specific qualifications: 

a. One year’s experience in a clerical support capacity. 

b. One year’s experience desired using computer software programs including word processing and 
spreadsheets. 

c. The ability to type at least 55 words per minute with minimal errors. 

Policy (P. 25-3) 

d. Satisfactory completion of a security clearance, which includes fingerprinting, and the signing of any state 
required certification and pre-employment affidavit per county requirements. 

File Management 

Policy (P. 36-1) 1. The county program office shall maintain copies of all volunteer reports, correspondence, and notes from 
telephone or in-person consultations concerning the case. 

2. The county coordinator, or volunteer mentor under the county coordinator’s supervision, shall initially 
screen and periodically review any referred dependency, guardianship, termination, delinquency, or 
incorrigibility cases to determine if they are appropriate for volunteer appointments. 

Policy (P. 36) 

3. Information about cases shall be shared only with parties designated by the court. 



4. County program staff shall develop and maintain duplicate case files; one shall be given to the appointed 
volunteer and another shall be located in the county program office so staff has access to files whenever 
needed. 

5. Case Files - The following documents shall be maintained and kept current in case files or in the county 
program office: 

a. Court Order of Appointment, the Rescinding Order of Appointment, and/or the minute entry dismissing 
all parties involved in the case. 

b. A copy of the Legal Party Memorandum advising parties of volunteer appointment. 

c. Pertinent court documents, such as the CPS Initial Report and any prior reports, psychological reports, 
FCRB reports, court orders/minute entries, correspondence, etc. 

d. The volunteer=s Contact Logs/Journals. 

e. Volunteer reports to the court. 

f. Documentation of the returned program files and/or noted items not returned.  

g. After a case has been dismissed, the volunteer’s appointment is rescinded, or the volunteer is dismissed 
from a case, all CASA-related documentation from the case file shall be retained for a period of five 
years from the date of dismissal and shall be maintained in a confidential and secure area. All other 
information in the case file shall be shredded by the county program office staff.  

 

h. Required case file information on cases established before May 1994 shall be waived from program 
compliance. 

6. Volunteer files - The following documents shall be maintained and kept current in the county program 
office: 

a. A completed, signed, and dated volunteer application. 

b. Identifying information and emergency contacts. 

c. A signed and dated acknowledgment of volunteer compliance with all appropriate Arizona statutes, 
Rules of Procedure for the Juvenile Court, Administrative Order, Rules, ACJA, and policies and 
procedures. 

d. A signed and dated Pre-screening Criteria form. 

e. Documentation of a personal interview with the county coordinator. 

f. Three personal non-relative character references. 

g. Results of the state and national background checks. 

h. Written statement under oath if definitive fingerprints are unobtainable. 

i. Volunteer performance assessment. 

j. In-service training documentation. 

k. Polygraph examination. 

l. When a volunteer leaves the program, the file shall be retained for a period of five years from the 
volunteer=s exit date and shall be maintained in a confidential and secure area. 

Policy (P. 37-3) 

m. Required volunteer information on files established before May 1994 shall be waived from program 
compliance. 

Initial Certification and Application Process 

1. Qualifications of the Volunteer. A volunteer shall meet the following qualifications: ACJA 7-101 (H-1) 

a. U.S. citizen or legal resident; 



b. Not employed by DES, the juvenile court, or child welfare agencies, unless specifically authorized by the 
juvenile court judge; and 

 

c. At least twenty-one years of age. 

2. Volunteer Application Process.  A volunteer shall complete the following application process within ninety 
(90) days of the application date unless a good cause extension is obtained from the county coordinator: 

a. Complete an application. 

b. Provide the program with a readable fingerprint card or a notarized criminal disclosure statement as 
provided in subsection (G)(11) if definitive fingerprints are not obtainable.  If the criminal history results 
do not show a disposition, it is the applicant's obligation to obtain documentation regarding the 
disposition which is acceptable to the program; 

c. Complete a personal interview with the county coordinator; 

d. Provide three non-relative personal references; 

e. Complete a polygraph examination; 

f. Sign and date a statement indicating the volunteer has read, understands, and  shall comply with all 
statutes, Arizona Rules of Court, this code, administrative orders, and policies and procedures of the 
CASA program; 

g. Sign and date a pre-screening criteria form; 

h. Attend 30 hours of initial Orientation Training (OT); and 

ACJA 7-101 (H-2) 

i. Authorize the CASA program to secure a criminal history record check, MVD record check, and DES 
central registry information check as permitted by state and federal laws. 

