The Investigation 

DO

      Do plan your investigation so that it is balanced

Do see the child early and often

Do call and update your supervisor periodically

Do read all pertinent files so that you have a good background for asking questions

Do document all activities

Do call your supervisor any time you have a question about policy or procedures

Do be patient with DCS workers, lawyers and counselors whose case loads are larger than ours.

Do keep an open mind

DON’T

Don’t wait until the last week to do your investigation and home visits

Don’t burn your bridges

Don’t make promises you can’t keep

Don’t jump to conclusions early in your case

Don’t transport children without the permission of both your CASA supervisor and the legal custodian

Report Writing

DO

Do write an observation based report

Do try to find positive things to say about both sides

Do  support your statements with documentation or observations

Do call your supervisor if you have writers block

Do be honest with all parties about your report

Do get your report  to your supervisor at least 5 working days before the court hearing

DON’T

Don’t write an emotion based report

Don’t include personal or judgmental conclusions 

Don’t write as if you’ve had a lot of involvement when you haven’t

Don’t write more than three pages unless you’ve talked with your supervisor

Don’t use your report  to drop a bomb on one side or the other 

Don’t wait until the last moment to write and turn in report

