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OVERVIEW

Session description

Supervision, supporting, and coaching volunteers is a big portion of our work, to ensure that our advocates are 
using their power to advocate for the best interests of the children we serve.

Another crucial aspect of our work is making sure that we are accurately documenting the children’s journey 
through the juvenile court system as we work towards a safe, permanent home for all of our youth.

To that end, this session will cover key data entry requirements which must be completed by either the CASA 
staff using CasaManager and/or the advocates (through using the Volunteer Portal).
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OVERVIEW

Emphasis from Nebraska CASA: Data Entry 
Requirements

Nebraska CASA has identified a number of data entry points which MUST be accurately reflected in each 
agency’s CasaManager system.

So that Nebraska CASA can accurately and truthfully report data on the children you serve and the volunteers 
who are doing the work on behalf of those children, there are very specific data points which each agency’s 
staff must ensure are timely and accurate. 
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YOUR TRAINER

About the facilitator
My name is Gina A. James.

25 years of experience leading CASA/GAL agencies

Program manager for child abuse and neglect

Urban and rural communities

CasaManager evangelist and power user for 25+ years

CasaManager, VisitationManager, MentorManager and Volunteer Portal 
staff expert

I love our suite of products!
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WHAT WE'LL COVER

Key Data Needs and Requirements by Nebraska 
CASA

1 Monitored Children Definition

2 Documenting children whose cases are closed and entering the outcome at case closure

3 Children’s demographics (i.e. Ethnicity, Race, Age, and Gender)

4 Court reports submitted needs to be documented

5 Volunteer recruitment, screening, initial training, sworn in data 

6 Volunteer inservice trainings, case hours, mileage, visits with their CASA youth 
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Monitored Children

Monitored children are those for whom the program does not intend to submit a CASA court report and should 
not be counted as children served.

However, children with an assigned CASA volunteer who is actively working the case in preparation for a future 
court report should be counted as served, even if the first report has not yet been submitted.

The current status of a monitored child in CasaManager is automatically triggered when there is a date referred 
and a date opened but no date of original assignment of a volunteer advocate or staff advocate. To avoid having
any child’s status become monitored, do not enter a date opened. It is fine to have a date referred.

.
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Monitored Children



Children Whose Cases Have Closed

When a child’s case has closed for whatever reason, you must complete the case closure data so that those 
children will no longer show as actively being served by the program.

The required data points for closed cases are:

a. Adoption f. Case Transferred (includes Bridge Orders)
b. Child Aged Out g. CASA Removed
c. Guardianship h. Case Dismissed/Removed from Docket
d. Reunification i. Emancipation
e. Court Dismissed

If a case closure outcome is not in your data, you can add that to your value list (aka drop down list).
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Children Whose Cases Have Closed: Case 
Tasks



Children Whose Cases Have Closed: Case Outcome
*Note the buttons for Case Info, Profs, and Placements! Complete 
that data, too!



Children’s Demographic Data

Ethnic Origin

Race

Age

Gender
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Court Reports Submitted Documentation

  A volunteer’s written court report is evidence of them doing the work required on behalf of the children they serve.    
  Many times, the judges rely on the CASA volunteers’ written court reports to make best interest findings on behalf 
  of those children. The submission of the advocates’ court reports must be documented in CasaManager.

  In the Hearings Tab (in Casework), you will see fields for the following, regarding court reports:

a. Date Due d. Recommendations
b. Date Received i. Made
c. Rpt? ii. Accepted

iii. Not Considered
iv. Rejected
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Court Reports Submitted Documentation: 
Case Detail>Hearings



Court Reports Due Dates Trigger
The due date for volunteers’ court reports is located in Agency Info.

You may set any number of days ahead of all court hearings that your agency chooses. This 
number of days in advance will apply to all volunteers’ and supervisors’ cases.



Court Reports Due Report



Court Reports Due Report



Court Reports Due Report



  Recruiting new community citizens to be potential volunteer advocates is a core function of each agency. Without  
  volunteers, we would not be able to do this work. 

  In order to get more volunteers, we must first recruit them from our communities. CasaManager has dedicated fields  
  to capture all of your recruitment campaigns, whether they be in person, virtual, on highway signs, on city buses and 
  benches, etc. Once we recruit prospective volunteers, there is more work to be done!

a. Application Dates f.   Date Sworn In
b. Pre-Interview Dates g.  Case Hours and Mileage
c. Thorough Background Screening h.  Visits With Their CASA Children     
d. Date Started Core Training                                                        (In-Person, Virtual, Phone)
e. Document Their Completion or Dropped Date i.   Inservice/Continuing Ed. Resources
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Volunteer Recruitment, Screening, and Training 
Data Entry and Reporting
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Volunteer Recruitment Data Entry and Reporting
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Volunteer Recruitment Data Entry and Reporting
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Volunteer Recruitment Data Entry and Reporting
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Volunteer Recruitment Reporting
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Volunteer How Heard Reports



   Now that we’ve recruited community members, we must now carefully vet them and enter each data point into   
   CasaManager.

   You’ll go to the Volunteer main navigation button, then to the Training sub-navigation button, then to the  
   Pre-Service Training tab and enter the following data.

● Application Dates
● Pre-Interview Dates
● Thorough Background Screening      
● Date Started Core Training 
● Document Their Completion or Dropped Date
● Date Done/AOK
● Date Sworn In
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Volunteer Pre-Service Screening and Training Data
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Volunteer Pre-Service Screening and Training Data



  Our work doesn’t stop once we recruit, screen, and train a new volunteer. We must also keep them engaged by  
  offering ongoing training opportunities, not only to help them grow their advocacy skills, but also be in compliance 
  with NCASA/GAL standards for 12 hours of inservice participation annually. 

  You’ll go to the Inservice/Outreach main navigation button and then to Workshop Detail. You’ll enter a new 
  workshop with all the relevant details and bulk add your attendees.

  Bulk adding your volunteers in that window saves valuable time and automatically populates those trainings on 
  each volunteer’s Inservice record! 
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Volunteer Inservice/Continuing Ed. Training Data
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Volunteer Inservice/Continuing Ed. Training Data Entry
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Volunteer Inservice/Continuing Ed. Reporting
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Volunteer Background Re-Checks Data Entry:
Volunteers>Training>Screening
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Volunteer Background Re-Checks Reports



   
   Like all other data points we’ve covered in this session, this is crucial data and must be completed!

  Volunteer case hours, mileage, and child visits are easily entered by either the volunteers using the Volunteer Portal 
  or the staff using CasaManager.

  Staff will navigate to the Volunteer module, then to the Hours sub-navigation, then to the Case/Child Hours tab.  
  Then simply click on +New Case Hours.

**We know that our volunteers underreport their case hours and mileage. It is up to us to encourage them to 
accurately report this data either through their supervisor or through the Volunteer Portal.
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Volunteer Case Hours, Mileage, and Child Visits
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Volunteer Case Hours, Mileage, and Child Visits



   
CasaManager has a robust performance report, which displays key data points such as:

● Summary of Children Served
● Volunteer Status Summary
● Case Status Summary
● Closed Case Outcomes
● Volunteer Training
● How Heard Summary

Each of these data points has our signature ‘Jump to’ feature, which allows you to easily navigate to the records.
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*Bonus: Performance Report
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*Bonus: Performance Report
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*Bonus: Performance Report
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QUESTIONS

Thank you for your time!
If you have additional questions, please contact me.

Gina A. James
Sales & Training Executive

gina@casamanager.com

For tech support
Please contact:

support@casamanager.com
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By using CasaManager, you build your skill set.

AND

You build your skill set by using CasaManager!
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