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Introduction to Student Workbook

Dear Student,

This PDF was created to provide you more opportunities to work on your professional  writing 
for social work practice. It is intended to be a supplement, not a replacement, for the book, 
which consists of 37 cases from real social work practice scenarios, along with a full  glossary of 
writing for social work and information about writing resumés and cover letters.

This online supplement includes a self-inventory of 25 passages adapted from social work 
students’ papers, a brief version of the full textbook glossary, and nine examples of writing for 
particular practice purposes.

The self-inventory gives you a chance to find and correct errors in passages from students’ 
papers. Each case consists of a sentence or two with errors, corrected passages, and explanations 
for each correction. If you have questions or need additional explanations, the Brief Glossary 
will be useful, but we recommend the textbook’s full glossary because it offers greater detail 
and addresses a more comprehensive list of writing issues.

The nine cases presented here help you to focus on structuring your own writing for specific 
situations that occur in social work practice. For each case, we provide an outline or template, 
important details underlying the case, and the written product appropriate to the professional 
scenario presented. Of course, your written product will differ from the example. You can 
 compare yours with what we provide for content, organization, and clarity.

Thank you for downloading this supplement and giving attention to writing for practice. The 
ultimate  beneficiaries will be your future clients.

Good luck.

Daniel Weisman

Joseph L. Zornado
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Self-Inventory: Examples of Student Writing

Here are 25 examples of writing adapted from actual students’ accounts of their work. Can 
you find writing errors or ways to improve these statements without changing their meanings? 
Your objective is to correct writing errors and eliminate unnecessary verbiage. We have listed 
25 original statements, followed by corrections, along with an explanation of each correction.

1. Individuals with severe mental health challenges face a variety of secondary problems, such 
as marital problems, compromised work performance, financial difficulties, and destruction 
of family structure and social networks. Family’s feel these and other consequences when 
members with mental illness live in there households.

2. There is a threat to safety within communities when their is gang violence in those 
 communities.

3. The child chooses from a list of classes that suits their personal needs and values.
4. Some results of funding cuts are the drop-out rate. It is difficult to determine if the 

clients that do not complete services have dropped out of services because of budget cuts, 
or not.

5. Another threat to program fidelity could also be the difference between program implemen-
tation and individual worker implementation. There may be individual direct service  
workers’ that implement more effective techniques than other worker’s.

6. The risk in assessing whether or not the clients’ in the program are succeeding and  comparing 
it to the client’s demographical data could be that clients that have certain characteristics do 
not succeed.

7. The majority of the results coincide with the information identified in the literature review. 
Both in this study, and in those reviewed by the researcher, results showed an increase in 
social, cognitive, and communicative skills after fiber was introduced in clients’ diets. This 
researcher’s study found improvements in all measured aspects of behaviors among the 
respondents. For example, 50% reported an increase in self esteem, 50% also reported their 
child is doing better in school.

8. It is important that child psychologists (CPs) understand the early warning signs of 
learning disorders, and have a strategy for assessing them. LDs are not rare and many 
CPs provide care for children with LDs. It is critical that CPs recognize the early signs 
and be aware of new data that support better outcomes in children whose conditions are 
diagnosed early.

9. The clients’ had signed a consent form during the intake interview that stated that the 
 information in your files may be used for research purposes.

10. You may think that service providers irregardless of where you find them have their acts 
together. This just isn’t true. Even professional staffs have stressors. It’s when the stressors 
get out of control that it becomes a big problem for all of us who work with them or come to 
them for help. We know that people go to service providers in order to help them with their 
issues. If your feeling stress, how can you do you’re job?
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11. My sample was predominately young, Hispanic American females. 30% of the participants 
were single and have had received at least their GEDs. At the time I saw them, almost every-
one was working full-time or part time. On average they had experienced at least 2 years of 
unemployment over the last 5 years.

12. So far the services have been adequate to meet needs of the clients, there is little difference 
between the services offered last year and those provided now; families receive services 
in their home that are coordinated between several state and private agencies, and are 
subsidized by a demonstration grant.

13. Since the clients are mandated through court orders, there is a difficulty communicating 
between a governments funded program and a private program, the offices have a separa-
tion of policy, as well as procedures, and can be at odds with one another over how clients 
are treated.

14. The strengths based model has proven to not only be affective in working with mandated 
clients, but also with families in the regular agency caseload.

15. The absence of client-centered perspectives in treatment programs. Resources are another 
big factor that effects client systems in need of services.

16. At the beginning of week four I introduced my intervention by setting aside ten dollars.  
I did so at the beginning of every week thereafter and continued to document whether I had 
performed any of the tasks at the end of each day or not.

17. The fact that they used data from several different agencies, gathered by different researchers.
18. Oftentimes, people assume homelessness alone is the cause for lack of success, when in real-

ity it may not be the homelessness specifically causing but rather a lot of personal issues at 
home, or maybe psychological conditions.

19. The manner in which the practitioners handled their clients’ health risks and the manner in 
which they designed the program, I believe were well done. They did what they set out to 
do from the beginning, which was to meet clients’ most pressing needs. They compared dif-
ferent risks, such as poverty, maternal health, biological birth risk, and others to determine if 
any of these factors contribute to health risks or not.

20. The researchers simply found a relationship between the dozen or so variables and  compared 
the data in order to answer the questions.

21. While each of these books has a unique perspective, each generally hopes that their conclu-
sions might positively influence social work practice or policy; either by resulting in more 
empathetic practice or by influencing laws surrounding this topic.

22. This is a great result because it developed parent’s cognitive ability and gave them a voice. 
By enhancing their skills, it gives them more self-confidence.

23. The method used for collecting this data was based off of preexisting data taken from the 
Department of Health. Overall this study recommends more resources for substance abuse 
treatment due to the fact that the data was so convincing.

24. In this study the research methodology that was used is two group observations that 
 provided the sources of data. These observations requested information to the participants. 
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The families would pay a small amount of money per member. They had scholarships 
 available for the people that maybe in need for it.

25. The sampling was of a purposive nature, seeing that there were guidelines as to who may be 
involved in the study and who cannot. In addition, sampling was non-probability due to the 
fact that invitations were also sent out to some clients to participate and those whom choose 
to participate did.

ExamplE 1

Original: Individuals with severe mental health challenges face a variety of problems, such 
as marital problems, compromised work performance, financial difficulties, and destruction 
of family structure and social networks. Family’s feel these and other consequences when 
members with mental illness live in there households.

Correction: Individuals with severe mental health challenges face a variety of problems, such as work 
problems, marital problems, financial difficulties, along with the destruction of family relationships 
and social networks. Families feel these and other consequences when individuals with mental illness 
live in their households.

Explanation: Most of the changes in the corrected version are stylistic. Formal corrections 
include changing “Family’s feel” to “Families feel” because the possessive is inappropriate. 
 Families do not possess “feel.” We changed “member” to “individual” for consistency  
and  clarity. Finally, we corrected “there” to “their” in the final sentence, because it requires the 
 possessive case (their).

ExamplE 2

Original: There is a threat to safety within communities when their is gang violence in those 
communities.

Correction: Gang violence poses a threat to community safety.

Explanation: The original sentence contains two indirect phrases (“there is” and “their [wrong 
word—should be there] is”). The corrected sentence makes the same point in direct, affirmative, 
language, in fewer than half the words. “Their” is the plural possessive form, as in their com-
munity; singular would be “his or her” community.
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ExamplE 3

Original: The child chooses from a list of classes that suits their personal needs and values.

Correction #1: The child chooses from a list of classes that suit his or her personal needs and values.

Explanation: This sentence is complicated because it has two subjects: the child and the list of classes. 
Let’s begin with the first subject, “the child.” This sentence mixed a singular  subject (child) with a 
plural pronoun (their). Another correction could be “Children choose from a list of classes that suit their 
personal needs and values.” In this example, the subject  (children), the possessive pronoun (their), and 
the verb (choose) all are plural.

The second problem in the sentence is “list of classes that suits their personal needs and values.” 
This is difficult because “list” is singular and “classes” is plural. Which verb form should be 
used: suits (singular) or suit (plural)? The answer is “suit” because the subject of the phrase is 
classes, not list. In other words, the sentence is saying the classes (not the list) suit the child’s 
needs.

Here is another acceptable alternative. Correction #1 is singular (child chooses); this second 
 correction is plural (children choose).

Correction #2 Children choose from a list of classes that suit their personal needs and values.

One more point about “choose” and “chooses”: a common error is to use “chose” instead of 
“choose.” “Chose” is the past tense (Five years ago, children chose from a list of classes….).

ExamplE 4

Original: Some results of funding cuts are the drop-out rate. It is difficult to determine if the 
 clients that do not complete services have dropped out of services because of budget cuts, or not.