ACJA 7-101 (H-3) 3. The CASA program shall reject the applicant if the applicant refuses to authorize a release of information to 
complete background checks. 

ACJA 7-101 (H-4) 4. Notification of Certification.  The county coordinator shall promptly notify the applicant accepted for 
certification in accordance with this code section. 

ACJA 7-101 (H-5) 5. Volunteers who have been certified to enter the program and who transport children shall at all times 
maintain current automobile coverage.  Volunteers shall provide proof of automobile insurance and any 
additional requirements set by the AOC to the county program office on an annual basis. 

6. Access to records of applicants and volunteers.  Unless otherwise provided by law, the following shall apply 
to applicant and volunteer records: 

a. Program records regarding applicants and volunteers shall not be open to applicants, volunteers, or the 
public.  This includes, but is not limited to, the application, polygraph examination, interview notes, 
criminal history record information, DES central registry information check, personal references, and 
MVD record check. 

b. Upon request, the county program shall provide an applicant or volunteer with a copy of the applicant's or 
volunteer's individual application.  Notes or work product of county staff shall be redacted.  

c. The county coordinator shall notify applicants or volunteers of the general facts regarding a finding 
without providing specific information on the following: 

i. Criminal record; 

ii. Negative MVD record; or 

ACJA 7-101 (H-6) 

iii. Record in the DES central registry. 

Denial of Certification 

ACJA 7-101(I-1) 1. The county coordinator shall deny certification if any of the following conditions exist: 



a. The applicant has not completed any aspect of the application process; 

b. The applicant has not been fingerprinted, the county coordinator has not received the criminal background 
check, MVD records check, or the DES central registry information check;  

c. The applicant has not completed the training requirements; 

d. The applicant materially misrepresented facts or committed fraud in the application process; 

e. The applicant has been convicted of any of the following criminal offenses as an adult: 

i. Sexual abuse of a minor 

ii. Incest 

iii. First or second degree murder 

iv. Kidnapping 

v. Arson 

vi. Sexual assault 

vii. Sexual exploitation of a minor 

viii. Felony offenses involving contributing to the delinquency of a minor 

ix. Commercial sexual exploitation of a minor 

x. Felony offenses involving sale, distribution or transportation of, offer to sell, transport or distribute 
or conspiracy to sell or distribute marijuana, dangerous drugs or narcotic drugs 

xi. Felony offenses involving the possession or use of marijuana, dangerous drugs, or narcotic drugs 

xii. Burglary 

xiii. Aggravated or armed robbery 

xiv. Robbery 

xv. A dangerous crime against children as defined in '13-604.01 

xvi. Child Abuse 

xvii. Sexual conduct with a minor 

xviii. Molestation of a child 

xix. Manslaughter 

xx. Assault or aggravated assault 

xxi. Exploitation of minors involving drug offenses 

xxii. Offenses involving domestic violence 

xxiii. Sexual abuse of a vulnerable adult 

f. The applicant has charges pending for a felony or misdemeanor involving a sex offense, child abuse or 
neglect, or related acts that would pose risks to children served by the CASA program and the program=s 
credibility. 

g. The applicant has been found to have been convicted of a felony or misdemeanor involving a sex offense, 
child abuse, neglect, related acts or any other crimes against children. 

h. The applicant has been found in any civil probate, domestic relations, dependency or other court matter to 
have: 

 

i. Sexually abused or assaulted; 



ii. Physically abused or assaulted; or 

iii. Financially exploited any child or vulnerable adult. 

i. The applicant has been found in any professional licensing disciplinary board’s final decision to have:  

i. Sexually abused or assaulted; 

ii. Physically abused or assaulted; or 

iii. Financially exploited any child or vulnerable adult. 

j. The applicant is currently a waiting trial for criminal offenses in this state or in another state or 
jurisdiction as listed in subsections I(1)(e)(f)(g)(h) and I(2)(b)(c)(e). 

k. The applicant is currently using or has used within the past two (2) years any non-prescribed controlled 
substances and/or illegal drugs, including marijuana. 

l. The applicant is the parent or guardian of a child currently in the dependency process or adjudicated to be 
dependent. 

