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Welcome! 

 

On behalf of your colleagues, I welcome you to Court Appointed Special Advocates of Cook 

County.  We are pleased you have chosen to join this wonderful organization in its efforts to 

advocate on behalf of Cook County’s children in need.  We wish you every success and hope 

you will take pride in being a part of our organization.   

 

This Handbook was developed to describe some of the expectations we have of our 

employees and to outline some policies and benefits currently available to eligible employees.  

You should familiarize yourself with the contents of the Employee Handbook as soon as 

possible, for it will answer many questions about your employment.  Please do not hesitate to 

ask any questions you may have about the Handbook or about issues that are not addressed 

in the Handbook. 

 

We hope that your experience here will be challenging, enjoyable, and rewarding. Welcome! 
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CASA of Cook County 

EMPLOYEE HANDBOOK 

 

******* 

 

1.  APPLICABILITY 

This Handbook has been prepared to give employees of Court Appointed Special Advocates 

of Cook County (CASA of Cook County) a general understanding of the current benefits, 

policies and procedures, as well as the general expectations of its employees.  The Handbook 

is for informational purposes and is not intended as a contract of employment. 

 

No handbook can anticipate every circumstance or question, nor would we want to restrict the 

normal question and answer interchange among us, so please do not hesitate to ask 

questions.  However, we ask that you read this Handbook carefully and refer to it whenever 

questions arise.  This Handbook supersedes and replaces all previous personnel policies, 

practices and guidelines, whether written or oral. 

 

CASA of Cook County makes an effort to review its policies and procedures from time to time.  

As a result, CASA of Cook County reserves the right to change or cancel all or any portion of 

the Handbook at any time without advance notice, with the only exception being to terminate 

the at-will employment policy.  Whenever possible, changes will be announced in advance.  

Questions about the Handbook should be addressed to the CASA of Cook County Executive 

Director, the Director of Child Advocacy or your immediate supervisor.  

 

2. ABOUT CASA OF COOK COUNTY 

The CASA of Cook County Program recruits, screens, trains, and supervises community 

volunteers to serve as advocates for children who, through no fault of their own, have found 

themselves in Juvenile Court.  A child who is under the jurisdiction of the Juvenile Court 

generally has been removed from his or her home by Illinois Department of Children and 

Family Services (DCFS) for the child's own safety.  Often times, the child is temporarily placed 

in a foster home while the court determines whether such placement should become 
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permanent or whether reunification with the family is possible.  That is how we become 

involved. 

 

CASAs are volunteers, as well as sworn officers of the Court, who provide the judge with 

information to assist them in making decisions that will affect the child's future.  The CASA 

volunteers “speak for the child” in court and advise the judge on what actions they believe will 

be in the best interest of the child.  Often, the CASA volunteer is the only person who is able 

to provide critical information to the court because he or she has the most current information 

about the child.  The volunteer visits the child at least every 30 days and also speaks with the 

child's foster parents, biological parents, siblings, extended family, teachers, neighbors, etc. to 

get a true understanding of what really is going on in the child’s life.  CASA volunteers work 

hard to positively impact the child's future. Volunteers also ensure that the child is receiving 

appropriate medical and dental care, any necessary counseling, appropriate educational 

opportunities, and other vital services to which every child is entitled. 

 

Some CASA of Cook County staff support the program by assisting in the recruiting, 

screening and training of volunteers.  Staff may also assist in raising the much-needed funds 

to continue and expand the program. Others provide invaluable supervision, support and 

guidance directly to the volunteers and assist them in preparing for court appearances.  Staff 

also represents the program through their cooperation with community-based organizations 

and by collaborating with other direct service providers working with abused and/or neglected 

children and their families. 

 

3. EQUAL EMPLOYMENT DIVERSITY POLICY 

CASA of Cook County is committed to providing equal employment opportunities without 

regard to race, color, sex, age, mental or physical disability, medical condition, religion, 

ancestry, national origin, marital status, sexual orientation, veteran status or any other basis 

protected by local, state or federal law.  CASA of Cook County values diversity in its 

workplace. This policy applies to all employment practices, including but not limited to 

recruitment, hiring, training and development, promotion, transfer, termination, compensation, 

benefits, social and recreational programs, and all other conditions and privileges of 

employment in accordance with local, state and federal laws. 



 6 

 

All employees have the right to work in a workplace that is free from discrimination.  Any 

person who believes he or she has been subjected to discrimination of any kind should notify 

the Executive Director or President of the Board of Directors.  All complaints will be thoroughly 

investigated.  Confidentiality will be maintained to the extent possible, but dissemination of 

certain information may be required in some instances.  Any person violating this policy may 

be subject to disciplinary action, up to and including termination. Failure to report such claims 

of discrimination prevents CASA of Cook County from taking steps to remedy the problem.  

The law and CASA of Cook County prohibit retaliation against any employee who, in good 

faith, reports discrimination or perceived discrimination, or participates in any investigation of 

a complaint of discrimination or perceived discrimination. 

 

4. SEXUAL HARASSMENT AND OTHER ILLEGAL HARASSMENT 

CASA of Cook County strictly prohibits harassment in any form.  As used in this policy, 

harassment refers to unwelcome and offensive or derogatory conduct, remarks, slurs, jokes, 

pictures, cartoons, and other material which is based on a protected trait (such as race, sex, 

age, religion, national origin, disability, etc.) and which would be offensive to a reasonable 

person.  This policy covers illegal harassment on the basis of any trait protected by law, 

including sexual harassment. 

 

While it is not easy to define sexual harassment precisely, the term includes: unwelcome 

sexual advances, propositions, requests for sexual favors, physical touching, comments about 

an individual’s body or sex life, continued or repeated verbal abuse of a sexual nature, and 

other verbal or physical conduct of a sexual nature when: 

 Submission to the conduct is directly or indirectly made a condition of employment or 

continued employment; 

 Submission to, or rejection of, such conduct is used as a basis for employment 

decisions; or 

 The harassment has the purpose or effect of unreasonably interfering with an 

employee’s performance, or creating a work environment that is intimidating, hostile or 

offensive. 
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Each employee must exercise his/her own good judgment to avoid engaging in conduct that 

may be perceived by others as sexual harassment or other illegal harassment.  This policy is 

not limited just to employee conduct at work or during working hours.  

 

The following list illustrates some, but not all of the conduct that is prohibited: 

 The use of racial slurs or epithets. 

