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Writing the Court Report

Writing the Court Report

Writing the Court Report

Gasp!

Gasp!


COURT REPORT EDITING
“Editing the Court Report”

A Checklist for Peer-Editing the Court Report

COMPOSITION

___1.    The CASA included comments in all prescribed sections of the report or indicated “None”.

___2.   The Brief History section contains precisely the reason why the child came into care.

___3.   The Assessment section contains only facts about each person in the case since last report.

___4.   The comments in the Reasonable Efforts section pertain to CPS efforts only.

___5.   The Opinions/Concerns section contains statements based on the facts of the Brief History and Assessment sections. 

___6.   The  Recommendation section contains statements based on the facts of the Assessment Section.

___7.   The Resources section contains a list of persons of interest interviewed and a list of records/documents reviewed since the last report. 

___8.   The CASA is consistent in the use of “I” or “this CASA” throughout the report. 

SPELLING, GRAMMAR, PUNCTUATION, CAPITALIZATION
___9.   There are no misspelled words in the report because the CASA used “spell check” on the finished report.

___10.  There’s subject-verb agreement, complete sentences, proper tense of verbs, appropriate punctuation and capitalization throughout the report.

___11.  For each acronym, the CASA wrote out the words the first time the CASA used the acronym and then used just the acronym throughout the report.

___12.  The CASA used the “active” voice rather than the passive voice throughout the report.

___13.  The CASA avoided use of quotation marks and contractions and didn’t leave anything dangling!  
	Evaluation 


Peer Coordinator’s Assessment on CASA Program, Done Monthly.
Peer Coordinators fill out monthly and send to your Program Coordinator by the 15th of each month
Name of Peer Coordinator:
Name of Your Program Coordinator:
Month/Year of Assessment: 
Date Completed:

On a scale of 1 (lowest) to 5 (highest):
1. Do you feel that the initial and supplemental training your received prepared you for the coordinator role you are encountering? ____
2. What level of support are you receiving from your CASA Program Coordinator?____
3. How satisfied are you with the Peer Coordinator model?____
4. How satisfied are you with the CASA Program in general?____
5. How receptive are your assigned CASA volunteers to your feedback and support?____
6. Did you have enough opportunities to attend Peer Coordinator ongoing trainings this past month?____
7. How important are Peer Coordinator Forums to you? ____

8. Was support staff helpful in meeting your needs? ____

Comments:  

Program Coordinator’s Assessment of Peer Coordinators, Done Monthly:

Program Coordinators fill out monthly and send by the 5th of each month
Name of Peer Coordinator:

Completed by Program Coordinator:
Month/Year Assessed
Date Completed: 
On a scale of 1 (lowest) to 5 (highest):
1. What level of contact are you receiving from this CASA Peer Coordinator?____
2. Did this Peer Coordinator attend the mandatory training offered this month?____
3. How satisfied are you with the management style of this Peer Coordinator?____
4. How receptive is this Peer Coordinator to your feedback and support?____
5. Did the Peer Coordinator have contact with each assigned volunteer this month?____

6. Did the Peer Coordinator submit his/her monthly data report for this month?____
7. Did the Peer Coordinator approve contact and travel entries in a timely manner? _____
8. Is the Peer Coordinator using the “Case Communication” area under each volunteer on the website? ____ 
9. Are you satisfied with the work product of this Peer Coordinator? ____

Comments:  
Peer Coordinator Monthly Data Form 

Peer Coordinators fill out monthly and send to your Program Coordinator by the 10th of each month.
Name of Peer Coordinator:

For Month/Year:


Date Completed: 
Name of  Your CASA Program Coordinator:
CASA Program Coordinator:
How many CASA volunteers are you coaching? 
Is this an adequate number for you to be coaching?    
What is the total number of children your CASA volunteers are serving?
Did the CASA volunteers visit their kids at least twice monthly? If not, please explain.
Did any of your volunteers need to complete a court report this month? If yes, how many? 

Did all those who had a court report due submit a report?

How many miles did you drive to do CASA Peer Coordinator duties?
Please indicate the amount of time you’ve spent on the following: 

	ACTIVITY
	HOURS
	NOTES

	Direct contact with CASA volunteers (emails, phone calls and in person meetings)
	
	

	Reviewing or editing court reports, contact log and training log entries
	
	

	In court or at CPS office
	
	

	Researching resources/collaborating with community partners (including meetings, forums, etc)
	
	

	Consulting with CASA Program Coordinator
	
	

	
	TOTAL HOURS:
	


Was the time you spent working as a Peer Coordinator manageable this month?  Explain, if necessary: 
Annual Expand CASA! Project Outcome Measure Example Questions:
General data:

# of children served

# of volunteers

# of cases  served

Program Coordinator monthly reports:

Hours 
# of contacts

# reports submitted

Peer Coordinator monthly reports:

Hours (with CASAs, reading, etc.)

# of contacts

# of visits of CASA to child

# reports submitted

CASA Peer Coordinator Annual Survey Questions:

Level of support

Satisfaction levels

Barriers to success

Time spent/manageability

Sufficiency of preparation/training

Comparison of CASAs supervised by Peer Coordinator compared to Program Coordinators:

Level of support

Satisfaction levels

Availability/responsiveness of supervisor

Feelings of connection to other CASAs/team/staff

System understanding and expertise shown by supervisor

Barriers to success

Submission of training and contact log compliance

New CASA Volunteers 

% of contacts who are trained; % trainees who take cases.

Retention rates (tenure at resignation, average tenure of current volunteers)

Case related: Comparative outcomes Peer Coordinator compared to Program Coordinators
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Writing the Court Report



Gasp!