 

m. The applicant or volunteer has a record in DES central registry of substantiated acts of abuse or neglect. 

2. The county coordinator may deny or recommend denial of certification if one or more of the following is 
found: 

a. The applicant has a record of any act constituting dishonesty or fraud; 

b. The applicant has a record of conviction by final judgment of any felony; 

c. The applicant has a record of conviction by final judgment of a misdemeanor involving moral turpitude;  

d. The applicant has been found civilly liable in an action involving fraud, misrepresentation, material 
omission, misappropriation, or conversion; 

e. Applicant has been convicted of a violation of A.R.S. § 28-1381, § 28-1382, § 28-1383; and 

f. In determining whether to allow an applicant with the conduct or convictions listed in subsections 
(I)(2)(a-e) above to be certified, the county coordinator shall consider the following: 

i. The extent of the person’s criminal or conduct record; 

ii. The length of time that has elapsed since the offence or conduct was committed; 

iii. The nature of the offense or conduct; 

iv. Any applicable mitigating circumstances;  

v. The degree to which the person participated in the offense or conduct; 

vi. The extent of the person’s rehabilitation, including: 

a) Completion of probation, parole or community supervision; 

b) Whether the person paid restitution or other compensation for the offense or conduct; 

c) Evidence of positive action to change the conduct or criminal behavior, such as completion of a 
drug treatment program or counseling; and  

ACJA 7-101 (I-2) 

d) Personal references attesting to the person’s rehabilitation. 

3. Notification of Denial. ACJA 7-101 (I-3) 

a. The county coordinator shall promptly notify the applicant denied certification in accordance with this 
code section. If the applicant is denied, only general reasons shall be given for the denial. If denial is due 
to a positive criminal history, that general fact may be disclosed. 



 b. The applicant shall be advised that if the volunteer application is denied, the applicant may have the 
decision reviewed by the presiding juvenile court judge upon request. 

Volunteer Status 

ACJA 7-101 (J-1) 1. A volunteer serves at the pleasure of the court. The court may terminate the services of a volunteer without 
cause. The county coordinator shall take action toward any volunteer not adhering to the minimum 
performance standards of the CASA program, which may include limitations on types of cases, suspension, 
or termination. 

ACJA 7-101 (J-2) 2. A volunteer shall have access to documents and information pursuant to A.R.S. ' 8-522(F):   
A special advocate shall have access to all documents and information regarding the child and 
the child=s family without obtaining prior approval of the child, the child=s family or the court. 
All records and information the special advocate acquires, reviews or products may only be 
disclosed as provided for in ' 41-1959. 

ACJA 7-101 (J-3) 3. A.R.S. ' 8-522(G) provides for notice to the CASA volunteer as follows: 
The special advocate shall receive notice of all hearings, staffings, investigations and other 
matters concerning the child. The special advocate shall have a right to participate in the 
formulation of any agreement, stipulation or case plan entered into regarding the child. 

4. A volunteer shall be on active status if the volunteer engages in any of the following activities: 

a. Appointed to a dependency or juvenile probation case; 

b. Involved in the administrative aspect of the county program office; 

c. Serving as a mentor to other volunteers; or 

ACJA 7-101 (J-4) 

d. Otherwise regularly involved with the county program. 

ACJA 7-101 (J-5) 5. Volunteers who are active but not assigned cases, shall provide a minimum of three hours per month in 
organized program activities and shall document those activities monthly. 

6. A volunteer may be placed on inactive status if all of the following conditions are met: 

a. Approved by the county coordinator, for no longer than six months; 

b. Not currently appointed to a dependency or juvenile probation case; 

c. Not involved in the administrative aspect of the county program office; 

d. Not a mentor to other volunteers; and 

ACJA 7-101 (J-6) 

e. Not otherwise regularly involved with the county program. 

7. While on inactive status, the volunteer shall: 

a. Provide performance-based assessment reviews. 