 A supervisor promising or implying a raise or promotion if an employee dates the 

supervisor or provides any sexual favor to the supervisor. 

 A supervisor threatening or implying a demotion or pay cut if an employee turns down 

the supervisor’s request for any sexual favor or date. 

 An employee making unwelcome comments about the anatomy of another or leering at 

another. 

 The use of degrading comments or jokes, or displaying derogatory cartoons or 

pictures, about another’s race, religion, national origin, disability, age or sex. 

 An employee kissing, hugging, massaging, or otherwise touching another in an 

unwelcome manner, or interfering with another’s motion by blocking or standing in an 

uncomfortably close proximity to the other person. 

 An employee repeatedly asking another for a date after being turned down in a manner 

that does not invite a future invitation. 

 

Any employee who believes that (s)he has been discriminated against or harassed in violation 

of this policy, or who is aware of any such discrimination and/or harassment is urged 

immediately to report the prohibited conduct to any one or more of the individuals listed 

below: 

 Immediate Supervisor 

 Director of Child Advocacy 

 Executive Director 

 President of Board of Directors 

   

All complaints of discrimination/harassment will be promptly investigated in as discreet and 

confidential a manner as is reasonably possible.  If, after investigation, CASA of Cook County 

finds that a violation of this policy has occurred, it will promptly implement appropriate 
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remedial action.  Such action may include termination of any employee who violated this 

policy. No employee will be retaliated against for making a complaint under this policy or 

bringing a situation to the attention of CASA of Cook County. 

 

5. GRIEVANCES 

Most problems can be resolved simply and fairly, or avoided entirely, if the issue or incident is 

dealt with through the open door policy.  CASA of Cook County’s open door policy is informal.  

An employee having a problem, complaint, or dispute should first make every effort to resolve 

the matter through informal discussion with the person involved.  If this is unsuccessful, they 

should meet with their immediate supervisor. If this is unsatisfactory they may file an appeal. 

 

The purpose of the appeal procedure is to provide a means for employees to resolve their 

work place concerns with management. A grievance is an alleged misapplication of CASA of 

Cook County’s personnel policies.  This procedure represents an intent to offer a dispute 

resolution mechanism to the employees of CASA of Cook County.  However, failure to follow 

this procedure shall not subject CASA of Cook County to a breach of contract claim.    

 

Step One:  Any employee may present an appeal to his/her immediate supervisor for 

discussion. The supervisor shall have five (5) regular working days to respond to the relief 

requested.  Should the supervisor fail to respond or if the employee finds the response 

unsatisfactory, the appeal may be reduced to writing, clearly specifying the policy allegedly 

misapplied and the relief requested.  The written appeal should be submitted to the Executive 

Director who should respond in writing within (5) days of receipt.  If the Executive Director fails 

to respond within this time, or if the employee finds the response unsatisfactory, or in cases 

where the Executive Director is the immediate supervisor, the employee may proceed to Step 

Two. 

 

Step Two:  The employee may submit the written appeal to the Executive Committee of the 

Board if Step One has not resolved the issue.  

The Committee shall also convene a meeting wherein statements shall be taken from the 

appealing employee and the immediate supervisor, as applicable, either separately or jointly 

at the discretion of the Committee.  The Committee may refuse to grant the employee’s 
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request for an appeal when the issues involved are minor in nature, or involve evaluations or 

judgments by management, unless they appear to be contrary to policy.  The Committee shall 

have twenty (20) regular working days in which to respond to the employee in writing.  If the 

Committee fails to respond, the employee may petition the Chair of the Board.  Failure to 

petition the Chair within thirty (30) days of the result of Step Two shall result in the appeal 

being waived. 

 

Step Three: The Chair of the Board shall convene a meeting with the employee, an Executive 

Committee designee, the Executive Director and the immediate supervisor, as applicable, 

either separately or jointly at the discretion of the Chair.  The Chair will respond to the grievant 

in writing within ten (10) working days with the final decision.  A thorough and fair investigation 

will take place, giving careful consideration to the rights and dignity of the people involved.  

The Chair will report the grievance and result at the next regularly scheduled Board meeting. 

 

6. EMPLOYEE CLASSIFICATIONS 

All employees are classified as salaried, hourly or temporary.   Employees also are classified 

as either exempt or non-exempt according to provisions of the Fair Labor Standards Act.  

 

Full-time employees are those employees who work at least 37.5 hours per week and are 

eligible for all fringe benefits.  

 

Part-time employees are those employees who work less than 37.5 hours per week. Part-time 

employees are only eligible for benefits if they work at least 30 hours per week. CASA 

reserves the right to create new classes of part-time employees and to determine the hours 

and compensation for those positions at its discretion. 

 
Temporary Employees are those employees who are paid hourly under Letter of Agreement 

for a specified period of time.  They are not eligible for benefits. 
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7. ANNIVERSARY DATE 

All full-time and part-time employees establish an anniversary date on the initial date of 

employment.  The anniversary date is used in determining eligibility for benefits and accrual 

balances for sick and vacation leave. 

 

8. EMPLOYMENT RECORDS 

CASA maintains confidential employee personnel files. These files contain documentation 

regarding all aspects of employment, such as performance evaluations, benefit information, 

disciplinary actions and letters of recommendation. Personnel files are the property of CASA 

and shall be maintained confidentially in the CASA office. It is important that CASA of Cook 

County have up-to-date information on all employees.  Each employee should report to the 

Executive Director any change in name, address, telephone number, person to contact in 

case of emergency, insurance beneficiary or number of dependents for insurance or tax 

withholding purposes. 

 

Upon request, an employee may review any document in his/her personnel records that is, 

has been, or is intended to be used in determining the employee’s qualifications for 

employment, promotion, transfer, additional compensation, discharge, or other disciplinary 

action, except as noted below. Reviews will occur in the presence of the Executive Director at 

a mutually convenient time, but no more than 7 days after the employee requested to review 

them, unless it can be shown that it is not possible to meet the deadline. In that event, CASA 

has an additional 7 days to comply. An employee may photocopy documents, but may not 

remove them.  

 

An employee may not inspect letters of reference (internal or external), external peer review 

documents, test documents, information in their files constituting an invasion of another 

person’s privacy, records pertaining to a criminal investigation (unless and until adverse 

personnel action is taken based on these records), or records related to a pending claim 

between CASA and employee that maybe obtained through that judicial proceeding.  