Correction: One of the results of funding cuts includes the drop-out rate. It is difficult to determine 
whether budget cuts were responsible for clients leaving the agency.

Explanation: The first sentence had a syntax error: plural subject and verb (results…are) with 
singular list (drop-out rate). The verb “are” means both the subject (results) and the second 
noun (drop-out rate) are equivalent. I changed the verb “are” to “includes,” which allows the 
second noun (drop-out rate) to be singular. A better first sentence would read: Funding problems 
contributed to the drop-out rate. This is more direct and also allows the second noun to be singu-
lar. If more results of funding problems were listed in the sentence, it would be appropriate to 
begin with “Threats” (plural), but only one threat was mentioned in the sentence. For example: 
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Some results of budget cuts are drop-out rates, client dissatisfaction, low participation, and 
 diminished staff morale.

The second sentence incorrectly used the pronoun “that” to refer to people (clients). I reworded 
the sentence to avoid using any pronoun. Or I could have used “who” instead of “that.” I elimi-
nated the “or not,” which is redundant. The goal is to use language efficiently. Avoid padding 
your writing with unnecessary verbiage. “Or not” is the way many of us speak among friends, 
but it repeats the meaning and is unnecessary.

ExamplE 5

Original: Another threat to program fidelity could also be the difference between program 
implementation and individual worker implementation. There may be individual direct 
service workers’ that implement more effective techniques than other worker’s.

Correction: Another threat to program fidelity may be inconsistent program implementation. Some 
service workers may use more effective techniques than other workers.

Explanation: Make things shorter and clearer. “Another” and “also” are redundant. We tight-
ened up the language and used “inconsistent program implementation” instead of the original 
phrase: “difference between program implementation and individual worker implementa-
tion.” If you can make your point with fewer words, then do so. In the second sentence, we 
changed indirect language (there may be….) to simple declarative language. We changed “that” 
to “who,” because it refers to a person, not a thing. In the final sentence of the original version 
both apostrophes are incorrect. There is no possessive case required, so the apostrophe should 
not be used.

ExamplE 6

Original: The risk in assessing whether or not the clients’ in the program are succeeding and 
comparing it to the client’s demographical data could be that clients that have certain char-
acteristics do not succeed.

Correction: When social workers assess success rates and demographics together, the conclusion could 
place blame on a client’s characteristics, rather than on programmatic or environmental factors.

Explanation: What the original is trying to say is not clear. It is one long sentence. What is the 
“risk” the writer is referring to? It is not clear. Further, “whether” and “or not” are redundant: 
the “or not” is part of “whether.” There is no apostrophe in “clients” because there is no owner-
ship. “Clients” is a plural noun. Simple declarative sentences usually do the trick, as my first 
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change (better) illustrates. Finally, always use the “direct voice” rather than the “passive voice” 
in your writing. Note how the corrected version explains who is doing the assessing. In this way 
the meaning of the sentence is clearer. What the “risk” is remains ambiguous, and the revised, 
corrected version implies that “blaming the victim” is the risk, something social workers should 
be mindful to avoid.

ExamplE 7

Original: The majority of the results coincide with the information identified in the  literature 
review. Both in this study, and in those reviewed by the researcher, results showed an 
increase in social, cognitive, and communicative skills after fiber was introduced in clients’ 
diets. This researcher’s study found improvements in all measured aspects of behaviors 
among the respondents. For example, 50% reported an increase in self esteem, 50% also 
reported their child is doing better in school.

Correction: Consistent with findings reported in the literature, improvements in social, cognitive, and 
communicative skills occurred after fiber was introduced into clients’ diets. Other areas of marked 
improvement included increases in self-esteem and school performance.

Explanation: The original version uses too many words to make a few simple points. The first 
two sentences are redundant, so we combined them in a simple, declarative sentence. As a 
result, the rest of the paragraph is shorter, clearer, and more direct.

ExamplE 8

Original: It is important that child psychologists (CPs) understand the early warning signs 
of learning disorders, and have a strategy for assessing them. LDs are not rare and many 
CPs provide care for children with LDs. It is critical that CPs recognize the early signs 
and be aware of new data that support better outcomes in children whose conditions are 
 diagnosed early.

Correction: Child psychologists (CPs) should be able to recognize the signs and symptoms of  learning 
disabilities (LDs), and have strategies for assessing them. LDs are not rare; many CPs provide care 
for children with LDs. When CPs appreciate the importance of early diagnoses, and recognize the 
symptoms, children have better outcomes.

Explanation: The original paragraph contains no formal writing errors other than the use of 
the passive voice in the last sentence. Our changes intend to make the example even clearer. 
Note our use of a semi-colon (;) in the second sentence. The original sentence had two phrases 
joined together by “and.” Because the second phrase is a complete sentence and an elabora-
tion of the first sentence rather than an unrelated thought, you may join the two together with 
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a  semi-colon. This is a stylistic change that brings the two closely related  independent clauses 
even closer together.

ExamplE 9

Original: The clients’ had signed a consent form during the intake interview that stated that 
the information in your files may be used for research purposes.

Correction: During intake interviews our clients sign consent forms stating that the data in their files 
may be used for research purposes.

Explanation: “Clients” is a plural noun and does not require an apostrophe because there is no 
possessive. For clarity the phrases, “consent form” and “that stated that the information in their 
files may be used for research,” should be as close as possible to each other and not interrupted 
by the phrase “during the intake interviews,” which is why we moved “during the intake 
 interviews” to the beginning of the sentence.

As a rule, ideas that relate to each other, or phrases that modify other phrases, should be placed 
together and not interrupted by other phrases. The term for this error is “misplaced modifier.” 
The noun in question is “consent form”; the “modifier” of “consent form” is “that stated that the 
data in their files may be used for research purposes or for a program evaluation.”

We changed “consent form” to “forms,” because the sentence means to convey that there are 
many clients using their own forms. As written, the original sentence implied that the same 
form is shared by many clients.

We changed “your” to “their” because the second-person pronoun (you or your) should 
not appear in professional writing unless in a quote or direct comment to other(s). We also 
 recommend avoiding the use of “you” or “your” in informal speaking or communication when 
talking about oneself or someone else. Use the first person or the third person.

Finally, we eliminated a “that” from the sentence to make it read more smoothly. The 
original “that stated that” became “stating that.” As a rule, try to avoid “that” unless it is 
necessary.

The corrected version of this sentence is more professionally written, grammatically correct, 
and four words shorter.

ExamplE 10

Original: You may think that service providers irregardless of where you find them have 
their acts together. This just isn’t true. Even professional staffs have stressors. It’s when the 
stressors get out of control that it becomes a big problem for all of us who work with them 
or come to them for help. We know that people go to service providers in order to help them 
with their issues. If your feeling stress, how can you do you’re job?
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Correction: Clients expect service providers to do their jobs. When stress begins to take a toll on the 
service provider, it can pose a serious challenge to service delivery.

Explanation: The original paragraph takes too long to make its three points. We made the three 
points in two sentences.

The original statement has a number of writing errors. It contains informal language inappropriate 
to the context: “You may think.” Also, “irregardless” is not a word. The correct word is “ regardless”. 
“Staffs” is improperly used. The writer was referring to staff members, not walking sticks. In the 
final sentence of the original, “your” and “you’re” are incorrectly used. “You’re” is a contraction of 
“you are.” “Your” indicates the possessive. Examples: 1) You’re late for class. 2) Your paper is late.

ExamplE 11

Original: My sample was predominately young, Hispanic American females. 30% of the 
participants were single and have had received at least their GEDs. At the time I saw them, 
almost everyone was working full-time or part time. On average they had experienced  
at least 2 years of unemployment over the last 5 years.

Correction: The sample consisted of predominantly young, Hispanic American females. Thirty 
percent were single and had completed at least their GEDs. When seen at the agency, almost all the 
participants were working full time or part time. On average, the participants had experienced unem-
ployment for two of the previous five years.

Explanation: We changed “my” to “the,” because in this context the use of the first-person 
pronoun should be avoided. “Predominantly” is an adjective; “predominate” is a verb. Also, 
always spell out numbers that begin a sentence. Also in the second  sentence, “had” should be 
used instead of “has had” because the event (completing or  receiving their GEDs) happened 
in the past, and does not continue into the present. In the third  sentence, we replaced first-
person language (I saw them) with third-person language. In the last  sentence, there should be 
a comma after “on average,” and six (single digit) should be spelled out in professional narra-
tives. Some agencies expect one through twelve to be spelled out. I changed “last” to “previous” 
because the event being described had occurred in the past.

ExamplE 12

Original: So far the services have been adequate to meet needs of the clients, there is little 
difference between the services offered last year and those provided now; families receive 
services in their home that are coordinated between several state and private agencies, and 
are subsidized by a demonstration grant.
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Correction: Home-based family services have not changed since last year, and remain adequate to 
meet clients’ needs. The service program coordinates all participating public and private agencies. 
A demonstration grant helps to fund this program.

