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CASA Application Adjustments
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Application Overview : Section 1 

Observations:

• All information collected is relevant to gain

background information on the candidate

• “How long have you lived at your current

address?” is the only drop-down style metric

Recommendations: 

• Allow the address field to auto populate to

prevent errors

• Change date format to a calendar to

prevent errors

• Data validation on all fields
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Application Overview : Section 2

Observations:

• Questions regarding employer and

supervisor information cannot be translated

into metric-based questions due to

uniqueness of responses

Recommendations: 

• Turn occupation field into a drop-down with

broader career listings

• Remove or reduce the number of questions

about supervisor information unless it is

necessary for a background check
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Application Overview : Section 3

Observations:

• Ability to translate a lot of questions into

measurable fields

• Section 3 begins to target characteristics of

an advocate

Recommendations: 

• Degree earned can be a dropdown list

• Add a button to include other languages

spoken

• Use the affiliated organization question to

fuel recruitment strategies

• “How did you learn about Henrico CASA”

can be a dropdown
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Application Overview : Section 4

Observations:

• All Y/N questions, can be easily

measured

Recommendations: 

• Use this as an application

checkpoint: if people cannot

answer “Yes” to questions 2-5,

redirect them to alternate positions
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Application Overview : Section 5

Observations:

• Not skills or personality-based

questions, but technology based

Recommendations: 

• Necessary questions, good

transition to the writing question
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Application Overview : Section 6

Observations:

• Easy file upload, clear explanation of

what is needed and why

Recommendations: 

• No recommendations or changes
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Application Overview : Section 7

Observations:

• Straightforward, no redundant information

Recommendations: 

• Drop-down list that asks in what capacity

you know the reference could more

background context to the applicant
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Application Overview : Section 8

Observations:

• All measurable / metric based

• Necessary for application

Recommendations: 

• No recommendations or changes
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Alternate Advocate Applications
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Alternate Applications

Delaware San Francisco
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Alternate Applications

Worcester County, Massachusetts
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Alternate Applications

Mobile County, Alabama
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Successes of Alternate Applications

• Outlines responsibilities and expectations of a CASA volunteer

• Info session sign-up is embedded and the website and seen as “first step” of application

• Most applicant information is collected through list-style questions
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CASA Application Mockup
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Introduction

This document will walk through suggestions for the new CASA application. While Microsoft Forms 

does not have all the tools previously suggested, we thought this would be a good starting point to 

visualize where metric-based questions can be incorporated into the application. 



©
 2

0
2

3
 C

u
rt

is
&

C
o

 A
ll 

R
ig

h
ts

 R
e

se
rv

e
d

.

3

Basic Advocate Information

Use data validation here to only allow whole numbers

Use data validation here to only allow whole numbers

Use data validation here to only email addresses

Use data validation here to autofill addresses
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Basic Advocate Information

Accountability – can’t submit unless option selected

Drop-down list inspired by other CASA sites, use the 
answers to influence future outreach strategies

Ensures that commitment to training is understood, 
also provides estimate of attendance for each day
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Experience and Education

Add form control so that question 15 will not appear 
if “no” is selected on question 14

Looks to have measurable metrics and reduce 
some of the confusion that exists surrounding the 
question on the current application
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Personal Information

Aggregate responses for future outreach strategies 
(which organizations to target)

Can also add drop-down of skills based on the 
“Job Description of a CASA” document
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Personal Information

Add form control that adds a question asking “Which 
Program?” with a text box if “Yes” is selected

If “No” is selected for any of these 
answers, set an alert / flag on the 
application for follow up 
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Technical Skills

More can be added as seen fit, the sliding 
scale helps give more context into skill level
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Writing Sample

Restrict file type to Word or PDF, implicit test on 
computer skills
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References

Use data validation to ensure information is 
entered correctly 
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Background Checks

If “Yes” is selected for any of these answers, 
set an alert / flag on the application for 
follow up

Add a pre-question asking “Have you been 
charged on any criminal/legal offenses?” 
and add the text box is “Yes” is selected
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