 

An employee who disagrees with any information in his/her personnel records may negotiate 

to have that information removed or corrected. If agreement is not reached, the employee 
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may submit a written statement explaining why he/she believes the record is wrong. CASA will 

append this statement to the disputed material in the personnel records and include it 

whenever that portion is released to a third party. If CASA or an employee knowingly places 

false information into the personnel record, the other party may obtain a court order 

expunging the false information.  

 

9. WORK SCHEDULES 

CASA of Cook County’s normal work schedule is 8:30 a.m. to 4:30 p.m.  Staffing needs and 

operational demands may necessitate variations in starting and ending times, as well as 

variations in the total hours that may be scheduled each day and week. Whenever possible, 

CASA of Cook County will accommodate each individual’s personal commitments and the 

needs of the organization.  Any employee who is unable to report to work as scheduled must 

notify his/her immediate supervisor as soon as the employee is aware of such inability, but in 

no event later than prior to the start of his/her scheduled hours.  It is the employee’s 

responsibility to have at his/her disposal the phone directory for the CASA of Cook County 

Staff.  The employee must speak with his/her immediate supervisor personally to inform them 

of the reason for the absence; voice mail messages will not be considered proper notification.  

If the employee is unable to reach his/her immediate supervisor the employee shall notify any 

available administrative staff member including the Director of Child Advocacy or the 

Executive Director.  In addition, the employee must inform CASA of Cook County of the 

reason for, and expected duration of, his/her absence or tardiness.  

 

This procedure must be followed each and every day an employee is unable to report to work 

as scheduled.  Should an employee become ill on the work site, the immediate supervisor, the 

Director of Child Advocacy or the Executive Director must be notified before he/she leaves the 

work site.  If any employee is absent for three (3) or more consecutive work days due to 

illness or disability, a physician's statement authorizing the employee's return may be 

requested by the supervisor upon return.  CASA of Cook County reserves the right to request 

a Doctor’s statement verifying illness for any absence at any time.  Failure to notify the 

appropriate CASA of Cook County representative of absence prior to scheduled report time 

may result in disciplinary action. 



 12 

 

10. TIMEKEEPING 

All hourly employees must record on CASA of Cook County's time records the time they begin 

and end work each day and the time of their breaks and meal periods.  Breaks and meal 

periods are provided pursuant to applicable law.  Overtime must be approved in advance by 

the Executive Director and will be paid in accordance with applicable law. Any employee who 

is not exempt from applicable federal or state overtime laws will be paid one and one-half (1 

½) times his/her regular wage rate for all hours worked over 40 in one workweek.  The 

workweek begins at 12:01 am on Sunday and ends at midnight on Saturday. Overtime is 

calculated on the basis of hours actually worked within a workweek.  Unauthorized overtime 

worked may result in termination.   

 

Salaried employees are exempt from overtime pay and salaried employees understand that 

more than 37.5 hours of work in some weeks will be required from time to time. Salaried 

employees are required to complete a time sheet reflecting the days they have worked in 

each pay cycle and submit it to the Executive Director at the end of each pay cycle.  

 

11. PAYDAYS 

CASA of Cook County employees are paid twice a month on the 15th and the last day of each 

month.  Full-time salaried employees must submit a time sheet, approved by their supervisor, 

on the last day of each month. Part-time salaried, hourly and temporary employees must 

submit a time sheet, approved by their supervisor, two (2) working days prior to each pay 

period. There are 24 pay periods each year.  Each paycheck will include the earnings for all 

work performed through the end of each payroll period. In the event that a payday falls on a 

weekend or holiday, employees will receive pay on the last day of work before the regularly 

scheduled payday.  Direct deposit is highly recommended for all employees.  Should you 

have any questions regarding your paycheck, please contact the Executive Director. 
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12. PAYROLL DEDUCTIONS 

 State and federal income taxes, Social Security taxes and other withholding required by law 

will be deducted from each paycheck. In addition, any employee who is eligible for and 

participates in the CASA of Cook County health or dental insurance group plan shall have the 

employee portion of premium for the plan withheld from each paycheck. You may make a 

written request to the payroll department to have additional money withheld for federal or 

state income taxes. It is the responsibility of each employee to determine whether additional 

taxes should be withheld.  Employees who are eligible for and participate in the CASA of 

Cook County’s health insurance plan may elect to have the payroll department withhold the 

employee portion of their premium payments for the plan on a pre-tax basis instead of after-

tax. Employees should examine each paycheck to verify that all information (including name, 

address, social security number, pay rate, vacation and sick accrual etc.) is correct.  Please 

notify the Executive Director immediately if there is any error. 

 

 13. EMPLOYMENT APPLICATION 

CASA of Cook County relies upon the accuracy of information contained in the employment 

application, as well as the accuracy of other data presented throughout the hiring process and 

employment.  Any misrepresentations, falsifications, or omissions in any information or data 

on the employment application or materials used in the hiring process may result in exclusion 

from consideration for employment or, if brought to light after employment has occurred, 

discipline up to and including termination of employment. 

 

Each employee will grant authorization to CASA of Cook County to perform an adult arrest 

record check and Child Abuse and Neglect screening prior to employment and on each 

anniversary date. Multi- state background checks will be conducted if the employee or 

prospective employee has lived in Illinois for less than 5 years. 

 

14. DRIVER'S LICENSE & DRIVING RECORD 

Employees whose work requires operation of a motor vehicle for the performance of their 

responsibilities must present and maintain a valid driver's license and proof of insurance 
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annually. Accordingly, any changes in your driving record or insurance coverage must be 

reported to your supervisor immediately. 

 

15. PROOF OF U.S. CITIZENSHIP AND/OR RIGHT TO WORK 

Pursuant to Federal Law, all individuals who are hired must present documents of 

identification and eligibility to work in the United States. 

 

16. PERFORMANCE REVIEWS 

New employees will generally receive a performance review after approximately 90 days of 

employment.  Thereafter, CASA of Cook County will formally review each employee once 

each year.  Performance will be evaluated continuously throughout the employee’s tenure by 

his/her supervisor.  At any point that deficiencies or lack of performance by an employee 

become an issue, the supervisor shall meet with the employee and develop a written 

performance evaluation that shall contain a detailed description of the deficiency or lack of 

performance, and a detailed correction plan with time frames and potential consequences. In 

the event that the employee does not agree with a written performance evaluation, he/she 

may appeal the action in accordance with the grievance process described in Section 5 of this 

document.   