Explanation: The original statement was a run-on sentence and included the informal  language 
“so far.” We revised the opening sentence for clarity and brevity. The second part of the sentence 
has a misplaced modifier: “in their home” interrupted “services” and “ coordinated between,” 
which modifies “services.” We restructured the original sentence into three shorter sentences to 
avoid the awkward wording that appears in the original sentence. Such rewriting could have 
been done in several ways. However it’s done, a good rule of professional writing is to use short 
simple sentences. Also, when two entities are compared or coordinated, “between” is the proper 
word; when three or more entities are involved, “among” is correct.

ExamplE 13

Original: Since the clients are mandated through court orders, there is a difficulty commu-
nicating between a governments funded program and a private program, the offices have a 
separation of policy, as well as procedures, and can be at odds with one another over how 
clients are treated.

Correction: Public and private agencies serve court-ordered clients. These different agencies have dif-
ferent and uncoordinated service policies that can cause problems with a client’s treatment.

Explanation: The opening sentence makes the simple, declarative statement. The original pas-
sage is a run-on sentence with redundant information. We revised the sentence into one com-
plete and uncomplicated thought with no unnecessary verbiage.

ExamplE 14

Original: The strengths based model has proven to not only be affective in working with 
mandated clients, but also with families in the regular agency caseload.

Correction: The strengths-based model has been proven effective with all families in the agency’s 
caseload, whether court-ordered or voluntary.

Explanation: “To be” is an infinitive verb form, and prescriptive grammarians maintain that 
the infinitive form of the verb should not be interrupted with a modifier (“not only”).  Obeying 
this rule usually makes for clearer, less wordy prose. Also, the word “affective” is a noun form; 
“effective” is an adjective that modifies the word “model,” as in “effective model.” Strengths-
based should be hyphenated.
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ExamplE 15

Original: The absence of client-centered perspectives in treatment programs. Resources are 
another big factor that effects client systems in need of services.

Correction: Effective client services require adequate resources and should be client-centered.

Explanation: The first sentence in the original example is not a complete sentence because it 
lacks a verb. Language like “big factor” is informal and inappropriate for this context. Use 
“important” factor or “significant” factor instead. In the original “resources” is plural but its 
verb, “effects” is both the wrong word and in singular form. We combined both thoughts into 
one brief and direct sentence.

ExamplE 16

Original: The fact that they used data from several different agencies, gathered by different 
researchers.

Correction: Different researchers gathered data from several different agencies and used it to  determine 
policy, service, and other action.

Explanation: The original is a sentence fragment. “The fact that” is unnecessary verbiage and 
it introduces an incomplete sentence. In the original there is no verb for the  sentence’s subject, 
“the fact that.” When “the fact that” is removed, the sentence’s subject becomes “They,” which 
now has a verb, “used” (They used). The real problem is we do not know why researchers 
gathered data or how they used it. More information is required to  properly correct the original 
sentence. What we added makes sense, but whether or not it communicates the author’s origi-
nal intent remains unclear. “The fact that” indicates that the author had a point to make, but it 
remains unarticulated. Our correction speculates on how and why researchers gathered and 
used data.

ExamplE 17

Original: Oftentimes, people assume homelessness alone is the cause for lack of success, 
when in  reality it may not be the homelessness specifically causing but rather alot of per-
sonal issues at home, or maybe psychological conditions.

Correction: People often assume homelessness is a cause of distress, when in reality it is a symptom 
and an effect of other causes, including an individual’s personal issues and psychological condition.
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Explanation: There’s considerable excess verbiage in the original sentence that  confuses the 
meaning. We have revised it for clarity, brevity, and directness. “Oftentimes” is  unnecessary. 
Introductory phrases can create grammatical confusion. As a very general rule, avoid 
 one-word introductory phrases. If you must use one, then introductory phrases of more 
than three words require a comma. A better rule is to read the sentence to make sure the 
 introductory word or phrase is actually necessary. A common example is the word “although,” 
which should not take a comma when it introduces a sentence. Although, my  client was late, 
she was enthusiastic about our meeting. Correct version: Although my client was late, she was 
 enthusiastic about our meeting.

ExamplE 18

Original: The manner in which the practitioners handled their clients’ health risks and the 
manner in which they designed the program, I believe they were well done. They did what 
they set out to do from the beginning, which was to meet clients’ most pressing needs. They 
compared different risks, such as poverty, maternal health, biological birth risk and others to 
determine if any of these factors contribute to health risks or not.

Correction: The practitioners did a good job of designing a program that effectively addresses clients’ 
health risks. Practitioners met their clients’ most pressing needs by comparing different risk factors 
such as poverty, maternal health, biological birth risk, and other factors in order to determine whether 
any contributed to overall health risks.

Explanation: We revised the passage and deleted indirect and unnecessary language, e.g., “the 
manner in which.” Also, the phrase “I believe” is unnecessary in this context. The first sentence 
is a grammatical mess: it combines an incomplete sentence with a complete  sentence by adding 
a comma. Also, the second sentence—“I believe…”—is unnecessary  information.

ExamplE 19

Original: The researchers simply found a relationship between the dozen or so variables and 
 compared the data in order to answer the questions.

Correction: The researchers found a pattern among the tested variables and used the data to answer 
their research questions.

Explanation: “Simply” is unnecessary and opinion. “Among” is appropriate when more than 
two items are involved. “Dozen or so” is too informal. We revised the sentence for directness 
and clarity while eliminating excess verbiage.
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ExamplE 20

Original: While each of these books has a unique perspective, each generally hopes that their 
conclusions might positively influence social work practice or policy; either by resulting in 
more empathetic practice or by influencing laws surrounding this topic.

Correction: Although each of these books has a unique perspective, each of the authors hopes that his 
or her conclusions might positively influence social work practice or policy, either by resulting in 
more empathetic practice or by influencing laws related to this topic.

Explanation: Books are not people; they cannot hope anything. Note that in the corrected 
 version, “authors” are the ones who hope, not their books. “Generally” is unnecessary. In the 
original “their” is misused because it indicates the plural possessive and “each” implies the 
singular. Also, the semicolon is incorrect. Use semicolons to link two complete sentences that are 
closely related to each other.

ExamplE 21

Original: This is a great result because it developed parent’s cognitive ability and gave them 
a voice. By enhancing their skills, it gives them more self-confidence.

Correction: This is an important result because it indicates that the service provided helped parents to 
develop cognitive abilities and communication skills. By enhancing their skills, it gave clients more 
self-confidence.

Explanation: Beware of language that is too informal. The word “important” is more precise 
and professional than “great,” which describes enthusiasm without personal bias. Also in the 
first sentence, “parent’s” (singular possessive) was incorrect because the sentence is referring 
to multiple parents (plural) having cognitive abilities. The plural possessive is “parents’” but in 
the corrected version the possessive is unnecessary. In the second sentence, “abilities” (plural) 
should be used instead of “ability” (singular) because the parents had more than one kind of 
ability; parents developed multiple abilities. In the last sentence, “gave” replaced “gives,” which 
corrects an error of syntax. Beware of changing verb tenses in a narrative. When “developed” 
was used in the first sentence, the narrative was being told in the past tense. So, “gave” had to 
be used. These things all happened in the past.

ExamplE 22

Original: The method used for collecting this data was based off of preexisting data taken 
from the Department of Health. Overall this study recommends more resources for sub-
stance abuse treatment due to the fact that the data was so convincing.
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Correction: Researches based this study on preexisting data taken from the Department of Health.  
The study includes a recommendation for more resources for substance abuse treatment.

Explanation: The first sentence was written in the passive voice. The corrected version is in the 
active voice. We now know who is doing what to whom. “Based off of” is informal language. 
“Overall” is unnecessary; studies are not people and cannot recommend anything. “Due to the 
fact” is unnecessary and informal language.

ExamplE 23

Original: In this study the research methodology that was used is two group observations 
that provided the sources of data. These observations requested information to the partici-
pants. The families would pay a small amount of money per member. They had scholarships 
available for the people that maybe in need for it.

Correction: In this study researchers gathered data via two group observations. There was a small fee 
for each family member who participated, but researchers made scholarships available.

Explanation: The entire sentence transforms when written in the active voice. Who is  gathering 
data? Researchers. When written in the active voice, the problems disappear. We revised the 
passage for clarity, brevity, and directness. Beware of the passive voice, for it often stands in for 
an author’s lack of information. The research was gathered…but the question remains—who 
gathered it? If you know who gathered it, you will probably  understand why it was gathered 
as well.
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Brief Glossary of Common Writing Errors in Social Work 
Documentation

Here is a brief list of the most common writing errors found in human service documentation and 
the correct ways to avoid them. For a full and complete list, see Appendix A in Professional Writing 
for Social Work Practice.