ACJA 7-101 (J-7) 

b. Comply with the required in-service training each calendar year. 

Volunteer Recruitment and Retention 

1. The county program shall have written plans for recruiting and selecting volunteers. A standardized packet 
of information shall be given to each applicant which contains, but is not limited to: 

a. The purpose and role of the CASA volunteer; 

b. Details about the qualifications for becoming a volunteer; and 

Policy (P. 26-1) 

c. Minimum time commitment requirement. 

Policy (P. 26-2) 2. The county program=s recruitment plan shall include targeted strategies to attract volunteers from diverse 
cultural, ethnic, and socio-economic backgrounds. The program shall also seek age diversity. 



Policy  (P. 26-3) 3. The county program’s strategies for recruitment of volunteers shall include but not be limited to community 
outreach. 

Volunteer Minimum Performance Standards 

1. The volunteer shall perform functions set out in A.R.S. ' 8-522(E) and in state and local policies. A.R.S. ' 
8-522(E) provides that a special advocate: 

a. Meet with the child. 

b. Advocate for the child's safety as the first priority 

c. Gather and provide independent, factual information to aid the court in making its decision 
regarding what is in the child's best interest and in determining if reasonable efforts have 
been made to prevent removal of the child from the child's home or to reunite the child with 
the child's family. 

d. Provide advocacy to ensure that appropriate case planning and services are provided for the 
child. 

ACJA 7-101 (K-1) 

e. Perform other duties prescribed by the supreme court by rule. 

ACJA 7-101 (K-2) 2. A volunteer shall accept appointments in dependency, guardianship, termination, delinquency, and 
incorrigibility actions pursuant to Rule 3, Rules of Procedure for the Juvenile Court and A.R.S. ' 8-522(A). 

ACJA 7-101 (K-3) 3. A volunteer shall accept appointments as guardians ad litem pursuant to A.R.S. ' 8-221(I) and Rule 40, 
Rules of Procedure for the Juvenile Court and A.R.S. ' 8-522(A). 

ACJA 7-101 (K-4) 4. A volunteer shall comply with Arizona statutes, Arizona Rules of Court, Rules of Procedure for the Juvenile 
Court, administrative orders, rules, this code, and program policies and procedures. 

ACJA 7-101 (K-5) 5. A.R.S. ' 8-522(H) provides: "A special advocate is immune from civil or criminal liability for the 
advocate=s acts or omissions in connection with the authorized responsibilities the special advocate performs 
in good faith.@ 

ACJA 7-101 (K-6) 6. A volunteer shall comply with state program policies regarding training requirements. 

ACJA 7-101 (K-7) 7. A volunteer shall comply with state program policies regarding performance-based assessment reviews. 

8. Volunteers shall maintain the following minimum performance standards: 

a. Perform only authorized responsibilities pursuant to A.R.S. § 8-522(E). Those responsibilities include: 

i. Meet with the child; 

ii. Advocate for the child’s safety as the first priority.      

iii. Gather and provide independent, factual information to aid the court in making its decision 
regarding what is in the child’s best interest and in determining if reasonable efforts have been 
made to prevent removal of the child from the child’s home or  to reunite the child with the child’s 
family; 

iv. Provide advocacy to ensure that appropriate case planning and services are provided for the child; 

b. Maintain confidentiality in handling program issues, case, and volunteer information. 

c. Review case records and interview the child and other appropriate parties involved in the case. 

d. Develop and maintain a relationship with the appointed child including contact with the child on at least a 
monthly basis. 

e. Maintain an accurate and complete Contact Log/Journal on the case and provide the documentation on at 
least a monthly basis to the county program office. Maintain records about the case, including 
appointments, interviews, and information gathered about the child and the child’s life circumstances 

Policy (Pp.28-30) 

f. Communicate with caregivers about the child=s behavior and relationships. 



g. Participate as a member of the case management team. 

h. Participate in the formulation of any agreement, stipulation, or case plan entered into regarding the child 
and provide input to subsequent revisions. 

i. Advocate for the best interest of the child, identify service needs, and make recommendations to the court 
regarding timely placement of the child. 