 

A copy of each written performance evaluation shall be retained in the employee’s personnel 

file.  A positive performance evaluation does not guarantee an increase in salary, nor does it 

guarantee continued employment.  Salary increases are solely within the discretion of CASA 

of Cook County and depend upon many factors in addition to performance. 

 

The CASA of Cook County Board of Directors will generally formally review the performance 

of the Executive Director at least once each calendar year. 

 

17. JOB DESCRIPTIONS 

To the extent practicable, current and accurate job descriptions for each position will be kept 

on file at CASA of Cook County, and all employees will be given a copy of the job description 

for their position upon hire.  However, employees should be aware that job responsibilities 

might change from time to time during employment.  In addition, from time to time, employees 
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may be asked to work on special projects or to assist with other work necessary or important 

to the efficient operation of the organization.  Employees are expected to be cooperative in 

assisting in the performance of such additional work. 

 

18. REIMBURSEMENT FOR BUSINESS EXPENSES 

CASA of Cook County will reimburse employees (including the Executive Director) for 

reasonable expenses incurred when traveling on CASA of Cook County business away from 

the normal work location if approved in advance in writing by the Executive Director (or for the 

Executive Director, approved by the Board of Directors, or in a budget approved by the Board 

of Directors).   When approved, the actual costs of travel, meals, lodging, and other expenses 

directly related to accomplishing business travel objectives will be reimbursed.  Only 

reasonable authorized expenses will be reimbursed and receipts must be provided for 

reimbursement or as justification in the event of a cash advance. CASA of Cook County will 

reimburse for automobile travel expenses at the standard mileage rate allowed as deductible 

travel expense under federal income tax law.  Travel from home to the first workplace of the 

day and from the last workplace to home will not be reimbursed under any circumstances.  

Employees must submit completed expense reports within 10 days of incurring the expense, 

accompanied by receipts for all expenses. 

 

Employees should consult their supervisor for assistance regarding procedures related to 

travel arrangements, expense reports, reimbursement for specific expenses, or any other 

business travel issues. Abuse of this expense reimbursement policy, including falsification of 

expense reports to reflect expenses not incurred, will lead to disciplinary action, up to and 

including termination. 

 

19. WORKPLACE PRIVACY/COMPUTERS, E-MAIL, VOICE-MAIL, PASSWORDS 

CASA of Cook County respects the individual privacy of its employees.  However, employee 

privacy does not extend to work-related conduct or the use of CASA of Cook County 

equipment or supplies that are used by employees.  You should be aware of the following 

policies.  Although some employees have individual access codes to computer network 

systems, and have individual workstations, these systems are accessible at all times by CASA 

of Cook County and may be subject to periodic unannounced inspections. 
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All electronic communication systems and all communications and stored information 

transmitted, received, or contained in CASA of Cook County’s information systems are the 

property of CASA of Cook County and as such, are to be used solely for job related 

purposes.  The use of such equipment and software for private purposes is strictly prohibited.  

Employees using this equipment for personal purposes do so at their own risk.  Further, 

employees are not to use any code, access any file, or retrieve any stored information or 

communication unless there has been prior clearance by the CASA of Cook County Director 

of Child Advocacy or Executive Director. 

 

Confidential information should be placed only in secure files.  Also, employees who access 

the Internet for work should never send any confidential information of CASA of Cook County 

via Internet e-mail without encrypting because such transmissions can be intercepted and 

read by others. 

 

No employee may copy or load any software on to any CASA of Cook County computer 

unless approved by the Network Administrator.  All Floppy diskettes must first be scanned for 

virus prior to opening a file.  CASA of Cook County will maintain current licenses for all 

software.  No employee may copy any CASA of Cook County software without the prior 

written authorization of the Network Administrator. 

 

To insure that the use of CASA of Cook County’s information system, e-mail and other 

electronic communications systems is consistent with CASA of Cook County’s legitimate 

business interests, authorized representatives of CASA of Cook County may monitor the use 

of such equipment from time to time and maintain recordings of such use in CASA of Cook 

County’s files. 

 

Employees are prohibited from using CASA of Cook County's information systems in any way 

that may be disruptive or offensive to others, including, but not limited to the transmission of 

sexually explicit messages, cartoons, ethnic or racial slurs, or anything that may be construed 

as harassment or disparagement of others.  Employees are required to protect the 
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confidentiality of the organization and the people it serves through the selection of a 

password.  

 

Passwords are selected at the time of hire and then change routinely when prompted by the 

Network Administrator. The Network Administrator must be given your new password(s) each 

time it is changed. The Network Administrator will keep all passwords in a secure location and 

will maintain a master password file for phone, network and intranet/Internet.  Passwords are 

the weakest link to the information security of the organization therefore employees are not 

allowed to disclose their passwords to anyone inside or outside the organization with out 

approval from the Network Administrator.  You may not use passwords that are unknown to 

the Network Administrator. Violation of any of the above policies regarding passwords, 

computers, e-mail, or voice-mail/technology will result in disciplinary action up to and including 

termination. 

 

20. PERSONAL USE OF CASA OF COOK COUNTY EQUIPMENT 

You are expected to use CASA of Cook County equipment for business purposes.  Copy 

machines, fax machines, and CASA of Cook County supplies are to be used for business 

purposes only. Personal use of telephones for long-distance and toll calls is not permitted.  

 

21. GENERAL RULES OF EMPLOYEE CONDUCT 

Every employee is expected to maintain a high standard of personal conduct and job 

performance.  Where performance or conduct does not meet CASA of Cook County’s 

standards, CASA of Cook County may apply a practice of progressive discipline to correct 

employee misconduct or improve performance.  Typically, supervisors will use the following 

guidelines when applying progressive discipline: 

 

First Instance: Verbal Warning 

Second Instance: Written Warning 

Third Instance: Probation and/or suspension without pay 

Fourth Instance: Termination 
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CASA of Cook County, however, reserves the right to terminate any employee at any time 

with or without notice, with or without cause.   

 

The guidelines set forth below are intended to avoid confusion and misunderstandings about 

what is and is not satisfactory conduct.  Of course, no list of guidelines can exhaustively cover 

every circumstance in which CASA of Cook County may impose discipline.  Accordingly, the 

following list merely illustrates the kind of unacceptable conduct which may result in 

disciplinary action up to and including termination of employment. 