SENTENCES

Proper writing at the sentence level encompasses several issues: syntax, punctuation (especially 
the use of commas and semicolons), sentence fragments, misplaced words and phrases, word 
choice and unnecessary verbiage, the difference between passive and active voice, and the mis-
use of capital letters.

Subject, Object, and Verb

All sentences have subjects and verbs; most also have objects.
•	 Subject: main topic of the sentence (a noun or pronoun: person, place, or thing)
•	 Verb: action word (the subject must take an action)
•	 Object: receives the action, or is affected by it (optional)

Adjective

Word that modifies a noun. Example: brown eyes.
Sometimes, two words join together to create a hyphenated compound adjective 

(see  Punctuation, later on): “You, my brown-eyed girl.”

Adverb

Modifies verbs, adjectives, or other adverbs
Examples: Bright brown eyes (modifying brown, the adjective); extremely bright brown eyes 

(extremely modifies bright, another adverb); she furtively eyed me with those bright brown 
eyes (furtively modifies the verb, to eye).
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Rules for Adjectives and Adverbs

•	 In professional writing, use adjectives and adverbs carefully and sparingly; be careful to add 
vital information but not your opinion. “Very,” for example, is imprecise and almost always 
opinion.

•	 Place modifiers as close as you can to the words they modify. In this way you will avoid 
“misplaced modifiers.”

Conjunction

A conjunction is a word that connects phrases or groups of words to each other: and, or, but, 
however.

Clause

A phrase consisting of a subject and a verb
•	 Independent clauses are complete sentences.
•	 Subordinate clauses cannot stand on their own as complete sentences, usually because a 

conjunction has been added.

Examples

•	 My daughter lives in California (independent clause or complete sentence)
•	 Although my daughter lives in California, we talk every day (subordinate clause and 

 independent clause, separated by a comma)
•	 My daughter lives in California, but we talk to each other every day (independent clause 

and subordinate clause, separated by a comma)
•	 My daughter lives in California; we talk to each other every day (two independent clauses 

separated by a semicolon)
•	 My daughter lives in California, we talk to each other every day (run-on sentence because 

two independent clauses are separated by a comma instead of semicolon or conjunction; this 
error is also called a “comma splice.”)

BASIC COMPONENTS OF SENTENCES: SUBJECT, VERB, AND PREDICATE

In social service narratives, we rely most frequently on the simple declarative sentence, 
 requiring a subject (the person or thing the sentence is about), a verb (what the subject does, 
says, or has), and usually a predicate (the object of the verb—the receiver of the action): 
My agency (subject) lost (verb) 15% of its funding (predicate: object of the verb).
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ERRORS IN SENTENCES

Incomplete Sentences

A complete sentence contains a subject and a verb. Incomplete sentences are missing either a 
subject or a verb. In particular, “being” (and other “ing” forms of verbs) is not a verb when used 
alone; “being” is a either noun (as in human being) or needs a version of “to be” (He was being 
silly) to become a verb.

Examples of Incomplete Sentences

•	 Incomplete sentence #1: Research, including single-subject design, my favorite class in the 
entire program. [There is no verb for the subject of the sentence, research. Research is not 
taking any action.] Correct: Research, including single-subject design, is my favorite class in 
the entire program. “Is” is a verb (to be). Now the subject is taking action.

•	 Incomplete sentence #2: Research, being my favorite class, including single-subject design, 
but there is a lot of reading. This common error is incorrect because “being” does not 
 function as a verb in this context. Correct: Research is my favorite class, including single-
subject design, but there is a lot of reading.

•	 Incomplete sentence #3: Although Research is my favorite class. In this case, an  introductory 
word is added to a perfectly fine declarative sentence, beginning a thought that is not 
 completed. Correction#1: Research is my favorite class. Correction #2: Although Research is 
my favorite class, there is a lot of reading.

Run-On Sentences

Run-on sentences contain too much information for one logical statement, or two 
 independent clauses joined by a comma (see examples above). If a writer finds two 
 complete  sentences linked by a comma, a semicolon or conjunction can correct the run-on 
sentence. Or, the writer may want to separate the two sentences with a period. Example: 
“Research is a wonderful class, I look forward to it each week.” This is a run-on sentence 
because there are two complete sentences joined by a comma. Corrections: 1) Research is a 
wonderful class; I look forward to it each week. 2) Research is a wonderful class, so I look 
forward to it each week. Rule: when in doubt, use simple, declarative sentences. Make one 
point at a time.

Syntax

Syntax refers to the orderly arrangement of words that form a sentence. Agreement of verbs 
and subjects is a part of syntax. Verbs and subjects should agree in tense, whether past,  present, 
future, as well as in case, whether singular or plural. Rules for writing that also apply to 
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 professional social work writing: 1) remain consistent with whatever verb tense and case you 
select for telling a story; 2) when relating an event or situation that is ongoing, use the present 
tense; the use of case should not vary when describing the same item.

Active and Passive Voices

In the active voice, the subject takes direct action on the object, for example: “My sister paid the 
bill.” Written in the passive voice, the action happens to the subject or the subject is missing and 
it is unclear who is acting on the object. Examples: “The bill was paid by my sister”; “The bill 
was paid.” In the first example, the action happened to the subject. In the second example, It is 
unclear who paid the bill.

Social workers prefer the active voice because it is clearer and contains more information. Use 
the passive voice sparingly if at all in your professional writing.

Excess Verbiage

Say more with less. Do your best to avoid duplication. Limit the use of conjunctions to one 
per sentence. Work to avoid phrases that add no information and that detract from a profes-
sional tone, for example, “what happened next was”; “not only…but”; “really, truly, actually”; 
“whether or not”; “presently, currently,” “due to the fact that,” and so on. Avoid redundant 
phrases: for example, “continue on,” “combine together,” “reason why,” and the like. These are 
all  redundant combinations. As a general rule if you can cut and not change the meaning, then 
the words you are cutting should be considered excess verbiage.

Capital Letters

Proper names, place names, titles, agency names, and other proper nouns require capital letters. 
Descriptors do not get capitalized unless they are proper nouns. In particular, roles (e.g., social 
worker) are not capitalized. Well-known acronyms are capitalized: NASW, CIA, DHHS.

Clichés, over-used phrases and sentences, should be avoided, for example, “live and learn.”

PUNCTUATION

Commas help the reader understand the sentence in several ways. A comma indicates 
brief pauses between phrases that comprise a complete sentence. Commas also separate 
introductory phrases from the rest of the sentence. They are also used before a conjunction 
between two independent clauses. Commas also bracket optional phrases within a complete 
 sentence. Commas also separate two equally important modifiers that follow one another, 
for example, “I like this interesting, informative book.”
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Semicolons separate two independent clauses that are closely related to each other, or 
 multiple items in a list, usually after a colon.

Apostrophes indicate possession or ownership, sometimes used when making  abbreviations 
plural (e.g., CEO’s). Plural possessives can be tricky: where does the apostrophe go? 
The  general rule is the apostrophe goes after the “s” as in, “the authors’ manuscript needs 
 editing.” There are exceptions: plural nouns that end in “n,” like “men” and “children,” get 
the apostrophe before the “s”: men’s, children’s. “People” is plural; its possessive form is 
 people’s, not peoples’. Some pronouns do not take apostrophes—for example, theirs, hers.

Quotation Marks: The most common error when dealing with quotation marks is the 
 misplacement of punctuation when using quotation marks. When closing a quote,  commas 
and periods go inside the quotation mark. Exclamation points and question marks go 
inside close-quote marks if they are part of the quote. Semicolons and colons go outside 
close-quote marks. When question marks or exclamation points are added by the writer, 
they go outside close-quote marks. When using multiple quotes in a list, separate them 
with  semicolons outside the quotation marks: My supervisor complimented my work. 
Her words were: “punctual”; “neat and tidy”; “cooperative with co-workers”; “excellent 
writing skills.”

Dashes and hyphens: Sometimes two words need to be combined to create one item, for 
example, “well-known.” In many, but not all, cases, the hyphen is inserted to join the two 
words. Spell-check and dictionaries are good sources for avoiding errors. The dash is used to 
offset parts of a sentence, for example, “My daughter—a California resident—calls me every 
day”; commas can be used the same way as a dash.

Parentheses and Brackets: Use these sparingly because they detract from the flow of a 
 sentence. These marks set off words or phrases for particular purposes. When a full sentence 
occurs inside a set of parentheses or brackets, the period is placed inside too. Otherwise, 
punctuation goes after parentheses and brackets.

Question mark: These should be used only when questions are asked. If a question is 
reported, as in, “My supervisor asked whether I was going to the meeting,” no question 
mark is needed. If you write a question, use a question mark, as in “Are you going to the 
meeting?”