j. Monitor the child=s placement to observe the child=s behavior in the home and to assess problems or the 
child’s needs. 

k. Assist the responsible parties to ensure that the child=s educational needs are being met. 

l. Report to the appropriate authority’s significant changes in family situations or violations of court orders. 

m. Consult at least monthly with the county coordinator in case/program discussion, and document the 
discussion in the Contact Log/Journal. 

n. Discuss all recommendations concerning the case with the county coordinator prior to submitting 
recommendations to the court. 

o. Submit a written, objective, and concise court report with recommendations to the court on what 
placement and services are best for the child. The volunteer shall also gather and provide information to 
aid the court in determining if reasonable efforts have been made to prevent removal of the child from the 
child’s home or to reunite the child with the child’s family. The volunteer shall deliver the court report to 
the county program office two weeks prior to the court hearing. 

p. Submit court reports at review and permanency hearings unless required otherwise. 

q. Submit addenda at all other hearings not listed in item #P as determined by the volunteer in consultation 
with the county coordinator. 

r. Attend all court hearings pertaining to the appointed case and provide oral testimony to the court when 
requested. Attend a jury trial if one is requested, and provide oral testimony to the court and jury if called 
as a witness. If unable to attend a court hearing, the volunteer shall inform the county coordinator who 
will attend for the volunteer. If the volunteer and coordinator are not available, a volunteer mentor may 
attend. 

s. Assist the court in exploring alternative placements for the child. 

t. Make recommendations at Foster Care Review Board (FCRB) meetings. 

u. Remain appointed to the dependency case through all phases of the court process up to the time of 
permanent guardianship or adoption, unless otherwise directed by the court. 

v. Provide and document an annual performance-based assessment of the Arizona CASA Program. 

w. Maintain contact with the county coordinator to alert or to discuss high profile cases or problems as they 
arise. Report developments as directed by the county coordinator. 

x. Provide to the county program office all case-related correspondence as directed by the county 
coordinator. 

y. Comply with Arizona statutes, Rules of Procedure for the Juvenile Court, Administrative Order, Rules, 
ACJA, and policies and procedures. A special advocate is immune from civil or criminal liability for the 
advocate=s acts or omissions in connection with the authorized responsibilities the special advocate 
performs in good faith. 

 

z. Comply with the state program training requirements. 



 aa. Volunteers shall notify insurance carriers that their CASA volunteer work may involve transporting 
children. 

Policy (P. 30-2) 9. Volunteers shall consult with their insurance providers to determine the minimum liability coverage under 
Arizona law and the recommended coverage for volunteers and their family in light of the fact that they may 
be transporting children. 

Policy (P. 30-3) 10. Volunteers who transport children shall at all times maintain current automobile insurance coverage. 

Policy (P. 30-4) 11. Volunteers shall provide proof of insurance to the county program office on an annual basis. 

12. A volunteer may receive authority for additional responsibilities set forth below. 

a. With prior approval by the county coordinator, the volunteer may observe visits between the appointed 
child and the parent, and/or assist in arranging visits with siblings and other relatives. 

b. Allowing the appointed child to visit the volunteer’s home or stay overnight with the volunteer unless 
specifically ordered by the court with prior approval by the CPS supervisor, CPS case manager, and 
county coordinator. 

c. A volunteer may be appointed as a Courtesy CASA. 

Policy (P. 30-5) 

d. A volunteer may be given additional or other assigned duties such as a mentor volunteer, recruiting 
assistant, and office worker. 

Policy (P. 31-6) 13. A volunteer shall not allow the appointed child to visit the volunteer’s home or stay overnight with the 
volunteer unless specifically ordered by the court with prior approval of the CPS supervisor, CPS case 
manager, and county coordinator. 

14. Volunteer Mentor Qualifications - The county coordinator may assign a volunteer to the role of a volunteer 
mentor who possesses, at a minimum, specific qualifications. 

a. At least one year’s experience as a CASA volunteer and been appointed to at least one dependency case. 

b. A working knowledge of CPS and juvenile court proceedings including, but not limited to dependency, 
delinquency, severance, and adoption. 

c. Meeting and/or exceeding minimum performance standards. 

d. Effective skills in organization, oral and written communication, leadership, and advocacy. 