Our Goal Today 





 To write an effective court report

             (What does “effective” mean)







Our Objectives

 By the time you leave today, you will…



	Understand the sections of the court report and why they are in a specific order and



   Be prepared to write, revise and edit your court report. 







Sections of Court Report

		Brief History

		Assessments

		Reasonable Efforts

		CASA’s Opinion/Concerns

		CASA’s Recommendations

		Resources











The Court Report Funnel 

Brief History….Assessments….Reasonable Efforts….

CASA’s Opinions/Concerns….CASA’s Recommendations

                                ….Resources



Contact Log

Records Reviewed







The Steps to Writing the Court Report

Write the 1st draft 

Sleep on it

Review and revise 1st draft

Edit using the checklist

Send to coordinator







“A Good Court Report 



will provide

 

 CONFIDENCE



 for the court hearing”











BUT…

The first one you write may cause a little unanticipated angst…

…and possibly that’s why you’re here!







…but, but how do we start writing????





Take out the sample completed “CASA Court Report” and read the Brief History













Now Let’s Begin Reviewing the “Assessment” Section

	

Are you:   “This CASA”   or   “I”  ?







Sample Phrase from the Assessment Section

   Stacey attends group counseling sessions at the group home, but is generally quiet with a low level of participation. Stacey’s case plan does call for individual counseling.







Sample Phrase from the  Opinions/Concerns Section

   I think that individual counseling services are of the utmost importance in this situation.







Sample Phrase from 

the Recommendation’s Section

   That the group home arrange to transport Stacey to her individual counseling sessions.







Reasonable Efforts





	Whose reasonable efforts?

              CPS ONLY!







Reasonable Efforts





“The case plan is family reunification. CPS has provided services designed to remedy the removal, including UAs, parenting classes, parent aide services, psychological evaluation and visitation. Reasonable efforts have been made”







Resources

		PERSONS OF INTEREST AND/OR INTERVIEWED      WHO?



		RECORDS REVIEWED  (Documents, reports or letters)  WHAT? 

















   Good Luck and Remember…

       A good court report will provide

                       confidence 

               for the court hearing!







 Editing the Court Report



       Yet another…Gasp?         















             Our Goal 

  To effectively edit a CASA’s 

            Court Report







           Our Objectives

By the time you leave today, you will…



	Understand the components of the editing process and



   Be prepared to effectively work with the CASA to revise and edit the court report. 







How will you, Peer Coordinator, approach this process?     

                       (Circle all that apply)



		With some/a lot of trepidation?

		With glee?

		With the utmost confidence?

		With fear/caution/angst?









   How to Coach 

the CASA…Versatility

		Step 1: Compliments



		Step 2: Suggestions



		Step 3: Corrections 









          Compliments



		Why is it important to give compliments first and… 





		What benefit is there to staying positive when going over the report with the CASA? 









    Possible Phrases to Use

		Overall you did a good job!



		I liked the way you tied everything together!



		Your sentence construction is good!



		Your report clearly gives the judge suggestions on which she can act.









        Suggestions

		“Put-downs" are not advisable!





		Be specific when giving suggestions. For example, "The second sentence in the third paragraph is confusing to me. Maybe you could break it up into two separate sentences." 









           Corrections



		You may choose to make the corrections right on the report or 





		Have the CASA revise the report again after you go through the spelling, grammar, punctuation sections of the checklist with them.













                 The Editing Checklist

		     			+

     The Sample of a CASA’s Court Report

					+

The Sample CASA Court Report with “Tracked Changes” marked on report



   

         Take Out….







     The Editing Checklist

___1.    The CASA included comments in all prescribed sections of the report or indicated “None”.



___2.   The Brief History section contains precisely the reason why the child came into care.



___3.   The Assessment section contains only facts about each person in the case since last report, etc.







Talk on the phone, send email, 

use web cam or meet in person?

		What’s your “style”





		What’s their “style”?



		Who rules?









          Social Style*



		Nearly 50 years of research has revealed that people operate with four distinct ways of interaction, or SOCIAL STYLES: 





   Driving, Analytical, Amiable, and Expressive.

   

                   *Copyright 2006 TRACOM Group























    Driving Style  “Task”

		Driving Style people want to know all the options and consequences. 



		In relationships, they may appear uncommunicative, independent and competitive and they prefer “telling” 



		They seldom see a need to share personal motives or feelings. 









  Analytical Style  “Task”



		Analytical Style people value facts above all, and may appear uncommunicative, cool and independent. They prefer “asking”





		In relationships, Analyticals are initially more careful and reserved, but once trust is earned they can become dedicated and loyal. 









  Amiable Style  “People”

		Amiable Style people are people-oriented, and care more about close relationships. They usually appear warm, friendly and cooperative and prefer to “ask”.



		They typically seek to uncover common ground, preferring to achieve objectives through understanding and mutual respect rather than force and authority..  









 Expressive Style  “People”

		Expressive Style people are motivated by recognition, approval and prestige. They tend to appear communicative and approachable, often sharing their feelings and thoughts. 





		Expressives enjoy taking risks. They consider relationships important but do have a competitive nature. They like to “tell”









What style are you? 

What style are they?

                            Examples:

 

                        YOU!



		     Bette Midler ~~ Cher



                      Einstein

    







          Final Thoughts

 It’s not easy to write and it’s not easy to edit….persevere and be kind.





Stay positive no matter what the CASA says and keep social style in mind.





If that doesn’t work, duck, run or whine to your program coordinator
