WORDS THAT ARE OFTEN CONFUSED

The English language has hundreds of words that sound alike, called homophones. 
 Inexperienced writers often confuse the similar sounding words. Here are the most commonly 
confused words in social work documentation.
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Homophones

Accept and except:
 The union accepts management’s contract terms.
 Everyone agrees except the dissenters.

Affect (verb) and effect (noun):
 Affect is usually a verb—The weather affects my mood.
 Effect is usually a noun—The weather has an effect on my mood.
  In social work and human service contexts: affect (noun) also refers to a person’s  appearance 

or demeanor.

Aid, aide, and ade:
 The assistant offers aid.
 The assistant is an aide.
 The assistant might drink orangeade.

Allude and elude:
 My report alluded to (hinted at, but did not mention by name) the real culprits.
 My report eluded (avoided) the most difficult topic: naming names.

A lot, allot, and “alot”:
 My report had a lot of information.
 I allotted credit to several contributors.
 (“Alot” is not a word.)

Berth and birth:
 If you are about to give birth in a bunk bed, I suggest using the lower berth.

Capital and capitol:
 The capital of Nevada is Carson City.
 The capitol building is located there.
 When corporations invest their capital overseas, U.S. workers lose jobs.

Cite, sight, and site:
 In this book, we cite a number of sources for the information we use.
 We hope you will keep this book in plain sight, where you can find it easily.
 A good site for the book might be on the middle shelf of your bookcase.

Complement and compliment:
 We hope you will have nothing but compliments (nice things to say) for this book.
 You may want to complement (add to) this book with a dictionary or thesaurus.
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Counsel and council:
 The city council approved the proposal for a new park.
 I was pleased to counsel them about the need for the park.
 (Counselors give advice; councilors belong to councils.)

Decent, descent, and dissent:
 My supervisor is a decent person; she treats me well.
 Her family is of Portuguese descent.
 Her office is on the second floor, a three-floor descent from mine.
 Rarely do I dissent from her views of good practice.

Do, dew, and due:
 It is time to get serious and do what needs to be done.
 The morning grass was covered with dew.
 My library book is due tomorrow.
 My boyfriend’s new do is so cute.

It’s and its:
 It’s (a contraction of “it is”) a good idea to proofread your papers before turning them in.
 My paper did a good job of covering its (possessive) topic.

Lead, led:
 Follow my lead and you’ll never be led astray.

Lessen and lesson:
 The extended deadline lessens (reduces) my workload this weekend.
 I learned my lesson about procrastinating until the last minute.

Loose and lose:
 My class asked me to lose the quiz I was about to give them.
 When I did, they let loose with a big sigh of relief.

Miner and minor:
 Coal miners spend most of their days underground.
 A slight cold is a minor irritant compared to the dangers of their work.
 Minors cannot buy alcoholic drinks, but they can vote and join the military.

Passed and past:
 As the parade passed by, I noticed the Snoopy balloon was past its prime.

Patience and patients:
  When the dentist’s waiting room is full of patients, it is helpful to have patience and wait 

quietly until your name is called.



24 Writing for Social Work Practice

Copyright © Springer Publishing Company, LLC. All Rights Reserved.

Peak, peek, and pique:
 The strange noise piqued my interest, so I took a quick peek into the room.
 The noise got louder, eventually peaked and then abated.

Pray and prey:
 Pray for rain, but not during the outdoor arts festival.
 During the rainy season, the lion’s prey has good hiding places.

Principal and principle:
 The principal (main) reason for buying now is prices are low.
 The principal (money) in my bank account draws interest.
 I will not buy some products as a matter of principle (values).

Precedents and precedence:
 Most precedents for current practice were set years ago.
 But “best practices” should take precedence over tradition.

Presence and presents:
 Her presence was felt when she gave me expensive presents for my birthday.

Residents and residence:
 All the residents (people) of the newest dorm are social work majors.
 They all moved into that residence (building) the week before classes began.

Right and write:
  When you write process recordings right after the events end, you are more likely to get 

the details right.

Role and roll:
 The role play ended abruptly when a participant started chewing on a sweet roll.

Than and then:
 First we went shopping, then (afterward) we stopped for coffee.
 I ordered a mocha latte rather than (comparison) an iced tea.

There, their, and they’re:
 There are many mistakes made when three words sound alike.
 All three words have their proper uses.
 They’re (spell out “they are”) not interchangeable words.

Threw and through:
  The angry child threw a shoe through a window.
 Do not use “thru” in professional  writing.
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To, two, and too:
 Take me out to the ballgame.
 My sister wants to go too.
 I prefer two games, but that is too much for her.

Weather and whether:
  I will stay for both games whether the home team wins or loses the first one, as long as the 

weather holds up. [Do not use “or not” with “whether”—they are redundant.]

Your and you’re:
  Your client told me that you’re (spell out “you are”) her favorite staff member of the agency.

Words that Sound Similar

Advice and advise:
 I advise (verb) you to buy low and sell high.
 If you follow my advice (noun), you should come out ahead in the end.

Eminent and imminent:
  After all these years, Jane Addams is still considered one of the most eminent (important) 

social workers of all time.
 A question about her on the midterm is imminent (likely to happen).

Emigrant and immigrant:
 My supervisor’s grandparents emigrated from Portugal.
 They immigrated to Carson City, NV.
 [Emigrate from, immigrate to]

Ensure and insure:
 Their successful migration ensured (guaranteed) a better life.
 They own property and are insured (have insurance) for floods and fires.

Farther and further:
 Their country of origin is 1,000 miles farther than mine.
 Their journey to citizenship was further than mine too.
  (If there is a possible unit of one [one mile], use farther; if the item is an idea or concept 

[journey], use further.)

Formally and formerly:
  They were formerly (earlier) here as students, but they formally (officially) became 

 American citizens after passing the citizenship test.
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Legislator and legislature:
 Individual legislators are members of the legislature.

Personal and personnel:
 Legislators get criticized all the time; sometimes it feels like personal attacks.
 Personnel who work in the legislature are fairly well paid.

Respectful and respective:
  Legislators should be respectful of their constituents. 
 Representatives Alphonse and Gaston get plenty of mail from their respective districts.

Other Confused Words

Daycare and Daycares:
When referring to a specific program, “daycare” is an adjective, not a noun, so “daycare 
center” or “daycare program” is preferred to “the daycare.” Example: “The daycare 
 program called yesterday, to remind me that the book fair is Saturday.” When no specific 
program is mentioned, “daycare” alone is okay. “The children go to daycare during the 
week.” “Daycare” is used as both singular and plural.

Downfall:
Often confused with “disadvantage” or “negative consequence,” “downfall” means 
loss of power or privilege. Examples: “A disadvantage of private practice work is 
 having to do a lot of paperwork for Medicaid.” “Napoleon’s ego helped bring about his 
 downfall.”

Fewer and less:
I have ten fewer dollars than I did yesterday.
I have less money than I did yesterday.
This follows the same rule as farther and further: if the item in question can be counted 
in a unit of one, “fewer” is the correct word (fewer dollars); if the item is a category, 
“less” is the  correct word (less money).

Graduate:
I am a college graduate (noun); I graduated (verb) from college

I and me:
My roommate and I went to the movies and enjoyed the show.
The show was enjoyable for my roommate and me. (You would not say, “The show was 
enjoyable for I, so adding “roommate and” does not change the word usage.
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Imply and infer:
You imply (but do not say outright) that you disagree with me.
Based on your facial expression, I can infer that you disagree with me.

Irregardless:
This is not a word.

Lay and lie:
Lay your burden down; don’t lie about how heavy it is. Lie means untruth.

Staff:
The daycare center’s staff members are certified by the state. Staff is a long stick.

Who and whom:
Who is the best professor in the department? (Who takes the verb is.)
From whom do you learn the most? (Whom does not take a verb.)

Who’s and whose:
I do not care who’s the best professor in the department; I’ll take the professor whose 
grades are highest. (This is a case in which the apostrophe does not indicate ownership, 
it indicates the contraction: who is.)

Numbers

Writers should spell out the numbers one through ten. There are exceptions, such as when  writing 
someone’s age, or when referring to page numbers, addresses, fractions, and dates. When  sentences 
begin with numbers, always spell out the numbers. Two-digit numbers should be hyphenated.

Abbreviations

In professional writing, avoid using most abbreviations. That said, it should be noted that each 
agency has its own rules and accepted abbreviations. Official documents, such as court letters, 
should contain only those abbreviations that the recipient recognizes. Avoid “Mrs.”; “Ms.” is the 
accepted honorific for women.