 

 Inattention to duties including, but not limited to, sleeping or appearing to sleep 

on the job, leaving work area without permission, or unsatisfactory job 

performance. 

 Excessive absenteeism, repeated tardiness, or early departures from work 

without permission. 

 Dishonesty including, without limitation, such conduct as falsifying any 

personnel, payroll or other record; actual or attempted unauthorized possession 

of property belonging to CASA of Cook County, any client, or fellow employee, 

or actual or attempted destruction or abuse of same. 

 Breach of CASA of Cook County's rules or policies. 

 Misuse or misappropriation of property. 

 Commission of any unlawful act on the business premises. 

 Commission of any unlawful act off of the business premises which, in CASA of 

Cook County’s opinion, affects the employee’s relationship to his/her job or 

his/her fellow employees, or reflects poorly on CASA of Cook County’s image or 

reputation in the community. 

 Conflict of interest or the appearance of conflict of interest. 

 Reporting to work under the actual or apparent influence of alcohol or use or 

possession of an alcoholic beverage during the workday or on the business 

premises. 

 Reporting to work under the actual or apparent influence of any illegal or 

prescription drug for which the employee does not have in their possession a 

prescription written by a physician for the employee’s use, or use or possession 
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of any illegal or prescription drug, for which the employee does not have in their 

possession a prescription written by a physician for the employee’s use, during 

the workday or on the business premises. 

 Using abusive, profane, threatening, discourteous or disrespectful language in 

the course of CASA business.  

 Possession of any weapon on CASA of Cook County business premises. 

 Insubordination or refusal to obey instructions or procedures. 

 Noncompliance with the laws, rules and regulations governing the operation of 

CASA of Cook County's business, including but not limited to, confidentiality 

requirements. 

 

22. CONFIDENTIALITY REQUIREMENTS 

Any information about CASA of Cook County and its donors, prospective donors, volunteers, 

prospective volunteers, clients or their families, and any personal information about 

employees, Board members, or other confidential information obtained as a result of working 

with CASA of Cook County, should be considered confidential and should be discussed only 

as required in connection with CASA of Cook County’s work.  All documents, files and working 

papers of CASA of Cook County, or that are generated in connection with the work of CASA 

of Cook County, are the property of CASA of Cook County.  

 

Under no circumstances is information concerning donors, prospective donors, volunteers, 

prospective volunteers, clients or their families, employees or Board members, or other 

confidential information, to be revealed to third parties, except as is required by law, or as 

approved by the Executive Director. 

 

Employees are cautioned to exercise care not to disclose confidential information 

unintentionally by indiscreet conversation or by careless handling of sensitive documents.  

Any employee who purposely, or through a failure to exercise reasonable care, causes 

confidential information to be disclosed, will be subject to disciplinary action, up to and 

including termination.  The employee should also be aware that the obligation to keep 

information confidential continues even after employment with CASA of Cook County ends. 
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23. CONFLICTS OF INTEREST AND BUSINESS ETHICS 

CASA of Cook County employees and volunteers have a responsibility to conduct business in 

strict compliance with all applicable laws and regulations.  It is crucial that employees observe 

these laws and regulations while conducting business on the behalf of CASA of Cook County.  

In addition, employees are expected to act in accordance with the highest standards of 

business ethics both on and off CASA of Cook County premises and to avoid any appearance 

of impropriety. 

 

Employees must inform the Executive Director immediately if they are charged with a felony, 

misdemeanor, or other offense involving a sex offense, child abuse or neglect, violence, moral 

turpitude, or other related acts that would pose risks to children or the CASA program’s 

credibility. If the Executive Director is charged with such offenses, he/she must notify the 

President of the Board of Directors.  

 

Employees must avoid situations that create an actual or potential conflict where loyalties and 

actions are divided between the interests of CASA of Cook County and the employee’s 

personal interests or the interests of another. Questions about conflict of interests should be 

brought to the attention of the Executive Director.  Any doubt should be resolved in favor of 

disclosure and a request for specific guidance. 

 

Staff members who wish to engage in other employment or private practice shall obtain the 

approval of the Executive Director.  Outside employment or private practice shall be of such a 

nature and extent as not to interfere with the staff member’s responsibility to CASA of Cook 

County.  

 

24. PUBLIC STATEMENTS AND APPEARANCES 

Any employee who is asked to make a public statement or appearance on behalf of CASA of 

Cook County should do so only with the prior approval of the Executive Director.  

 

25. SEPARATION FROM SERVICE 
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Employment with CASA of Cook County is by mutual agreement.  Just as you retain the right 

to terminate your employment with CASA of Cook County at any time for any reason, CASA 

of Cook County retains a corresponding right to terminate your employment at any time for 

any reason.  Only the Executive Director has authority to terminate an employee. Property 

belonging to CASA of Cook County or any client of CASA of Cook County must be turned in 

to the Director of Child Advocacy or Executive Director on the employee’s final workday. Pay 

for accrued, but unused vacation will be included with the employee’s final paycheck. 

 

26. EXIT INTERVIEW 

When an employee voluntarily or involuntarily separates from service with CASA of Cook 

County the employee’s supervisor or a member of the board may conduct an exit interview.   

 

27. HOLIDAYS CASA of Cook County observes most of the same holiday schedule as the 

Circuit Court of Cook County and they are as follows: 

 

 New Year's Day 

 Martin Luther King, Jr. Day 

 President’s Day (not a court observed holiday) 

 Lincoln’s Birthday Day 

 Pulaski Day 

 Memorial Day 

 Independence Day  

 Labor Day  

 Columbus Day 

 Veterans Day 

 Thanksgiving Day  

 Friday after Thanksgiving (not a court observed holiday) 

 Christmas Eve (not a court observed holiday) 

 Christmas Day 

 One Floating Holiday 
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Regular full-time employees are eligible for holiday pay if they work the last scheduled day 

before and the first scheduled day after the holiday (unless their supervisor has approved 

these days off in advance).  Holiday pay is equal to the employee’s regular daily wages. 

Employees who are not eligible for holiday pay but work on a holiday will be paid their regular 

wages for hours worked.  A recognized holiday that falls on a Saturday will be observed on 

the preceding Friday. A recognized holiday that falls on a Sunday will be observed on the 

following Monday. 