Policy (P. 31-7) 

e. Received additional mentor training required by the state program office. 

15. Volunteer Mentor Minimum Performance Standards - The volunteer mentor shall maintain the following 
minimum performance standards: 

a. Comply with Arizona Statutes, Rules of Procedure for the Juvenile Court, Administrative Order, Rules, 
Arizona Code of Judicial Administration, and policies and procedures. 

b. Assist the county coordinator by providing ongoing support to volunteers. 

c. Assist volunteers in the development of advocacy skills; e.g., negotiation, interviewing parties to the case, 
conflict resolution, effective communication, and providing court testimony to a judge or jury. 

d. Provide ongoing assistance to volunteers regarding documentation (Contact Log/Journal), report writing, 
and case management. 

e. Maintain contact with assigned volunteers as directed by the county coordinator. 

f. Maintain contact with the county coordinator to alert or to discuss high profile cases or problems as they 
arise. Report developments as directed by the county coordinator. 

g. Educate assigned volunteers on how to establish working relationships with parties to the case. 

Policy (Pp. 31-32) 

h. Provide additional information to assigned volunteers regarding available community resources. 



i. Attend staffings, FCRB meetings, and court hearings at the direction and supervision of the county 
coordinator. 

j. Facilitate volunteer support groups at the direction and supervision of the county coordinator. 

k. Consult at least monthly with the county coordinator regarding case activity and assigned volunteers. 

 

l. Under the supervision of the county coordinator, may screen dependency cases for appropriateness of 
assignment, and organize and/or facilitate Pre- and Post-Orientation Training. 

Recertification Process 

ACJA 7-101 (L) 1. If a volunteer leaves the CASA program for up to one year and is eligible for return, the volunteer shall, at a 
minimum, attend the initial orientation training. If a volunteer leaves the program for more than one year 
and is eligible for return, the volunteer shall repeat the application process. 

Ongoing Requirements for Continuing Certification 

1. By December 31st every other calendar year starting with 2005 volunteers shall: 

a. Sign a statement under oath that the volunteer has not been arrested, charged, indicted, convicted of, or 
pled guilty to, any felony or misdemeanor since the volunteer's last certification; 

b. Sign a statement that the volunteer has not engaged in any conduct that would be grounds to deny 
certification. 

c. Authorize the CASA program to secure a criminal history records check, MVD records check, and DES 
central registry information check as permitted by state and federal laws; and 

ACJA 7-101 (M-1) 

d. Provide proof of automobile insurance and any additional requirements set by the AOC if the volunteer is 
driving any vehicle to transport children, staff, or any other individuals in the course and scope of CASA 
duties. 

ACJA 7-101 (M-2) 2. The county coordinator may recommend the volunteer's certification continue based on the volunteer 
statement provided in compliance with M(1)(a-d). 

Training 

1. New county program staff shall: 

a. Attend New Staff Orientation Training provided by the state program office. 

b. Attend the initial volunteer Orientation Training. 

c. Observe a Pre-hearing Conference, Preliminary Protective Hearing, and a Review Hearing. 

d. Observe a Foster Care Review Board (FCRB) meeting unless one is not scheduled during the training 
period. 

e. Attend a case management staffing with CPS (county coordinator position only). 

f. Attend a Pre- and Post-OT unless one is not scheduled during the training period. 

g. Receive the training required by the state program office for handling ethical issues and confidential 
material. 

h. Complete Committee on Judicial Education and Training (COJET) requirements annually. Credit for 
training hours shall be consistent with COJET guidelines. 

i. Complete the Arizona Criminal Justice Information Systems (ACJIS) training video. 

2. Before appointment to a dependency case, a volunteer shall complete 30 hours of training. Training shall 
include, but not be limited to: 

a. Reading designated Resource Guide materials to include program policies and procedures. 

Policy (P. 34-1) 
Policy (Pp.34-35) 

b. Attending the initial Orientation Training. 



c. Attending Pre- and Post-Orientation Training. 

d. Observing a dependency hearing unless one is not scheduled during the training period prior to case 
assignment. 

e. Observing a Foster Care Review Board (FCRB) meeting unless one is not scheduled during the training 
period prior to case assignment. 

f. Discussing the case with the county coordinator before appointment. 

g. Reviewing case files to become familiar with file contents. 

h. Attending support group meetings unless one is not scheduled during the training period prior to case 
appointment. 

