
Scope of Work 

Contract Trainer 

Louisiana CASA Association 

Purpose 

The Contract Trainer will support Louisiana CASA's statewide training and professional 
development initiatives by planning, coordinating, and delivering high-quality educational 
opportunities for CASA staff, volunteers, board members, and community partners. The 
trainer will work collaboratively with the Director of Member Services to ensure training 
opportunities are relevant, timely, engaging, and aligned with National CASA/GAL 
Standards, Louisiana CASA priorities, and best practices in child welfare. 

 

Responsibilities 

1. Statewide Public Webinar Development & Coordination 

Develop, coordinate, and manage an annual public webinar series consisting of eight (8) 
live webinars that support CASA advocacy, child welfare best practices, and 
multidisciplinary collaboration. 

Responsibilities include: 

• Develop annual webinar calendar and proposed topics 

• Research emerging trends and training needs 

• Identify, recruit, and confirm qualified presenters 

• Coordinate speaker communication and scheduling 

• Coordinate speaker contracts, honoraria (if available), and required documentation 

• Collect presenter biographies, headshots, presentations, and resource materials 

• Create webinar descriptions and learning objectives 

• Submit webinar information for marketing and registration 

• Coordinate webinar logistics with Louisiana CASA staff 

• Create and monitor feedback surveys for webinars 

• Compile items needed for CEU application and submit timely 



• Monitor registrations and attendance 

• Facilitate webinar introductions, speaker support, and participant engagement 

• Distribute webinar recordings, presentation materials, evaluations, and follow-up 
communications 

• Maintain attendance records and participant lists 

• Compile participation data and evaluation summaries 

• Compile and issue attendee certificates 

 

2. CASA Network Training Series 

Develop and coordinate an annual training series specifically designed for Louisiana CASA 
staff and volunteers. 

Training topics should focus on: 

• Volunteer advocacy 

• Child welfare practice 

• Court processes 

• Trauma-informed advocacy 

• Documentation and case management 

• Cultural responsiveness 

• Family engagement and reunification 

• Child well-being 

• Ethics and CASA Standards 

• Emerging issues affecting children and families 

Responsibilities include: 

• Conduct annual needs assessment using evaluations, surveys, and feedback 

• Develop training calendar 

• Coordinate speakers and subject matter experts 

• Create registration pages 



• Develop learning objectives 

• Facilitate or co-facilitate sessions as appropriate 

• Maintain attendance records 

• Send recordings and follow-up materials 

• Compile participant evaluations  

• Compile and issue attendee certificates 

 

3. Recorded Learning Library 

Expand Louisiana CASA's on-demand learning resources. 

Responsibilities include: 

• Create post-tests for recorded webinars 

• Develop accompanying resource materials when appropriate 

• Submit all post-tests to the Director of Marketing and Community Outreach 

• Review existing recorded trainings for relevance and recommend updates or 
retirement of outdated content 

• Assist in organizing online learning resources 

 

4. Annual Statewide Conference Planning 

Work collaboratively with the Director of Member Services to develop the educational 
content for Louisiana CASA's Annual Conference. 

Responsibilities include: 

• Assist with conference theme development 

• Develop conference agenda recommendations 

• Research current training topics 

• Identify keynote and breakout session speakers 

• Coordinate speaker invitations 

• Manage speaker communication 



• Coordinate speaker contracts 

• Collect speaker biographies, presentations, and resource materials 

• Compile speaker AV and room setup needs 

• Develop session descriptions and learning objectives 

• Assist in conference scheduling 

• Compile Continuing Education (CEU) application materials 

• Coordinate post-conference speaker materials and evaluations 

 

6. Training Quality 

Support the continuous improvement of Louisiana CASA's statewide training program. 

Responsibilities include: 

• Ensure training aligns with National CASA/GAL Standards 

• Incorporate evidence-based and trauma-informed practices 

• Review participant evaluations 

• Recommend improvements to training availability and materials 

• Identify gaps in available training 

• Recommend new learning opportunities 

• Develop learning objectives using adult learning principles 

 

7. Training Administration 

Maintain accurate training records and documentation. 

Responsibilities include: 

• Maintain registration records 

• Maintain attendance records 

• Track speaker information 

• Track evaluations 



• Maintain annual training calendar 

• Organize electronic training files 

• Maintain a statewide speaker database with names, topic expertise, stipend/travel 
requirements, and contact information 

8. Pre-Service Curriculum Facilitation & Development 

Support the statewide delivery, implementation, and continuous improvement of CASA 
volunteer pre-service training to ensure consistency, quality, and alignment with National 
CASA/GAL standards and Louisiana CASA priorities. 

Responsibilities include: 

• Successfully complete certification as an approved trainer for the current pre-
service curriculum within the timeframe established by Louisiana CASA.  

• Maintain trainer certification and remain current on curriculum updates, revisions, 
and implementation guidance.  

• Plan, coordinate, and facilitate one (1) virtual statewide pre-service training during 
the contract period for prospective CASA volunteers who have successfully 
completed the application process through their local CASA programs.  

• Prepare and maintain all training materials, participant resources, attendance 
records, and training evaluations associated with the statewide pre-service training.  

• Assist the Director of Member Services in evaluating current pre-service curriculum 
delivery methods and identifying opportunities to improve consistency, 
accessibility, and learner engagement across Louisiana.  

• Research, evaluate, and assist in the statewide planning and implementation of 
updated or replacement pre-service curriculum, including reviewing National 
CASA/GAL guidance and supporting transition planning for local CASA programs. 

Deliverables 

During the contract period, the Contract Trainer will provide: 

• Eight (8) statewide public webinars 

• Eight (8) CASA Network training sessions 

• Registration page details for all events 

• Speaker coordination for all trainings 



• CEU applications and supporting documentation 

• Post-tests for all recorded webinars 

• Attendance reports 

• Evaluation summaries 

• Monthly activity report 

• Conference speaker management 

• Conference agenda planning support 

• Conference CEU application materials 

• Organized training documentation and records 

• Attendee certificates 

• Obtain certification as a trainer of the current pre-service curriculum as approved by 
Louisiana CASA  

• Successfully coordinate and facilitate one (1) virtual statewide pre-service training 
for prospective CASA volunteers 

• Assist in developing a statewide implementation plan for any newly adopted or 
revised pre-service curriculum, including transition recommendations and support 
materials, as applicable 

Collaboration 

The Contract Trainer will: 

• Meet regularly with the Director of Member Services 

• Coordinate with the Director of Marketing and Community Outreach regarding 
marketing timelines and online learning resources 

• Collaborate with Louisiana CASA staff and local programs 

• Represent Louisiana CASA professionally when communicating with presenters, 
partners, and stakeholders 

 

Performance Expectations 

The Contract Trainer is expected to: 



• Meet established deadlines 

• Communicate proactively regarding project status 

• Maintain professional communication with presenters and participants 

• Ensure trainings are organized, accurate, and participant-centered 

• Respond promptly to inquiries related to scheduled trainings 

• Maintain confidentiality when handling participant information 

• Demonstrate flexibility in addressing emerging statewide training needs 