 

28. VACATION 

CASA of Cook County will provide each full time employee with paid vacation leave at a rate 

of 1.5 days a month or a total of 18 days per year. Part-time employees working at least 30 

hours per week earn vacation at a rate proportionate to the hours they work. Accrual of 

annual leave will begin on the date of employment for each employee and will be based, on 

an annual basis, upon each individual’s anniversary date with CASA of Cook County. Paid 

leave shall increase after 4 years of eligible service to 2 days a month or a total of 24 days per 

year. Paid leave shall be available only when accrued and may not be taken before it is 

accrued without prior written approval from the Executive Director. Vacation time may not be 

used in intervals of less than half a day. Vacation leave will not accrue during any unpaid 

leave. 

 

Employees may use their annual leave as earned after the completion of the 90-day 

probationary period as long as absence from the job does not disrupt the completion of an 

assigned task or prevent other staff from completion of their work assignments.  Employees 

must submit vacation requests to their supervisor as soon as possible, with a minimum of two 

weeks in advance.  In the event of conflicting requests for vacation, the employee with the 

greatest length of service will generally be granted their vacation request.  An eligible 

employee may not receive vacation pay in lieu of taking time off from work, unless the inability 

to take vacation is due to job requirements and is at the employer’s request.   

 

CASA of Cook County encourages each employee to utilize his/her allotted annual leave 

during each employment year.  A maximum of five days will be allowed to be carried over 
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from one fiscal year to the next.  All accrued vacation leave in excess of 5 days will be 

forfeited at the end of the fiscal year.  

 

29. SICK LEAVE 

Full-time employees accrue sick time at the rate of ½ day per month or a total of 6 days per 

year.  Part-time employees working at least 30 hours per week earn sick leave at a rate 

proportionate to the hours they work.  Sick time may be carried over from one year to the next 

but cannot exceed 30 days.  Once an employee reaches the limit they will stop accruing sick 

leave.  No sick time may be taken during an employee’s 90 day probationary period.  Sick 

time may not be used in intervals of less than half a day.  Medical appointments that require 

an absence of more than half a day will be treated as use of one full sick day. Sick leave will 

not accrue during any unpaid leave. 

 

Sick time may be used only for disability or illness of you or your immediate family and may 

not be used as additional vacation time. Unused sick time will not be paid upon separation 

from service. CASA of Cook County reserves the right to request a physician's statement 

verifying the employee’s disability or illness.  Absence due to illness in excess of accrued sick 

days will generally be considered excessive absenteeism and may result in disciplinary action. 

The employee must use accrued vacation days if employee is absent due to illness or 

disability and employee has exhausted all accrued sick days.   

 

30. PARENTAL LEAVE 

Parental leave is available to full-time employees for pregnancy, childbirth, adoption or foster 

care placement of a child under the age of 3.  To be eligible for parental leave, employees 

must have worked for CASA of Cook County for one year and or at least 1,700 hours during 

the preceding 12 months of the year.  Parental leave is not to be used in a period prior and 

contiguous to resignation or retirement. Parental leave can be taken for a period of up to 

twelve (12) weeks per event. The leave period must be paid by using accrued sick time 

followed by any accrued vacation and sick time or as approved by the Executive Director or 

Board of Directors. Unpaid leave will result for the remaining time.  

 

Insurance benefits will continue to be in force during this leave period and CASA of Cook 

County will continue to contribute the employer’s portion of the premium in effect at the time of 
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the leave. If the employee fails to return to work after parental leave, the employee will repay 

to CASA of Cook County any insurance premiums paid by the organization during the leave.   

  

 Notification The employee shall give at least thirty (30) calendar days advanced notice 

to the immediate supervisor. The notice shall state the length of the leave request, 

including the amount of vacation, sick and unpaid leave that will be taken. The 

employee shall complete, upon leave, the payroll time record and submit it to the 

Executive Director.  

 Return to Work  Employees are to return from parental leave within three business 

days from the expiration of the parental leave date. Failure to return may be deemed to 

be voluntary job abandonment.  For a transitional period of up to three (3) months from 

the time a parent returns to work an employee may, upon advance request and 

approval from the Executive Director, develop a flexible schedule and work from home, 

job requirements permitting. Upon completion of leave, the employee will be allowed to 

return to the same or a substantially similar position at the same salary as the 

employee earned prior to the leave. 

  

31. COMPASSIONATE LEAVE 

Employees shall be granted up to three  (3) working days with pay due to death in their 

immediate family (spouse, domestic partner, parent, parent-in-law, sibling, child, grandparent 

or grandchild).  Upon request, the Executive Director will consider special cases on an 

individual basis. 

 

32. JURY DUTY 

CASA of Cook County will grant all employees time off with up to 50% pay for four weeks for 

mandatory jury duty when called to serve as jurors, provided that reasonable advance notice 

is given to CASA of Cook County.  You must provide a copy of the court order to your 

supervisor or manager when requesting time off, so that arrangements can be made to cover 

your absence. 
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Employees on jury duty must present evidence of jury duty attendance to their supervisor.  

You should continue to report for work on those days or parts of days when excused from jury 

duty or when jury duty does not conflict with your work schedule. 

 

This policy also applies when employees are called for non-CASA related court appearances 

as a witness, when required to appear as a result of a court order or a subpoena.  You must 

submit a copy of the court order or subpoena to your supervisor when you request time off. 

Vacation, sick leave and holiday benefits generally continue to accrue during jury duty and 

witness duty leaves. 

 

33. MILITARY LEAVE 

A military leave of absence will be granted to employees who are called into active duty in the 

U.S. military in accordance with federal and state law.  A military leave also will be granted to 

attend Reserves or National Guard duty. Upon completion of leave, the employee will be 

allowed to return to the same of substantially similar position at the same salary as the 

employee earned prior to the leave. 

 

34. Telecommuting Policy  

 

Telecommuting is a voluntary situation to be agreed upon by both CASA and the employee.  

Telecommuting is not an employee right and approval will be at the sole discretion of the 

Executive Director and the employee’s immediate supervisor. Telecommute arrangements 

may be temporarily suspended due to operational needs of CASA and can be terminated at 

anytime, without prior notice, by CASA. CASA is not responsible for operating costs, home 

maintenance costs or any other incidental costs (e.g., phone, electricity), associated with the 

use of the employee’s residence. The employee however, does not give up any 

reimbursement for authorized expenses incurred while conducting official business for CASA 

while working under a telecommute arrangement.  