Latin abbreviations have very precise uses and appearances:
•	 Etc. means “and so on”
•	 i.e., means “that is”
•	 e.g., means “for example”
•	 et al. means “and others”



28 Writing for Social Work Practice

Copyright © Springer Publishing Company, LLC. All Rights Reserved.

Rules:
•	 “Ect.” and “and etc.” are incorrect
•	 i.e., and e.g., always take a comma
•	 do not combine “etc.” with “e.g.” or “i.e.”

Spelling: Some Commonly Misspelled Words

Attendance
Commitment
Correspondence
Embarrass
Emigrate
Environment
Harass/harassment
Immigrate
Integration
Liaison
Occurrence
Privilege
Receive (and all words with ie and ei)
Separate
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Cases

DISABILITIES CASE RECORD

Template

Date of report
Time period
Client
Case manager

Description of events

Assessment

Plans

Case Facts

Individuals Abbreviations

Michael Herman, client
Irene Herman, client’s mom
Martin Herman, client’s dad
Marcia Herman, Michael’s sister
Dr. Felix, psychiatrist

DDS: State Department of Disabilities Services
IEP: Individual Education Plan
FSD: Fredonia Services for the Disabled
FRC: Fredonia Rehabilitation Center
FBHC: Fredonia Behavioral Health Center
PCP: Primary care physician
I&R: Information and referralI
ADL: Instrumental Activities of Daily Living

Disabilities Agency Case Notes

March 20, 2011
Time period: March 1–15, 2011

Entry 1

Called and spoke to Irene (mom) to confirm that I will attempt to get to appointment.
Michael (client) has remained at home with Martin (dad) since Irene has been in the hospital 

for surgery on the veins in her legs, related to circulation.

Entry 2

Called—left detailed message with service coordinator at DDS.
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Entry 3

Spoke with staff member at DDS. Michael has been found eligible for DDS services. His IEP is 
coming up. Michael will attend this with Martin.

Entry 4

Brought Michael to Fredonia General Hospital to meet with Dr. Felix, his PCP.

Entry 5

Received a call from Marcia (Michael’s sister). Both have appointments to see at FSD on  Monday. 
There is no one in the family available to assist them. I have agreed to do this. Ms. Herman 
(Irene, mom) is still in the hospital. The usual staff member who works with the family is not 
available for this appt.

Entry 6

Brought Mr. Herman to doctor appt. He had good a check-up and blood work. Also, went to the 
laundry to drop off. Went to bank and grocery store. Ms Herman is doing okay but surgery was 
not as successful as they had hoped. She will be at FRC for occupational rehabilitation.

Entry 7

Spoke to DDS Service Coordinator to update him on Ms. Herman’s medical status and to let him 
know that Michael has not been attending his day program at FBHC. This is to assist dad at home 
and lower his anxiety level at work. His anxiety increases when he is not able to be home to help. 
DDS has not been notified that there is any issue due to Ms. Herman’s absence from work.

Entry 8

Called Martin to check in on things. All is well. Irene is still in the rehabilitation facility. She just 
returned after a setback that had her back in the hospital for infection in her legs (pneumonia). 
A personal assistant has been in the home each week to assist with groceries, errands, and other 
business. Martin appreciated the check-in and will contact me if he needs anything.

Entry 9

Spoke with Gloria at DDS. Informed her that Ms. Herman is still eligible. We will have the fam-
ily on short-term home assistance for now.

Entry 10

Spoke with Gloria at DDS. Still awaiting confirmation as adult for DDS. She needs a SW to sign 
Clinical Team Report. IEP is scheduled in a couple of weeks.
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DISABILITIES PROGRESS NOTES

Template

Date of report

Re: Names, ages, family status, gender

Family Composition

Family members
Family history
Place of residence
Nearby relatives and support systems

Background Information

Relevant history

Current Situation

Living situation
Functioning
Episodes

Recommendations

Short-term treatment
Conditions needed for moving to next steps
Suggested placement(s)/next steps
Suggested long-term treatment
Suggested oversight, if needed

Progress Notes Facts

Background information about this family (from agency files).
•	 They have lived in East Fenwick for a long time.
•	 They have a three-bedroom apartment in East Fenwick now, in a working-class 

 neighborhood.
•	 They have been clients of Fredonia Services for the Disabled for 10 years.
•	 There is no nearby family. 
•	 Both Michael and Marcia have had developmental delays, but attended regular school.
•	 Neither has been diagnosed with any other condition.
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•	 Both have had and followed IEPs, and utilized special education services
•	 Both demonstrate adequate social skills but have few friends
•	 Marcia graduated from high school 2 years ago
•	 Marcia has never been employed
•	 Marcia is in a job-readiness program at FSD now
•	 Michael should complete high school on time
•	 Michael’s reading and math scores are about 40th percentile, or 2–3 years behind grade
•	 Martin works full time as a taxi driver, and occasionally on weekends as a security guard
•	 Irene is on medical leave from her job as a counter-person at a chain restaurant
•	 Irene has been suffering from pneumonia and gout for about 2 months, and hospitalized for 

the last month
•	 Both parents are supportive of their adult children, and usually are healthy
•	 The family will continue to need help from DDS and FSD
•	 Irene should be discharged from the hospital in a few days, and will need some home-based 

supportive services until she can return to work
•	 Marcia shows little progress toward employability; maybe a sheltered work environment 

would boost her readiness for a work environment, as well as her skill growth
•	 Michael’s IEP always has included some individualized instruction and that should 

 continue through high school
•	 When Michael finishes high school he should be tested for vocational training; he is likely to 

have similar work challenges as those experienced by Marcia
•	 Michael and Marcia appear isolated from peer-group members and should be helped to con-

nect with people their age in supportive ways
•	 When Irene is ready to return to work, Martin should cut his work hours
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FAMILY AT RISK PROGRESS NOTES

Template

Date of report

Re: Names, ages, family status, gender

Family Composition

Family members
Family history
Place of residence
Nearby relatives and support systems

Background Information

Relevant history

Current Situation

Living situation
Functioning
Episodes

Recommendations

Readiness for reunification/case closing/next steps
Conditions needed for reunification/case closing/next steps
Suggested placement(s)/next steps
Suggested treatment
Suggested oversight, if needed

Progress Notes: Facts

Family members Abbreviations

Alice Jones, 23, Mom
Keith Jones, 25, Dad
Evan, male, 2-3/4
Eli, male, 3-1/2

BCI: Bureau of Criminal Investigation
CPS: State Department of Child Protective Services
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Date of report: December 1, 2011

Family Composition

•	 Family members: Alice, Keith, Evan, and Eli.
•	 Alice and Keith married in 2009.
•	 They lived together for a year before their marriage.
•	 They rent a one-bedroom house in South Fenwick.
•	 Their landlord lives in another state.
•	 The only known family member is Alice’s sister, who lives in River City, about 25 miles 

away.

Background Information

•	 BCI report result: father has a history of domestic violence.
•	 CPS record: previous allegations of neglect.

•	 Mother has “a long history of psychosis and trauma.”
•	 The current case opening occurred following reports to CPS that mother was not taking her 

psychiatric medication, not in counseling, and “self-medicating with marijuana and other 
drugs.”

•	 The caller also stated that father had been violent, throwing things and threatening mother 
in front of the two children.

•	 When the CPS worker went to the home, she assessed the situation as unsafe for the chil-
dren: the children could not be safely maintained at home.
•	 There were multiple hazards.
•	 Parents appeared unable to understand or appreciate these conditions.

•	 The CPS worker and mother reached a maternal aunt by phone.
•	 She agreed to take the children temporarily.

Current Situation

•	 CPS placed the children with the maternal aunt.
•	 The maternal aunt had second thoughts and asked CPS to take the children.
•	 Maternal aunt said she was sorry, but “just could not handle two small children.”
•	 CPS tried to help maternal aunt, but she maintained she could not do it.
•	 CPS placed Eli in a non-relative foster home.
•	 CPS placed Evan in the children’s emergency shelter.
•	 Landlord evicted mother and father because landlord objected to conditions in the home.
•	 Mother was admitted briefly to Fredonia General Hospital following a psychotic episode 

(details undisclosed).
•	 The parents are currently “staying with friends.”
•	 CPS referred mother for a substance abuse and mental health evaluation.
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•	 Evaluation was completed.
•	 She is receiving outpatient treatment for both.
•	 CPS referred father for treatment for domestic violence substance abuse.
•	 CPS referred Evan for a child development evaluation.
•	 The children’s shelter is assessing Eli.
•	 CPS referred the family to a local agency for outreach services, specializing in family 

 support, mental health, and substance abuse.

Recommendations

Reunification not recommended at this time.
•	 Conditions for reunification

•	 Parents’ mental health, substance abuse, and parenting abilities are sufficiently managed.
•	 Children’s well-being is not at imminent risk.

•	 Placement
•	 The children should be placed together with a capable and willing relative.
•	 If not possible, the children should be placed together in non-relative foster care.

