Tips for Writing a Court Report
General Information
· Your report is specifically directed to the Juvenile Court Judge; she/he is your audience. 

· A court report is intended to be a formal, professional document that carefully adheres to the standard CASA court report template.

· Except for the “Conclusions” section where you state your opinions and concerns, information in the other sections of your report should be objectively stated, consisting of unbiased information supported by factual material, statements, or observations.

· The opinions and recommendations in the “Conclusions” section should be supported by and flow from the facts and observations described in the rest of the report.

· Be thorough and specific.  Get your information first-hand and report the facts.

· Your sources of information should be readily apparent throughout the report.

· Strive for a report that is clear and direct and ideally no more than 5-8 pages long, unless there are special circumstances.  

· Aim for concise and precise rather than wordy and fuzzy. Include details only if they are significant and relevant.  
· Your court report does not need to include every single item you’ve learned about your case.
· Don’t repeat the exact same information in more than one section of the report.

· Submit your court report to your Peer Coordinator for review 3 weeks before the court hearing.  

· If you’re unsure about any part of the report, consult with your Peer Coordinator ahead of time.

Format

· Format is important! Court reports are to be written in the format approved by the Judge.

· The intent is that all CASA reports ‘look’ the same.

· The font should be “Times New Roman.”  The font size should be “12.”

· Paragraphs should be in 'block' format (no indentation of the first line) and double spaced between paragraphs. 
· Keep the spacing, tabs and margins identical to what’s in the court report template.

· All pages should be numbered.

· Don’t let a section heading start at the bottom of a page; move it to the top of the next page.

· The information in the “Recommendations” section should be listed very simply, first and last name, following the format shown in the template, without any narrative.
· On back page of court report (after COPIES TO…..) add Attachment Section.   If no attachment, state n/a.             
Grammar and Sentence Construction

· Use complete, grammatically correct sentences.  

· Simple sentences are better than sentences with long, convoluted phrasing.

· Pay attention to spelling, punctuation, capitalization, and other rules of good writing.

· Use quotation marks for verbatim statements from interviews or for passages quoted from reports.  Quotations must not be taken out of context.

· Verb tenses should be appropriate and consistent in each section.
· The subject and verb of each sentence should be in agreement.
Names and Dates

· The first time you use the child’s name, use the full name. Thereafter you can use the child’s first name alone.  If the child has a nickname, use “hereafter referred to as…..”.
· The first time an adult is mentioned in a report (parents, caseworkers, service providers, etc.), use the person’s first and last name and introduce them, i.e. identify who they are.  For example, write, “Sara Rich, the parent trainer, has been working with the parents ….”  When mentioning parents the first time, write “Cora Hill, Molly’s mother….”  After an adult has been mentioned once and identified, thereafter use either their full name, or use “Mr.” or “Ms.” and the last name.  Do not use just first names for adults.  For doctors, use “Dr.” and the last name. 
· Do not use any names for foster or adoptive parents. Call them “the foster parent(s)” or “the adoptive parent(s).” Grandparents, if a RFC, should be referred to as Relative Foster Care or RFC.
· The first time you refer to an agency, organization, medical condition, mental disorder, etc., use the full name, followed by the acronym in parentheses.  Thereafter you can use just the acronym.
· For dates, use a consistent format, especially in the first section of your report.  Preferred format: 11/4/01 or 11/14/01.  If no day is mentioned, refer to as November 2001.
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