 

TELECOMMUTE EMPLOYEE ELIGIBILITY 
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 Potential telecommute employees must be full time salaried employees. Telecommute 

arrangements are not available for hourly or temporary employees/work positions.  

 

 Based in part on the years of tenure, potential telecommute employees may seek approval 

for one of the following schedules by submitting a request in writing (and/or via email) to 

their immediate supervisor at least one month prior to the desired commencement date of 

telecommuting: 

 

One- Five Years of Service: Employees must have worked for CASA of Cook County 

for one year and/or at least 1,700 hours during the preceding 12 months of the year 

(determined by anniversary date). Eligible employees may work from home one day 

per week at the discretion of the Executive Director and immediate supervisor.  

 

o Telecommuting days are non-transferable (can’t be used to substitute 

previous missed telecommuting days) and can not be applied to any other 

flexible work arrangement schedules.  

 

o Employees may not telecommute the day before or after a scheduled holiday 

nor will they be approved for any Friday/Monday telecommuting work days 

without prior approval from the Executive Director (this does not exempt 

employees from using any PTO they have available) 

 

o Request for same days off will not be allowed more than twice a month 

(Example: no more than two Wednesdays off in same month). 

 

Five or more Years of Continuous Service: Employees must have worked for CASA 

of Cook County for at least five years of continuous service (determined by anniversary 

date). Eligible employees may work from home at least one day but no more than three 

days per week at the discretion of the Executive Director and immediate supervisor.  
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o Telecommuting days are non-transferable (can’t be used to substitute 

previous missed telecommuting days) and can not be applied to any other 

flexible work arrangement schedules. 

 

o Employees may not telecommute the day before or after a scheduled holiday 

nor will they be approved for any Friday/Monday telecommuting work days 

without prior approval from the Executive Director (this does not exempt 

employees from using any PTO they have available). 

 

o Request for same days off will not be allowed more than twice a month 

(Example: no more than two Wednesdays off in same month). 

 

 Eligible employees must have consistently demonstrated self-motivation, self-discipline, 

the ability to work independently, the ability to manage distractions, and the ability to meet 

deadlines prior to their request being approved. 

 

 Eligible employees must not have had a poor performance evaluation at any point during 

the preceding 12 months of the year of their request for a telecommuting work 

arrangement.  

 

 The employee’s desired schedule needs to allow adequate time at the CASA office for 

meetings, access to facilities and supplies and communication with other employees and 

other people who are significant to the processes of CASA. 

 

TELECOMMUTE BALANCING REQUESTS AND RESPONSIBILITIES 

The immediate supervisor and Executive Director is responsible for determining whether the 

employee is a good candidate, whether the nature of the work is suitable for performance at a 

remote site, and whether the proposed arrangement will impose burdens on other employees 

or the program as a whole. In determining if the employee is a good candidate for 

telecommuting, the immediate supervisor and Executive Director should consider factors such 

as, but not limited to, completion of the probationary period, satisfactory performance, and the 

ability to work independently without close supervision. In the event that more employees 
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request telecommuting arrangements than CASA can reasonably accommodate, the 

immediate supervisor and Executive Director should respond to requests that are consistent 

with these guidelines in ways that are fair to all employees and in the best interests of the 

agency.  If there is a conflict with balancing the interest of employees and office needs, the 

immediate supervisor and Executive Director has several alternative methods they may put 

into place, which include but are not limited to: rotating periods of telecommuting between 

employees or reducing the amount of time spent in telecommuting arrangements in order to 

accommodate more individuals.  

The employee and the immediate supervisor are jointly responsible for: 

 determining how performance will be assigned and measured;  

 determining the working hours on telecommuting days;  

 preventing the arrangement from burdening the employee's coworkers;  

 ensuring that the employee is readily available and has adequate means of 

communication during specified working hours;  

 arranging for the employee to come to the primary work site when necessary, 

regardless of the telecommuting schedule. 

 ensuring that the employee meets or exceeds work performance and productivity 

standards while telecommuting. 

The employee is responsible for: 

 ensuring that CASA equipment (if any) and confidential work records in the employee's 

off-site work space are maintained in safe and secure conditions and are used primarily 

for CASA business  

 being available to travel and attend meetings when his or her work requires;  

 notifying the immediate supervisor or designated person when he/she takes leave, e.g. 

vacation or sick leave, during times scheduled for telecommuting;  

 alerting the immediate supervisor if external circumstances are likely to interfere with 

performance under the telecommuting arrangement 
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TELECOMMUTE PROCEDURAL GUIDELINES 

 

 All eligible telecommuting employees shall provide their immediate supervisor and/or the 

Executive Director with a written monthly schedule reflecting their desired telecommuting 

days and location of work and telephone numbers where they can be reached at least two 

weeks in advance. If after approval by their immediate supervisor, the telecommute 

employee finds that they have a scheduling conflict, they must submit proposed changes 

to their immediate supervisor for approval at least one week (five business days) in 

advance barring any emergency situations. If no approval is given for the proposed 

schedule change(s), the telecommute employee will forgo their desired telecommuting 

days in question and must conduct all business at the CASA office (employees may not 

transfer their telecommuting days from week to week or substitute for missed 

telecommuting days).  

 

 Any telecommuting arrangements made will be on a trial basis for the first 3 months, and 

may be discontinued, at will without prior notice, at any time by the organization. All 

approved arrangements will be outlined and signed by both the employee and immediate 

supervisor (Telecommute Agreement) and placed in the employee’s file. At the conclusion 

of the trial period the employee and immediate supervisor will each complete an evaluation 

of the arrangement and make recommendations for continuance or modifications. 

Evaluation of telecommuter performance during and beyond the trial period will be 

consistent with that received by employees working at the office in both content and 

frequency.   

 

TELECOMMUTING WORK GUIDELINES 

 

 Telecommuting is NOT designed to be a replacement for appropriate child care. Although 

an individual employee's schedule may be modified to accommodate child care needs, the 

focus of the arrangement must remain on job performance and meeting business 
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demands. Prospective telecommuters are encouraged to discuss expectations of 

telecommuting with family members prior to entering into a trial period.  

 

 The telecommuting employees schedule must be arranged so that there is no difference in 

the level of service and support provided to the volunteer and other court personnel, and 

the location of the workplace is not noticeable to the volunteer or other court personnel. At 

no time shall a telecommute employee schedule meetings with volunteers or other’s 

connected to their individual cases at their home office and should ensure that 

these meetings continue to be held at the CASA office.  

