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“Editing the Court Report”

This is what Supervisor’s and Peer Coaches are looking for when editing court reports.
Composition

____1. The CASA included comments in all prescribed sections of the report. (Questions are a guide; advocates do not need to answer each one)

____2. The report is narrative form, no bullet points.

____3. The Summary of Child’s Situation section contains only facts about each person in the case since
             the last report.

____4. The comments in the Court Orders Outstanding section pertain to DCP&P efforts only.

____5. The Recommendation section contains statements based on the facts in the report.
____6. The CASA is consistent in the use of “this CASA” throughout the report or using “first person”

____7. Sentences are complete.
____8. Sources of information are identified.
____9. Facts are presented. Judgmental statements are absent.

____10. Conclusions and recommendations stem logically from facts stated in the report
____11. Information is well organized.             

SPELLING, GRAMMER, PUNCTUATION, CAPITALIZATION

____1. There are no misspelled words in the report because the CASA used “spell check” on the finished
             report. 

____2. There’s subject-verb agreement, complete sentences, proper tense of verbs, appropriate 
            punctuation and capitalization throughout the report. 

____3. For each acronym, the CASA wrote out the words the first time they used the acronym and
            then used just the acronym throughout the report thereafter.

____4. The CASA avoided over use of quotation marks. 
____5. The CASA avoided using contractions and abbreviations, and did not leave anything dangling!
____6. Sentences are reasonable and varied in length.

PROOFREADING & EDITING
Proofreading “musts”

· Accuracy is a priority
· Plan to read it at least 3 times
· Read numbers out loud
Quick Tips
Errors are often found

· Near beginnings or ends of lines
· In proper nouns
· In long words
· Near the bottom of a page
· In number combinations
Watch for these mistakes

· Doubling small words (if, in, as, by, be)
· Omission of one of a pair of doubled words
· Substitution of one small word for another
· Transposing words within a sentence
· Transposing letters within a word
Tips for proofing names and numbers

· Never assume a number is typed correctly

· Read once through just to look at numbers
· Read through just to look at names

· Check for possible alternate spellings of names (Steven or Stephen)

· Use appropriate courtesy titles (Ms., Miss, Mr., Mrs.,)
Other

· Check the spelling of each part of a person’s name (First, Middle, Last)

· Check for sentence fragments

· Check for run-on sentences

· Check for subject/verb agreement

· Check for spelling

· Check for punctuation

· Check capitalization

· Ensure resource parents’ names are NOT used

