
READING FILES AT DFPS

CASA of Walker County
The DFPS offices are located at 7045-B Highway 75 South.  DFPS offices are open Monday through Friday from 8:00 a.m. until 5:00 a.m.  The direct phone line for the Caseworker assigned to your case is ___________.  The Caseworker is _______________.  Her Supervisor is Gilda Steward, and her direct phone line is 936-291-0772 x228.

You will be asked to sign in as you enter the building.  The reception office is directly to the left after you enter.  The Receptionist will take your name and call your Caseworker.  CASAs and all visitors to the DFPS offices are escorted to the Caseworkers’ offices, or to the conference rooms.
Prior arrangements must be made with the Caseworker for you to have access to the file.  Unit techs can sometimes assist you, if the Caseworker is out of the office.  You are encouraged to leave a not e for the Caseworker, if the file is accessed when the Caseworker is unavailable.

Reading the case file is very important.  DFPS case records are organized into specific sections.  Some case records may involve several “volumes”.  Certain acronyms are routinely used by Caseworkers in their narrative notes.  Acronym examples were provided to you during your initial CASA training, and a fairly extensive list is included in this Casebook.  You should be prepared to take notes when reading the case file. You may need to later ask to read the file a second time, if there is a lot of history or information.

If this Casebook is missing some documents outlined in the Case Management form, and you cannot find those documents in the Caseworker’s files, ask the Caseworker if the documents exist, and where you might obtain a copy.  If the Caseworker is not able to help you right then (i.e., if a Psychological Evaluation has been performed, but the Caseworker does not yet have the written results), leave a written request for these documents with the Caseworker.  CASA and DFPS have a written agreement regarding these issues (which you learned about in you CASA Training), and your Appointment Order (signed by Judge Andell) makes your legal right to access and copies clear.  Your CASA Case Supervisor can advise you if any problems arise, or if you have any questions at all when reading the files.  

Wear your CASA badge.  Remember to leave your CASA business card and any phone numbers that you would like the Caseworker to use when contacting you.

Be courteous and polite.

