[bookmark: _gjdgxs]Who Does What? ▪ Advocate Supervisor 
Below are examples of tasks and responsibilities that come with each case. The purpose of this chart is to guide you in communicating and clarifying who does what in order to set you and your Advocate up for success. 
	Task
	Supervisor
	Advocate
	

	Reads the CPS file
	
	

	Ensures the AC and Advocate meet at least once per month 
	
	

	Obtains first-hand a clear understanding of the child’s needs and situation by conducting an ongoing review of relevant documents and records 
	
	

	Obtains first-hand a clear understanding of the child’s needs and situation by interviewing the child, parents, social workers, caregiver, and other persons with knowledge of the child
	
	

	Visits the child in-person once every 30 days at a minimum with the majority of the visits being where the child lives
	
	

	Identifies and advocates for the best interest of the child through monthly contact or documented attempts with the parents, caregivers, case managers, and CASA staff.
	
	

	Communicates and collaborates with the child welfare service provider monthly 
	
	

	Communicates and collaborates with the AAL
	
	

	Communicates with placement at least monthly 
	
	

	Advocates by quarterly interfacing with mental health, educational and other relevant systems 
	
	

	Enters documentation of advocacy and activities into the database system
	
	

	Searches for family members and advocates for finding connections of support for the child
	
	

	Attends important meetings such as FGC, ARD, PC etc. 
	
	

	Makes recommendations for services for the child and the child’s family 
	
	

	Discusses all recommendations concerning the case prior to submitting the court report 
	
	

	Writes a court report for every statutorily required hearing that includes first-hand information and recommendations about the child’s needs and best interest 
	
	

	Submits court reports (depending on court’s filing system)
	
	

	Appears in court to advocate for the child’s best interests, and provides testimony when necessary
	
	

	Observes supervised visits
	
	

	Identifies and provides ongoing advocacy for the best interest of the child including physical, emotional, educational, medical, and cultural
	
	

	Makes recommendations concerning permanency 
	
	

	Provides timely notification of staffings, meetings and hearings 
	
	

	Conducts a review of the case and the Advocate’s performance on an ongoing basis and as a component of case closure
	
	

	Clearly communicates roles, responsibilities, and expectations to the Advocate and checks for understanding 
	
	



List other tasks below:
	Task
	Advocate
	Supervisor
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