Report Writing Tips
The time has come for you to submit your report to the court.  The court report is your chance to tell the judge what you think she or he ought to know – and to some extend what you think the judge ought to do.  More than likely, the judge will review 20 court reports on the day you appear in court.  Part of your job is to provide a report that is well written and will get the judge’s attention.  When well written, your report can be concise and accurate, yet still include all the necessary information.  

Upon reading your report the judge should have a good mental picture of the situation, accurate information on the child’s current status as well as where you got the information you’re presenting.  

The following steps are imperative:

· Begin work on your report with plenty of time to get it to your supervisor 10 days prior to the scheduled hearing.  

· Use the format provided to you in training. 

· Make the report child-centered.

· Be accurate.  This means presenting exact information, free from errors and misstatements.

· Use the active voice in the first person. 

· Use specific, rather than general words.

· Check your spelling, not just in the body, but the spelling of names, etc.

· State the facts as you know them.

· Use quotations if you have them, but make sure they are accurate in word and citation.  

· Use the fewest number of words possible to describe an action or occurrence.  Don’t give information the judge doesn’t need to know.

· Be clear.  Use short sentences and avoid technical jargon and abbreviations.  

· Inform the court; refrain from making personal judgments.
· Make a case in the body of the report that relates to your recommendations.

· Be prepared to orally speak to and defend the information and recommendations contained in your report.  
Every CASA report should be able to answer the following types of questions:
For each child on the case:

1. Placement:  

· Where is the child or children placed?  

· How does the child feel about the placement?  What is the child’s understanding about why they are placed (if applicable)?  
· Where do they sleep and what does the sleeping arrangement look like?  i.e. do they sleep in a bedroom, do they have their own bed?
·  Do they share a room?  If so, with whom?

2. Academic (if appropriate):  

· Where do they attend school?  

· Grade?  

· School performance, i.e. what are their grades like and are they working at grade level?  

· Do they have an IEP or receive any special education services?  

· How does the school report that the child does socially?  

3. Health:  

· Does the child need to see a doctor, an optometrist, dentist, etc?  

· Does the child have any special health needs?  If so, are these needs being met?  

· Report to the court if the family/foster family is having difficulty accessing health services due to insurance reasons.  
4. Mental Health:  

· Who does the child see for mental health services?  

· Is the child taking any meds?  If so, what is the child’s diagnosis?

· How often does the child have therapy or medication management?  

· Have you reviewed records or spoken with the therapist/prescribing physician?  If so, please describe later in your report.

5. Visits (if appropriate):  
· How often does the child have visits with parents?
· How long are the visits?  
· Supervised or unsupervised?
· Have you observed any visits?  If so, please report regarding the interactions you observed.
· How does the child feel about visits?
· Does the child have visits with siblings or other family members?  If so, how often?
6. Daycare (if appropriate):  

· How often does the child attend?  
· Does day care provider report any behaviors?  
· If the child remains placed in the parents home, is the parent timely with drop-off/pick-up, payment, providing things the child needs, etc.?
7. Extra Activities (if appropriate): 

· Does the child participate in any extra activities like scouting, church, etc?
· Does the child report enjoying those activities?
· Has the child formed any type of bond with a group leader or mentor?
8. What does the child want? 

· Is there anything the child is concerned about?

· What does the child want you to tell the judge?

For each parent/adult with a stake in the case (ie, a paramour)
1. Daily Life:

· Where are they living?  
· Do they have transportation?
· Doe they have a driver’s license?
· Does the parent or paramour have employment/income? Where?
· Are there concerns about money/budgeting?
2. Services:

· Is the parent participating in Substance Abuse Services?  If so, with whom?
· Mental Health Services?  If so, with whom?
· Domestic Violence Services?  If so, with whom?
· Is the parent doing any other service outside of DHS such as HOPES, Family STEPS, Public Health services, Head Start/Early Head Start, etc?
· How does the parent feel about in-home services?  Are they learning new things?  Do they like and trust their in-home provider? Etc.  
· Does the parent feel any other services are needed, but not being provided?
· How does the parent feel they are progressing with services?  (This may be different than actual progress given by DHS and the providers, so sure to note this difference later in your report.)
· Has the parent signed a release of information with you for the services they participate in?  If the parent has refused to do so, please note this in your report.  
· Does the parent understand the case plan or contract of expectations?
· Who does the parent list as important people in the life of the child?
· How does the parent feel visits are going?  (if applicable)
Specifically, for parent who is targeted for reunification or is trying to maintain custody of the child:

1.  Home Environment:

· What is the home like that the child will be returning to or is presently living in?  

· Who is in the home at the time of your visits?  Do people come and go?

· Are your visits announced, unannounced or both?

· How will the home accommodate the children when they return to the home?   Where will they sleep?

· Are utilities and rent up to date?

· Is the home stable?  Is the parent at risk of eviction?
2. Frame of Mind:  
· What is the parent’s understanding of why the child is out of the home or why the family is involved with the court?  

· What does the parent think they need to change in order to bring their child home or keep them in the home successfully without re-abuse/neglect?

Other information that makes a report effective

Child’s Caregivers/foster parents:
· How do the caregivers feel the child is doing?

· Any concerns or needs for the child that aren’t being met?

· (Don’t ask this the very first time you meet with the caregivers, but you will want to ask it as the out-of-home placement wears on…)  What is the caregiver’s stance on adoption or guardianship?  
In-home Providers:

· How often does the provider meet with the family?

· What types of things are they working on?

· Does the provider currently feel the child has a better chance of being safe now then when the case first started?

Other service providers:

· How is the parent/family progressing?

· What is the parent/family working on?

· Does the parent have a diagnosis?  