 

i. Attending additional applicable training as designated by the county coordinator. 

Policy (P.35-3) 3. Volunteers shall participate in and document 12 hours of in-service training per calendar year. The first 
year, Orientation Training shall fulfill the requirement for that calendar year. 

Policy (P. 35-4) 4. All requests by volunteers for training not provided or organized by county program staff must be pre-
approved by the county coordinator before training hours are credited. 

Policy (P. 35-5) 5. County program staff shall organize or provide sufficient in-service training to allow volunteers to complete 
the required 12 hours of in-service training per calendar year. 

Personal Liability 

Policy (P. 33-1) 1. Arizona Revised Statutes (A.R.S.) '' 8-522(H), 8-523 (C), address liability for the Arizona CASA 
Program. 

2. County coordinators shall ensure that applicants and volunteers: 

a. Are made aware of liability and risk management laws and regulations including those pertaining to 
automobile usage; 

b. Are provided the Arizona Code Of Judicial Administration (ACJA) and program policies pertaining to 
liability and risk management; and 

Policy (P. 33-2) 

c. Provide proof of insurance to the county program office on an annual basis. 

Complaint Process 

ACJA 7-101 (N-1) 1. The structure of the CASA program allows complaints to come in at three different levels. Complaints 
may be made to the manager, presiding judge or designee, or the county coordinator. 

ACJA 7-101 (N-2) 2. All judicial officers and state and county program staff shall, and any person may, notify the county 
coordinator if it appears that a volunteer has violated Arizona statutes, Rules of  Court, including Rules of 
Procedure of the Juvenile Court, this code, administrative orders, rules, or program policies. 

ACJA 7-101 (N-3) 3. All complaints shall be in writing with sufficient specificity to warrant further investigation. The name and 
telephone number of the complainant shall also be provided. 

4. Investigations may be conducted at any of the three levels designated in N(1) and may be for the following 
purposes: 

a. To determine whether a volunteer has violated this code section or other applicable statutes, rules, and 
policies; 

b. To determine whether a complaint is valid; or 

ACJA 7-101 (N-4) 

c. To secure information useful in the administration of the program or this code section. 

ACJA 7-101 (N-5) 5. While an investigation is pending, the county coordinator may seek a temporary order from the assigned 
judge, the presiding juvenile court judge, or designee, suspending the volunteer from duties as a CASA 
volunteer. 



ACJA 7-101 (N-6) 6. Any investigation under this provision shall be reported to all three levels designated in N(1). 

ACJA 7-101 (N-7) 7. Upon review of all evidence, the investigator shall make a report and recommendation to the presiding 
judge or designee for resolution of the complaint. The investigator, upon receiving judicial resolution of 
the complaint, shall inform the parties designated in N(1). 

ACJA 7-101 (N-8) 8. The county coordinator shall document any complaints in the volunteer=s file and send a copy to the state 
program office. Information and documentation shall be confidential and available only for use in 
considering volunteer's continuing certification for review by the manager. 

ACJA 7-101 (N-9) 9. If the complaint involves alleged criminal activity as listed in, but not limited to, this code section, or 
immediate or potential danger to a child, the investigator shall promptly forward the written complaint and 
all other investigative progress reports to the parties designated in N(1). 

Dismissal from Case or Termination of a Volunteer from Program 

ACJA 7-101 (O-1) 1. Upon completion of the complaint process, the county coordinator shall refer any recommendation 
regarding discipline to the presiding judge or designee.  The presiding judge or designee shall take action 
up to and including dismissal from the program. 

