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1.  Did the CASA follow the format? 
· Do not change headings
· Follow italicized prompts in “Court Report Instructions” template

2. Did the CASA do a final edit before submitting?
· Print out a hard copy and read carefully
· Run spell/grammar check  

3. Are all dates written the same? 
· Standard format: “1/6/14”
· When referring in general terms to a time period, writing out the month and year in a narrative format is acceptable

4. Are all names correct and consistent in the report? 
· Use the child’s “first and last name” and indicate if he/she has a preferred nickname, which can then be used when talking about the child 
· Use first and last name when identifying parents, then use “Ms./Mr. last name” consistently throughout the report

5. Does the report have a professional, respectful, objective tone? 
· Avoid negative comments about the caseworker, parents, foster parents
· Balance your facts with positive and negative (not just those that support your recommendation)
· Do not use subjective words, such as; filthy, manipulative, adorable
· Do not use superlative words, such as; never, always, best, worst, 
· Stay on point and avoid run-on sentences

6. In the “Conclusion” section, are the opinions clear and backed up by facts from other sections in the report?
· First sentence should be: I agree/disagree with the DHS plan to …… 
· Cite facts, professional statements and progress made by the parents with their services



7. Are the right facts in the right section? 
· When referring to both parents together, do not put that information in “Mother’s Progress” or Father’s Progress”, but in “Current Situation”
· Do not repeat information from previous sections (except in “Conclusion” to reiterate your position)

8. Are Psych Evals, Mental Health Assessments or other documents referenced within the report? 
· Attach pertinent documents to the report
· Reference documents by source and date on the last page of the report under “Attachments”

9. Does the report detail how often the CASA visited the child/ren? 
· Include dates and times when detailing a specific visit
· Include where visits took place
· Indicate the reporting time span  

10. Does the report cite sources with regard to oral and written information received?
· Name the source and his/her position or title
· Document the date information was received
· Document how the information was received (email, phone call, on a visit or in-person interview)
· Do not specifically name teachers or any identifying school information
· Do not identify foster parents by name 
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