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∗ Cases generally last 9-12 months
∗ First 6 – 8 weeks typically more time than remainder
∗ About 75 – 100 hours over the course of a full case (2 

reports and trial appearance)

Information Gathering



∗ A government agency  (Not CPS)

∗ The attorney for any party, including the child

∗ An advocate for either parent or any generalized advocacy 

agenda

∗ “Investigators” or law enforcement

∗ Professionals/Experts with qualifications to diagnose or 

make professional findings

∗ Friends of the family or child

What CASA is NOT



CASA Gets Appointed

Judge Poydras, KCSC



Case Screening & Summary



∗ Order of Appointment
∗ Pleadings and Documents
∗ CASA Overview of Services
∗ Step By Step Guide * w sample questions
∗ Administrative forms (contact log)
∗ Forms (ROIs)
∗ Domestic Violence information
∗ Resources to help you

Your Case File via DropBox



Step 1: Mtg/Call w Your Supervisor

• Review OofA; main issues of 
concern

• Is your alias, email account, and 
contact log set up?

• Plan first steps of the case; start 
the Step by Step Guide

• Any initial concerns?
• Any questions re Role, 

Overview or Code of Conduct?
• Any question about timeline or 

due date for report?
 



Order of Appointment 

∗  



Step 2: Call the Parties



Step 3 Prep for Interviews



Call Supervisor w 
Questions/Concerns



Step 4: Home Visits

Check Your
Bias

Biases



∗ Observation should be a natural and regular activity to the family. For example, preparing a family 
meal. 

∗ The activity should not involve TV or electronics. This should be made clear to the parent when 
scheduling the visit.  

∗ Take detailed notes and remind the parent you are there only to observe, not to participate and not 
to discuss the case in front of the child(ren). 
∗ How does the child interact with this parent?
∗ Are they talking to one another?  Are they taking turns allowing each other to 

speak?
∗ Is the parent directing the activity or following the child’s lead or both?
∗ Do they look at or away from one another?
∗ Is there a feeling of normalcy or is the activity stilted and awkward?
∗ Is there a relaxed atmosphere or tension?
∗ Does anything stand out as unusual or noteworthy?
∗ Focus on how you will describe the behaviors and interactions rather than an 

interpretation or opinion about the interaction.

Parent/Child Observation



ROI (release of information)



Notes; Update Report Template; 
Check-in w Supervisor



Step 5: Personal Collaterals



Notes; Update Report Template; 
Check-in w Supervisor



Step 6: Professional Collaterals
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Notes; Update Report Template; 
Check-in w Supervisor



Step 7: Records, Reports & 
Documents



Notes; Update Report Template; 
Check-in w Supervisor



Step 8: Compete Written Report

***CASA Due Date is crucial for getting report admitted into evidence.  
Meaning judges and commissioners have to toss out late submissions.



Editing; Final Approval; Signature; 
Distribution of Report



Step 9: Court



Step 10: Debrief 



Next Steps/Closure/Feedback



Completing a Case
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