COMPLETING A COURT REPORT

CREATION DATE: May 1, 2006

This tip sheet provides step-by-step instructions through the process of completing a Court Report
in FACES.NET.

How to complete a Court Report in FACES.NET

Pointers to Remember:

Court reports require both the Supervisor and Program Manager’s approval in FACES..NET.
Court Reports are due to Supervisors 20 days before a hearing.

3. Management report CRT006 (Court Report Information for Court Hearings Scheduled in the
Next 60 days) lists Court Reports created for upcoming hearings.
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Steps include:
Step 1. Hold cursor over Case, and then Court.

Step 2: Click the Court Reports button.
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Step 3: Select Hearing Date.
Step 4: Select Judge's Name.
Step 5: Select Hearing/Review Type.

Step 6: Select Respondents.

If you have additional questions, please call the HelpDesk at (202) 434-0009.
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Step 7: Select Court Report Type.

Step 8: Click on Save.

3: Select
Hearing
Date.

Name
ADMIMIRAINER

Case b > Court I~ Hearing @ Court Order | CourtReport | Complaint & Mediation @ Motions | Parental Rights & More

Organizer [TTE History

Entity Typ\
Case

5: Select

Hearing/Review

Type.

Ertity Marne:

7: Select
Court Report

Type.

8: Click Save.

Court Report

* Denotes Required Fields  ** Denotes Half-Mandatory Fields  *Denotes AFCARS Fields

Court Reports

ICuurt Hearing Date |Type of Court Report

ICreayﬁn Date

vl I

|0efasznne

Hearing Information

&i=aring Date

Hearing Time Judge's Name#®

00 00|

— Hearing/Review Type d

[ select |

| select |

4: Select
Judge’s
Name.

General Information

Creation Date

Ngrret
T

v 04/24/2006

Date Supervisor Approved

Court Date(Old Format)

Drate Dwe to Court

Staff Marne

Date Sent to Supervisor

Date Program Manager Approved

Unit / Prog.Area

[ADMIN TRAINER]

6: Select
Respondents.

A

| save | | T

Step 9: Click on Report button.

Note:

Pi————

| Find | F |-cancel |

Figure 2

Once you click on Save, the Approval and Report buttons become enabled.

Information found under the Narratives and Recommendations tabs varies according to the

selected Court Report Type.

If you have additional questions, please call the HelpDesk at (202) 434-0009.
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For the Disposition Report

Step 1: Complete the following Narratives boxes:

1: Complete
all
Narratives.

RET L EE R ecommendations

1. Reason for Agency Involvement.

2. Surmrnary of child{ren) information. Describe child{ren)'s general biographical information, dates of home wvisits, medical
information and any known special needs.

3. sumrary of child{ren)'s response to placernent. Provide justification for placement; Possible harr child{ren) mav suffer
as a result of separation from parentfcaretaker(s) and plans to minimize the possible harm (e.0. therapy if applicable).

4, Surnrnary of parent/caretaker(s) during review period. Surnrmnarize each parent/caretaker separately. Information should
include:

a. General bingraphical information (name, address, education, employrment, income, type of health insurance, nhysical

b. Current liwing situation including conditions of harne, household members, appropriateness of horme for children to
reside;

c. Clinical assessment including attitude regarding allegations, receptiveness to agency involvernent, progress toward
reunification, current ability to care for child, cormpliance with case plan, and why the child cannot be protected in his or her
hore if the recornmendation is to place child outside of home;

d. Extent of progress made towards alleviating the causes necessitating placement in foster care.

5. Justification for Permanency Goal. Describe each child's identified permanency goal in ane of the following three ways:

a. Efforts made to achieve identified permanency goal, Describe services provided; include all referrals, services offered,
relative investigations, etc, by all social warkers involved with the case, Attach a case planfservice agreement,
b. If goal of adoption - identify all efforts to achieve the goal.

c. If goal of guardianship - identify all efforts to achieve the goal.

&6, Compliance with services provided, Describe compliance with services identified on the service log and any other
services prowvided to the client,

7. Summary of Yisitation. Briefly describe the quality of the visits and the interaction of the parentfcaretaker{s} with the
children.

8. Summary of Review Period Assessment, Surnmarize each child separately.

9, Justification for Case Closure.,
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If you have additional questions, please call the HelpDesk at (202) 434-0009.



Pointer to Remember:

1. Please click on Save frequently while working on narratives and recommendations to
prevent losing your work if FACES.NET times you out.

Step 2: Click on Recommendations tab.

Step 3: Click on Save to save Narratives and Recommendations information

Disposition Report

Complete the following Recommendations for the Disposition Report:
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child's best interest,
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Save.
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Figure 4
For the Permanency/Review Report

Complete the following Narratives boxes: (see figure 5)

If you have additional questions, please call the HelpDesk at (202) 434-0009.




Permanency fReview Report

DETTEVTTER | Recommendations

1. Reason for Agency Invalvement. d

2. Summary of child{ren) information. Describe child{ren)'s general biographical information, dates of home visits, medical
information and any known special needs.

3. Sumrmary of child{ren)'s response to placerent. Provide justification for placement; Possible harm child{ren) may suffer
as a result of separation from parent/caretaker{s) and plans to minimize the possible harm {e.g. therapy if applicable).