2. Grounds for dismissal or termination of a volunteer from the program include but are not limited to: 

a. Taking action that endangers the child or is outside the role of the statutory authority of the CASA 
program;  

b. Failing to adhere to Arizona statutes, Rules of Court including the Procedures of the Juvenile Court, 
ACJA, administrative orders, rules, and program policies; 

c. Failing to demonstrate an ability to effectively carry out assigned duties; 

d. Falsifying the application or misrepresenting facts during the screening process; 

e. A finding against the volunteer of child abuse or neglect by a court or any authorized governmental 
agency; 

f. Existing conflict of interest which cannot be resolved; 

g. Allowing the appointed child to visit the volunteer's home or stay overnight with the volunteer unless 
specifically ordered by the court; and 

ACJA 7-101 (O-2) 

h. Any action that would have required initial denial of certification as a CASA volunteer. 

3. A volunteer shall be suspended immediately following an allegation of existing child abuse and neglect 
against the volunteer. 

a. A volunteer shall be suspended immediately pending a determination of alleged child abuse or neglect. 

ACJA 7-101 (O-3) 

b. A volunteer shall be suspended immediately pending an investigation of an allegation of conduct that 
would be grounds for mandatory or discretionary denial of certification. 

ACJA 7-101 (O-4) 4. A volunteer shall be dismissed immediately if there has been a judicial or administrative determination of 
abuse or neglect. 

ACJA 7-101 (O-5) 5. A volunteer shall be dismissed immediately if the volunteer uses illegal drugs or alcohol while performing 
CASA duties. 

Volunteer Code of Conduct 

1. The volunteer shall perform only authorized responsibilities pursuant to A.R.S. § 8-522(e). Those 
responsibilities include: 

a. Meet with the child; 

ACJA 7-101 (P. 16) 

b. Advocate for the child's safety as the first priority; 



c. Gather and provide independent, factual information to aid the court in making its decision regarding 
what is in the child's best interest and in determining if reasonable efforts have been made to prevent 
removal of the child from the child's home or to reunite the child with the child's family; 

 

d. Provide advocacy to ensure that appropriate case planning and services are provided for the child. 

ACJA 7-101 (P. 16) 2. The volunteer who performs activities other than those authorized in (1)(a-d) above, shall only do so 
pursuant to supreme court rule. 

ACJA 7-101 (P. 16-3) 3. The volunteer shall consult with the county coordinator to resolve any ethical issues that arise. 

ACJA 7-101 (P. 16-4) 4. The volunteer shall serve and respond to requests without bias of race, religion, sex, age, national origin, 
or physical impairment. 

ACJA 7-101 (P. 16-5) 5. Before appointment to a case the volunteer shall disclose to the county coordinator or court any pre-
existing relationship with a child or the child's family that could be perceived as a conflict of interest. 

ACJA 7-101 (P. 16-6) 6. The volunteer shall, at all times, perform authorized functions in a professional and impartial manner. 

ACJA 7-101 (P. 16-7) 7. The volunteer shall not use or attempt to use the volunteer's official position to secure unwarranted 
privileges or exemptions.  

ACJA 7-101 (P. 16-8) 8. The volunteer shall not request or accept any fee or compensation in the course of CASA volunteer 
service. 

ACJA 7-101 (P. 17-9) 9. The volunteer shall use public resources, property, and funds under the volunteer's control responsibly and 
for the purpose intended by law and not for any private use. 

ACJA 7-101 (P. 17-10) 10. The volunteer shall comply with applicable statutes described in A.R.S. § 8 707. § 41-1959, Arizona Rules 
of Court; including, but not limited to Rule 123, Rules of the Supreme Court, and Administrative Rules 
regarding confidentiality. 

ACJA 7-101 (P. 17-11) 11. The volunteer shall not allow the appointed child to visit the volunteer's home or stay overnight with the 
volunteer unless specifically ordered by the court with prior approval of the CPS supervisor, CPS case 
manager, & county coordinator. 

ACJA 7-101 (P.17-12) 12. The volunteer shall not be related to any parties involved in the case or be employed in a position/or 
agency that might result in a conflict of interest. 

13. The volunteer shall not engage in the following activities: 

a. Give legal or medical advice; 

b. Provide therapeutic counseling; 

c. Provide health care services; 

d. Make placement arrangements for the child; 

e. Give money or gifts of value over $10 to the child or family; 

f. Solitary excursions to isolated places involving only the CASA volunteer and the appointed child; and 

ACJA 7-101 (P. 17-13) 

g. Perform home studies for out-of-state or in-state agencies. 
 


