1. Margins:  1st page- top 2”, bottom 1” & sides 1” (for CASA letterhead)

      All other pages have 1” top, bottom and side margins

2. Do not make a recommendation unless you addressed the issue in the body of the report.
3. Report is due 2 weeks before the court date.

4. Don’t forget to put the person’s credentials with their name.

a. i.e. Tim Crowd, LCSW or Dr. Mary Smith 
5. Remember to give all sides of the issues.

6. Even if nothing has changed you must still submit a report.

7. Give the dates you talked the person as you write your report.  
a. i.e. On July 4, 2003 Dr. Mary Smith informed me that the child is in good health.

8. Attach a current picture of your CASA child to the report

THIS REPORT IS OF A CONFIDENTIAL NATURE FOR THE BENEFIT OF THE COURT AND MAY BE DISTRIBUTED TO PARTIES OF THE PROCEEDING.

DATE OF REPORT: Date report is submitted to the judge
CASE NAME:




CASE NUMBER:

TYPE OF HEARING:



HEARING DATE:

CHILDREN INVOLVED IN CASE:

D.O.B.

Child’s Name





Child’s Date of Birth
PERSONS INTERVIEWED REGARDING THE SITUATION:

Person’s Full Name  
     Relation to the Child  
      Type of Contact  
      Time Spent  
RECORDS REVIEWED:

Name and Date of document reviewed
BRIEF HISTORY:

When and why was the hold order issued?  When was the adjudication and why is the child in care?
CURRENT SITUATION:

What is the DCFS Case Plan?  Who is the DCFS Case Manager?
PLACEMENT
What is the child’s placement history?  Where is the child placed now, name only NO ADDRESS, and how long has the child been there.  How is the child doing overall?  Do they like this placement?  How does the child seem to be physically when you visit?  What is the child’s disposition during these visits?
EDUCATION:

What school does the child attend?  What grade are they in and how are they doing?  Have you spoken with anyone at the school?  If so, discuss those visits here.  If the report card or progress report was recently distributed, give the specific grades and attach a copy of actual report.  Address tutoring and learning disabilities, if any.  What extracurricular activities?
HEALTH:

What is the child’s health overall?  Summarize past health problems of the child.  Are the health records up to date; shots, dental, eye?  Does the child have any specific medical needs (therapy, medication)?  Are they being properly addressed?  If so, how?  Any conversations you have had with Doctors or Therapists should go here.  Are there any appointments scheduled for the future?

VISITATION:

Who, when, and where does the child visit with relatives?  How is this working out?  If the child has siblings are they seeing each other? If you have observed any visitations, outline observations here. 
BIOLOGICAL MOTHER: MOTHER’S NAME

Mother’s Case Plan: (obtain copy of case plan from DCFS case worker)
Mother’s Case Plan Compliance:

Go back to her case plan and list how she has been complying with each part of her plan.

Discuss any conversations you have had with the mother or any additional information that can elaborate on her case plan compliance.  Are there issues that you feel will need to be addressed in the future? 
BIOLOGICIAL FATHER: FATHER’S NAME

Father’s Case Plan: (obtain copy of case plan from DCFS case worker)
Father’s Case Plan Compliance:

Go back to her case plan and list how he has been complying with each part of his plan.

Discuss any conversations you have had with the father or any additional information that can elaborate on his case plan compliance.  Are there issues that you feel will need to be addressed in the future? 

Child’s Case Plan:(obtain copy of case plan from DCFS case worker)
Child’s Compliance

SUMMARY AND CONCLUSION:
Address any issues that you see that are not being addressed that your have concerns with.  Have you been able to get the information you need from the parties involved?  Any positive/negative things you see, address them here.  Discuss your specific recommendations here so that you can back up what you are recommending.
SPECIFIC RECOMMENDATIONS:

1. Should the child stay in DCFS custody?
2. Put the recommendations addressing the child first.

3. Put the recommendations of the parents, DCFS, and others next.

Respectfully Submitted,

_____________________



______________________

CASA Advocate




Advocate Supervisor
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