
Resource 57-A 

Guidelines for Handling Subpoenas: 
CASA Volunteers 

A. Introduction 

Subpoenas are time sensitive and must be handled expeditiously. Failure to properly handle 
a subpoena or court order may expose the CASA Advocate served with the subpoena or 
court order to civil or criminal penalties.  

B. Definitions 
• Subpoena:  A subpoena is a legal document used to formally require the appearance of 

a person at a particular time and place to testify as a witness. A subpoena is usually 
issued by an attorney, or by the clerk of a court at an attorney's request.  

• Court order:  A court order, is a formal legal document signed by a judge or issued 
verbally by a judge. Like a subpoena, a judge, through a court order, can order a CASA 
advocate to provide testimony. 
 

• Personal Service: Personal service is accomplished when a subpoena or other legal 
document is personally delivered to you. Personal service also requires the payment of 
witness fees for one day and the fees for traveling to and from the court - if so 
requested at the time of service. 

C. Handling a subpoena 

• If an attorney asks you to testify in any legal proceeding, advise the attorney you can 
only testify in juvenile court proceedings and direct the attorney to your CASA 
Coordinator. 
 

• Contact your CASA Coordinator as soon as you learn you may be subpoenaed or 
receive a subpoena.  
 

o CASA Advocates should not voluntarily accept service of a subpoena, unless all 
criteria for personal service as defined above are met.  If you receive a 
subpoena in the mail, by email, or by fax do not sign any waiver of personal 
service or a voluntary acceptance form. A valid subpoena served on a CASA 
Advocate requires personal service. This does not mean you should disregard 
subpoenas that have not been personally served; you must still follow the 
instructions outlined here.  

o CASA Advocates should request the witness fees and mileage fees at the time 
the subpoena is served.  One day of witness fees is $10 and mileage fees are 
currently $0.45 per mile.  
 

• Your CASA Coordinator will explain how to proceed. 
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