4, summary of parent/caretaker(s) during review period. Summarize each parent/caretaker separately, Information should  #
include:

a. General biographical information {name, address, education, employment, income, type of health insurance, physical
and mental health histary, substance abuse histary, criminal background, ete.);

b. Current living situation including conditions of home, household members, appropriateness of home for children to
reside;

c. Clinical assessment including attitude regarding allegations, receptiveness to agency involvernent, progress toward
reunification, current ability to care for child, cornpliance with case plan, and why the child cannot be protected in his or her
home if the recornmendation is to place child outside of home;

d. Extent of progress made towards alleviating the causes necessitating placement in foster care.

5. Justification for Permanency Goal, Describe each child's identified permanency goal in ane of the following three ways:

a. Efforts made to achieve identified permanency goal. Describe services provided; include all referrals, services offered,
relative investigations, etc, by all social workers invalved with the case, Attach a case plan/service agreement.

b. If goal of adoption - identify all efforts to achieve the goal.
c. If goal of guardianship - identify all efforts to achieve the goal.

6. Carnpliance with services provided. Describe compliance with services identified an the service log and any other
services provided to the client.

7. Summary of Wisitation. Briefly describe the quality of the wisits and the interaction of the parent/caretakeri{s) with the
children,

&. Summary of Review Period Assessment. Summarize each child separately.
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If you have additional questions, please call the HelpDesk at (202) 434-0009.



Complete the following Recommendations for the Permanency/Review Report:

Permanency fReview Report

Marratives l Recommendations

- Clients Copy all Recommendations {if same) to
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Copy.
- Rec dations
The following recormmendations should be made:

[ cFsa recommends that this child's cass closed in court,

[0 cFsa recormmends that reasonable sfforts been made towards achieving permanency for this child.

[0 cFsa recommends that this child a leqgal status of

[0 cFsa recommends that the next permanency review hearing should held in the next six months for this
child.
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For the Interim Report

Complete the following Narrative boxes:
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Interim Report

1. Reason for Report {Indicate reason the report is being submitted to the court, AAG, and the parties {i.e. an Interim Report

was court ordered, there is a need to provide information regarding the status of a court ordered service, the name of the new
Social Warker, or an impartant change in the placement ar health of the child, etz

2. Summary {Indicate the facts that are to be reported to the court.)

3. Recommendations (Provide recommendations if necessary.)
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Figure 7

If you have additional questions, please call the HelpDesk at (202) 434-0009.



To request approval for a Court Report
Steps include:

Step 1. Click on Approval.
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Step 2:  Click on Request.

Step 3: Click on OK.
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If you have additional questions, please call the HelpDesk at (202) 434-0009.




To amend an approved Court Report
Steps include:

Step 1: Click on Amend.
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Step 2: Enter Narrative.

Step 3: Click on Save.
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If you have additional questions, please call the HelpDesk at (202) 434-0009.



To preview and print a Court Report
Steps include:

Step 1: Click on Preview.
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Step 2: Click on printer icon to print report.
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If you have additional questions, please call the HelpDesk at (202) 434-0009.



MANAGEMENT REPORT: COURT REPORT INFORMATION FOR

COURT HEARINGS SCHEDULED IN THE NEXT 60 DAYS

(CRTO006MS)

BACKGROUND & LOGIC OF REPORT

CRTO06MS is a Management report that tracks completion of Court Reports for Court Hearings
scheduled within the next 60 days. It lists each child with a scheduled court hearing, and each child
listed appears under the worker to whom he or she is assigned in FACES. If a child has more than
one hearing within the next 60 days, the client will be listed once for each hearing.

There are six different dates tracked in the report, as follows:

§

Hearing Date: The date of the upcoming hearing, as entered on the Hearing screen in
FACES. This information is updated daily through an interface with DC Superior Court and
is user entered.

Court Report Due Date: The date when a Court Report corresponding to the listed hearing
is due to the Supervisor. This date is 20 business days before the Hearing Date.

Court Report Creation Date: The date when a Court Report corresponding to the listed
hearing was created by the social worker assigned to the client.

Worker Submission Date: The date when a Court Report corresponding to the listed
hearing was submitted by the social worker to his or her Supervisor.

Supervisor Approval Date: The date when a Court Report corresponding to the listed
hearing was approved by the appropriate Supervisor.

Program Manager Approval Date: The date when a Court Report corresponding to the
listed hearing was approved by the appropriate Program Manager. If this field shows a date,
a Court Report has been completed for this client and hearing, as of the date shown.

Some additional notes on this report:

1. Court Report information is shown if a Court Report meets the following criteria:

§ The Court Date on the Court Report screen matches the Court Hearing date on the
Court Hearing screen.

8 The client and case name on the Court Report matches the client and case name on the
Court Hearing screen for the specified Court Hearing date.

2. The easiest way to ensure that the above conditions are met is to select the Court Hearing from
the Hearing Date pull-down list on the Court Report screen. This field pulls information directly
from the list of hearings entered on the Hearing screen.

3. Note that Court Reports cannot be modified after approval by either the Supervisor or Program
Manager. Ensure in particular that all client, date, and hearing information is correct before
submitting a Court Report for approval.

If you have additional questions, please call the HelpDesk at (202) 434-0009. 10