 

 Immediate supervisors may give assignments or review status of progress by email or 

telephone as needed. Immediate supervisors are expected to monitor work performance 

and productivity just as they would in a traditional work place. The telecommuting 

employee must keep an activity log for the days that they are not working in the office. The 

activity log should be submitted in conjunction with their monthly timesheet.  The activity 

log should detail how much time the employee is allocating on activities (i.e. Reviewing 

CASA reports, speaking to volunteers etc.) while working at home.  

 

 The telecommuting employee is required to attend all court hearings, staffing's, 

mediation and other meetings associated with their cases while telecommuting 

unless there are mitigating circumstances. The telecommuter and immediate 

supervisor will do their best to ensure that no telecommuting is approved on days where 

the telecommuter has scheduled meetings and/or court and shall work to minimize the 

times where other employees are asked to cover the workload of the telecommuter 

employee.  

 

 The telecommuting employee will attend job-related meetings, training sessions, and 

conferences, as requested by the employee supervisor.  In addition, the telecommuting 

employee may be requested to attend short notice meetings as required to meet program 

needs.  The immediate supervisor will use telephone conference calling whenever 

possible as an alternative to requesting attendance at short notice meetings. Travel for 
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reporting to the official office site is not considered work time nor is the telecommuter in 

travel status.   

 

 While telecommuting, the telecommuting employee must be reachable via 

telephone, fax, pager, or email during agreed-upon, scheduled work hours or 

specific core hours of accessibility.  The immediate supervisor and telecommuting 

employee will agree on how to handle telephone messages, including the feasibility of call 

forwarding and the frequency of checking messages.  

 

 The telecommuting employee’s conditions of employment shall remain the same as for 

non-telecommuting employees. The employee agrees to work at the office or 

telecommuting location and not from another unapproved site. Failure to comply with this 

provision may result in termination of the agreement and/or other appropriate disciplinary 

action.  

 

 All of CASA’s policies, rules and practices shall apply at the telecommute site, 

including those governing confidentiality, communication internally and with the 

public, employee rights and responsibilities, facilities and equipment management, 

financial management, information resource management, and safety.  Failure to 

follow policies, rules and procedures may result in termination of the 

telecommuting arrangement and/or disciplinary action. 

 

 CASA will not be liable for damages to the employee’s property resulting from participation 

in the Telecommuting Program. In signing the Telecommuting Agreement, the employee 

holds CASA harmless against any such claims, excluding Worker’s Compensation claims 

(participants are covered by Worker’s Compensation when performing official duties at the 

telecommuting site). In signing the Telecommuting Agreement the employee verifies that 

the home office provides workspace that is free of safety and fire hazards.  

 

 

35. HEALTH, DENTAL, LIFE AND LONG-TERM DISABILITY INSURANCE 
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CASA of Cook County maintains one or more group health, dental life, and long-term disability 

insurance policies for full-time employees and part-time employees who work at least 30 

hours per week.  For information regarding eligibility, costs and benefits under these policies, 

please consult the insurance booklets available from the Executive Director. 

 

In the event of separation from service, a reduction in hours, and certain other events, which 

could cause an employee and/or covered dependents to lose insurance coverage, such 

individuals may be eligible to continue insurance coverage at their own cost.  For additional 

information regarding continued coverage, consult the insurance booklet or contact the 

Executive Director.   

 

 

36. UNEMPLOYMENT INSURANCE 

As required by law, employees are covered by unemployment insurance. 

 

37. WORKER’S COMPENSATION INSURANCE 

As required by law, employees are covered by workers' compensation insurance.  In the 

event of an on the job injury the employee should report the injury immediately to either 

his/her supervisor or the Director of Child Advocacy and complete a first report of injury form.  

The Director of Child Advocacy will inform the employee where to seek appropriate medical 

care by a medical network provider contracted by the insurance carrier.  There is a 3-day 

period for which disability benefit payments are not available under the worker’s 

compensation insurance (unless the time off due to injury exceeds 14 days).  The employee 

will be required to utilize his/her accrued sick or vacation days to receive compensation for 

these three uncompensated days. 

 

38. DRUG/ALCOHOL TESTING 

Any employee who sustains or is involved in a work-related injury/illness might be required to 

submit to a drug and/or alcohol test.  CASA of Cook County reserves the right to require an 

employee to submit to a drug and/or alcohol test under other circumstances as well. 

 

39. REVIEW 
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This manual will be reviewed on an annual basis by counsel for CASA of Cook County to 

evaluate its compliance with local rules and statute. 

 

40. SUMMARY We hope you find the information in this Handbook to be helpful.  In the event 

you have questions about the Handbook, or questions that are not addressed in the 

Handbook, please see your immediate supervisor or the Executive Director. 



 

Revised September 2008 

 

 

ACKNOWLEDGMENT OF RECEIPT 

 

Please read the following statements and sign below to indicate your receipt and acknowledgment of 

the CASA of Cook County Program Employee Handbook. I have received and have had the 

opportunity to read a copy of CASA of Cook County Employee Handbook. I understand that it is my 

responsibility to read the Handbook.  I understand that this is only a general reference and is not a full 

statement of CASA of Cook County’s procedures nor is it a contract. By signing below, I hereby 

acknowledge that my employment relationship with CASA of Cook County is based upon mutual 

consent. This at-will relationship supersedes and precludes the existence of any contrary agreements, 

express or implied.  I understand that no one other than the Executive Director or by majority Board 

approval has the authority to alter this agreement, to enter into any agreement for employment for a 

specified period of time, or to make any agreement contrary to this agreement.  Any modifications to 

the circumstances under which my employment relationship may be terminated must be in writing and 

signed by the Executive Director.  This constitutes the entire agreement between CASA of Cook 

County and me with respect to the duration and termination of my employment. 

 

I am aware that during the course of my employment confidential information will be made available to 

me, e.g., fund information, marketing strategies, client and donor lists and other related information.  I 

understand that this information is critical to the success of CASA of Cook County and must not be 

given out or used outside of CASA of Cook County’s premises or with non-CASA of Cook County 

employees.  In the event of termination of employment, whether voluntary or involuntary, I hereby 

agree not to utilize or exploit this information with any other individual or company. 

 

I understand that my signature below indicates that I have read, understand the above statements and 

have received a copy of CASA of Cook County Employee Handbook. 

 

             

Employee Signature                                                                  Date 

 