•	 Treatment
•	 CPS should complete parents’ evaluations, develop treatment plans, and monitor progress.
•	 CPS should complete children’s assessments and develop treatment plans.

•	 This case should remain open to CPS until sufficient progress by parents and children is 
documented.

•	 Supervised visits may be arranged when parents are capable of managing them.
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CORRECTIONS INCIDENT REPORT

Template

Date

Writer’s name and identification information

Date of report

Re:_______________ (client[s])

Relevant background information

Details of incident, with sufficient detail but no editorializing

Assessment and plan

Incident Report

Facts

Individual mentioned in the document Abbreviations used in the document

Arthur Wilson, male, 27
CELLMATE
PL, ACSW (writer)
Inmate McCarthy

SOTP: Sexual Offender Treatment Program
BL: Cellblock in which SOTP is housed

Date: May 12, 2010
Date of incident (if different)
“Client”: Arthur Wilson, inmate in SOTP
Previous review was in 2009
CELLMATE was placed with Mr. Wilson yesterday

Incident and report date: May 12, 2010
Mr. Wilson was on lockdown yesterday, from 10:15 AM to 6 PM
CELLMATE approached the writer at 7:45 AM today
CELLMATE claimed Mr. Wilson made sexual advances toward him yesterday
Today’s events:
•	 Mr. Wilson was touching himself and asked CELLMATE to do the same
•	 CELLMATE declined because such behavior violates SOTP contract each inmate signs 

[SOTP is preferred to living with the general population]
•	 After hearing CELLMATE’s story, the writer asked CELLMATE to go outside to “rec,” to 

keep the two men separated
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•	 Mr. Wilson went outside also and was seen hanging out around BL entrance
•	 CELLMATE was paged back in at about 10:40 AM

CELLMATE’s report of yesterday’s events:
•	 Before lunch, at about 11:45 AM, CELLMATE saw Mr. Wilson on his cot touching himself
•	 Mr. Wilson said to CELLMATE: “Does this turn you on?” and some other things
•	 Mr. Wilson asked CELLMATE to touch him
•	 CELLMATE refused and told Mr. Wilson it is a contract violation
•	 Mr. Wilson stopped
•	 Later that day, between 5–6 PM, during lockdown, the scenario repeated
•	 This time, CELLMATE went to another inmate, Mr. McCarthy, who suggested CELLMATE 

report the episodes to SOTP staff
•	 This morning, Mr. Wilson asked CELLMATE to keep the incidents secret
•	 Mr. Wilson wants no consequences, just wants to go home
•	 There was no violence or threat of violence
•	 CELLMATE reported the incident to BL Block Officer today, who logged it at 8:50 AM today

Writer’s conclusions
•	 Mr. Wilson is not ready for safe parole
•	 He has no understanding of his crimes or behaviors
•	 He takes no responsibility for his actions
•	 He has no plan to change his behavior
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CHILD NEGLECT COURT LETTER

Template

Confidential

 DATE: September 1, 2010
Judge__________________
Name of Court
Address
Dear Judge_________________

 RE:  Family Name
 CHILD: Name

D.O.B.:
RACE:

 ADDRESS: Current residence of the child
CHILD:
D.O.B.:
RACE:

ADDRESS:

MOTHER:
D.O.B.:
RACE:

ADDRESS:

FATHER:
D.O.B.:
RACE:

ADDRESS:
LEGAL STATUS:

STATE CASE #:

Dear Judge,

Introduction (and case status since previous report)
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Placement or current living situation
 

Visitation and/or other relevant information
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Recommendation

Respectfully Submitted,

Social Caseworker II

Approved by:

 Casework Supervisor II



Cases 41

Copyright © Springer Publishing Company, LLC. All Rights Reserved.

Court Letter: Facts

Court Letter: case of neglect; request for TPR (Termination of Parental Rights)
Relevant facts
Date of this letter: October 15, 2011
Family: Hendricks: Margaret, 26 (mother; DOB 4/14/86); George, 26 (father; DOB 1/22/86); 
 Jarrod, male, 10 (DOB 7/16/00)
Introduction: Early Background:
1. This is the reopening of a previous case.
2. The case was reopened to CPS on Jan 23, 2010, after a call on the child abuse and neglect 

hot line.
3. The reporter alleged the following:

•	 Father had been homeless for three months.
•	 Father and Jarrod had been living with a friend but were asked to leave because the 

father was not contributing any money to the house.
•	 Jarrod, then age 9, was not in school.
•	 Father is often hospitalized for diabetes and at times leaves his son with “unsuitable” 

caretakers.
•	 Father may be using drugs as he “disappears” for several days at a time.

CPS Actions in January
1. CPS assigned a CPI to investigate.
2. CPS labeled the case “Indicated for Neglect” (meaning the investigation of neglect).
3. CPS filed a “straight petition” (CPS language).
4. Father was arraigned on February 15.
5. On February 20, there was a (court) finding of Neglect regarding the father.
6. Jarrod was “committed to the care and custody of the Department of Child Protective 

 Services” (CPS legal language).
7. The court dismissed CPS’s petition to terminate Margaret’s (mother) parental rights re:  Jarrod 

because she was cooperative and actively working with the Department to meet  Jarrod’s needs.

Spring and Summer 2010
1. Margaret said she had moved to Fredonia.
2. Margaret said she has been staying with father and son at a local family shelter.
3. Margaret assisted with enrolling her son in school.
4. Margaret helped get Jarrod up to date on his medical and dental appointments.
5. Margaret stated that she and father would obtain housing and that she would care for their 

son, Jarrod.
6. There were no allegations related to mother.
7. Margaret stated that she did not require assistance in locating or obtaining an apartment.
8. Based on these factors, on April 1 the court dismissed the petition terminating father’s 

parental rights.
9. Since then, mother left and gave no forwarding address.
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10. Father has admitted to using drugs and being unable to keep his son safe.
11. CPS placed Jarrod on June 3.

Fall 2010
12. Mother contacted CPS: she had obtained housing and wanted the family back together.
13. The plan became: father should enter residential substance-abuse treatment while mother 

worked with CPS toward reunification with Jarrod.
14. Contrary to the plan, Margaret allowed father to return to the apartment without complet-

ing treatment.
15. Soon afterward, the police were called to the apartment due to domestic violence.
16. Father was arrested and held on a current warrant for a prior charge. He remains at the FSCI 

(state prison).
17. CPI (author of this letter) and supervisor, M. Ryan, have requested on several occasions that 

mother schedule an appointment with CPS.
18. There was no response to CPI’s letter to mother’s home.
19. CPS has tried to schedule supervised visits for Margaret and Jarrod, but she has been incon-

sistent at best.
•	 She has been late on several occasions.
•	 She has missed visits without calling to cancel or reschedule.
•	 On August 2, she arrived for the visit approximately thirty minutes late, and has not 

visited since.

Recommendation
1. CPS is concerned: Jarrod has been in care for over seven months.
2. Mother had stated that she would obtain an apartment and have her son reunited with her. 

However, to this date she has failed to follow through with service planning.
3. Mother is difficult to engage and has not maintained contact with the Department.
4. Mother has not visited Jarrod since August.
5. Mother may have abandoned her son (again) and is no longer seeking reunification.
6. CPS has tried to help, with no success.
7. Mother has not responded to those attempts.
8. Therefore, the Department requests termination of parental rights (TPR).
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APPLICATION FOR A SMALL GRANT

Template

Outline

1. Brief introduction to the agency with an emphasis on the topic of the proposal.
2. Identify the amount and purpose of funding support.
3. Next, indicate the legitimacy and expertise of the agency.
4. Be sure to provide information about the agency’s purpose or mission.
5. Provide relevant examples of current and recent activities that demonstrate your agency’s 

mission in action.
6. Be sure to include the agency’s recent accomplishments.
7. Explain clearly how the grant money will be used.
8. Include logistical information related to the agency’s tax-exempt status and relevant legal 

documents, then sign-off.

Facts

1. Facts about the agency:
•	 The agency’s name is Fredonia Senior Center.
•	 FSC is located at 99 Longevity Rd., East Fenwick, FA 00099.
•	 FSC’s executive director is A. Jing Maven.
•	 FSC is a registered not-for-profit social service agency.
•	 FSC has been in business since 1955 and is a well-respected, multi-service senior center.
•	 FSC provides day services, case management, information and referrals, and socialization 

services.
•	 FSC serves an average of 350 Fredonians over the age of 55 every day.
•	 FSC’s motto is “Aging with Dignity and Respect.”
•	 FSC’s best-known programs are: annual health screenings, daily hot lunch, current events 

and movie groups, award-winning mixed chorus, and income-tax preparation.

2. Facts about the grant:
•	 The amount sought is $2500.
•	 The grantee is the Fenwick Charitable Trust, 002 Tightfist Lane, Upper Fenwick, 

FA 00002.
•	 The FCT’s director is Gofer D. Cash.

•	 The purpose is to match a federal weatherization program.
•	 The feds will match each local dollar with $10; our $2500 would attract $25000 in federal 

funds.
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•	 The federal grant must be matched by local private dollars or the money cannot be 
 allocated.

•	 The grant period would be September 1, 2012–August 31, 2013.
•	 The weatherization program will:

•	 Serve 250 Fredonians
•	 Provide a home energy audit for each participant
•	 Pay for a case manager to meet with each participant, assess needs, and make referrals 

to agencies and organizations that can meet those needs
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AGENCY LETTER IN SUPPORT OF A GRANT APPLICATION

Template

Letter Outline Overview

1. Identify the supporting agency and who and what the agency supports.
2. Explain the experience and expertise of the supporting agency.
3. Identify the grant and grant-seeking agency.
4. Explain your reason(s) for supporting the grant application.
5. Explain the importance of the grant for the target population and community.
6. Conclude with a summary statement of support for the grant application.

Facts

•	 Supportive agency is Fredonia Community Mental Health Association (CMHA).
•	 CMHA is an advocacy organization for people with mental illnesses.
•	 CMHA also operates a day program with case management for people with mental illnesses.
•	 CMHA is a not-for-profit private agency.
•	 CMHA whole heartedly supports the grant application.
•	 The grant-seeking agency is Fredonia Recovery Inc. (FRI).
•	 FRI incorporated as a non-profit substance-abuse treatment agency 5 years ago.
•	 FRI utilizes a “recovery” model, which is recognized as a “promising practice”.
•	 FRI and CMHA work together on some cases and advocacy.
•	 FRI is seeking a $1.5 million grant from the Centers for Disease Control to open a new 

 shelter for homeless people with substance-abuse and mental health issues.
•	 The grant application is titled “Pathways to Recovery”.
•	 FRI has the expertise and community support to maintain the shelter.
•	 The grant application requires brief letters of support from colleague agencies and 

 community leaders.
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LETTERS TO EDITORS: BULLYING

Template

Letter Overview Outline

1. Introduce the issue
2. Make your point
3. Cite specific, relevant information to support your point
4. Avoid personal attacks
5. Conclusion

Facts

•	 Bullying of adolescents who are visibly gay or lesbian was in the news after a teenager was 
attacked by a gang on the way home from school.

•	 Some community leaders are calling for an anti-bullying campaign in the schools as a way 
to deal with the recent increase in bullying.

•	 A bill protecting gay men and lesbians from hate crimes passed the Fredonia state legisla-
ture but was vetoed by the governor.

•	 The head of the First Church of Fredonia characterized same-sex marriage as “morally 
repugnant.”

•	 The U.S. Congress failed to act on a workplace protection bill for gays and lesbians.
•	 The letter writer wanted to connect these phenomena and blame politicians and others for 

creating a climate that promotes bullying without necessarily attacking the anti-bullying 
campaign.
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LETTERS TO EDITORS: HOMELESSNESS

Template

Letter Overview Outline

1. Introduce the issue
2. Make your point
3. Cite relevant information that supports your point
4. Avoid personal attacks
5. Conclusion

Facts

•	 On March 15, 2010, the state of Fredonia closed the Have a Heart Shelter, the state’s largest 
shelter facility.

•	 The Have a Heart Shelter was the largest statewide shelter.
•	 It was built in the 1930s by the Works Progress Administration (WPA).
•	 Have a Heart was the shelter of last resort for homeless men and women seeking night to 

night shelter.
•	 The Have a Heart Shelter could accommodate 114 people each night. In addition to shelter-

ing homeless men and women.
•	 Have a Heart provided an average of 275 nightly meals to those who stayed at the site or 

elsewhere.
•	 Fredonia Coalition for the Homeless (FCH) and other homeless and housing advocates the 

closing of the shelter.
•	 The state had not developed a plan to replace the emergency shelter beds that would be lost 

with the closing of Have a Heart.
•	 A year later, there is still no plan.
•	 In response to criticism over the closing of Have a Heart, Governor Al Loof pledged: “Noth-

ing whatsoever will happen at Have a Heart until we have established a plan to ensure that we can 
provide for the facility’s residents going forward.”

•	 Have a Heart could accommodate 114 homeless men and women per night. Just before its 
closure, an average of 200 homeless men and women sought shelter every night.

•	 Despite the Governor’s pledge, Have a Heart was closed on June 1, 2010, and was then 
demolished, without a plan to provide for the facility’s residents.

•	 The State of Fredonia spent $3.8 million for the demolition of the Have a Heart Shelter and 
the initial plans for the new State Police headquarters on the site.

•	 In November of 2011, the Governor announced that he has abandoned his plan to build the 
State Police headquarters on the site of Have a Heart, which now remains vacant.

•	 The State of Fredonia is entering the coming winter without a plan to handle the shortage of 
emergency shelter beds for homeless citizens in our state.
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•	 Homeless advocates estimate this year’s housing need will be the greatest in recent history, 
as homelessness is at an all-time high and the economy continues to sputter.

•	 Two-thirds of homeless people are children.
•	 Letter to the editor: we need a new homeless shelter and a plan to address homelessness in 

Fredonia.
•	 It is December and the cold weather has arrived.



Copyright © Springer Publishing Company, LLC. All Rights Reserved. 49

Examples

DISABILITIES CASE RECORD EXAMPLE

Date: March 20, 2011
Time period: March 1–15, 2011
Client: Michael Herman
Case manager:______________________

Description

I worked with the Herman family during these two weeks. The following events occurred: 
Irene (mom) has been hospitalized twice for complications related to pneumonia and 
 circulatory problems. Surgery was not fully successful; she has returned to occupational 
rehabilitation at FSD. She is living at home and has a personal assistant who visits at least 
once a week.
Martin (dad) had a physical check-up and is okay.
Michael’s DDS eligibility has been approved; IEP meeting is in two weeks.
Michael has not been attending day program at FBHC.
Martin is experiencing anxiety due to his inability to address all his family members’ needs.

Assessment

Michael shows mixed levels of motivation: His IADLs are adequate; he resists day treatment.
Martin is anxious about his wife and family, especially his ability to hold the family together.
Irene’s health is stable but vulnerable; her spirits are good and she thinks she can return to 
work soon (unrealistic but a good sign).
Marcia is a potential support system for client and dad, but her needs are ongoing.

Plan

To continue to work with Michael and to get him to attend day program at FBHC.
To confirm and attend Michael’s IEP meeting.
To monitor Irene’s health progress and to advocate with DDS for more personal assistant time.
To meet with Martin weekly to provide encouragement and problem solving, and perhaps I&R.
To monitor Marcia’s well-being, and to help her assume some responsibilities that will ease 
Martin’s anxiety.
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DISABILITIES PROGRESS NOTES EXAMPLE

March 2011

Re: Herman family: Michael, 16 (client); Irene, 33 (mom); Martin, 32 (dad); Marcia, 20 (sister)

Family Composition

The family consists of Michael, 16 (client); his parents, Irene and Martin; and his sister, Marcia. 
They live in an apartment in East Fenwick. The family members are long-time residents of East 
Fenwick and have been clients of Fredonia Services for the Disabled for ten years. There are no 
nearby relatives.

Background Information

Michael has had some developmental delays since childhood, but he is mainstreamed and 
 utilizes special education services in public schools. He has had IEPs since first grade. His math 
and reading scores consistently have been around the 40th percentile, or about two-to-three 
years behind grade level. He has no other diagnosed conditions. Marcia has some  developmental 
delays, but finished high school successfully, but does not have an employment history. She 
attends job readiness programs at FSD. Martin (dad) is employed as a taxi driver, and does 
some occasional security work at a department store on weekends. Irene had been working as a 
 counter-person at a chain restaurant, but a recent prolonged episode of pneumonia and gout has 
had her out of work for two months, and hospitalized this month.

Current Situation

The family rents a three-bedroom apartment in a working-class neighborhood. Both parents are 
functioning appropriately and are supportive of their adult children. Other than Irene’s recent 
medical difficulties, both are healthy. Both adult children demonstrate age-appropriate social 
skills, but appear to have few friends.

Recommendations

This is usually a well-functioning family that needs some supportive services from DDS and 
FSD. When Irene is discharged from the hospital, there may be some need for home-based 
 supportive services until she can return to work. Marcia would benefit from a sheltered-work 
environment until she becomes skilled and acclimated in a work environment. Michael’s IEP 



Examples 51

Copyright © Springer Publishing Company, LLC. All Rights Reserved.

has always called for individualized instruction in some subjects, and that is expected to 
 continue through high school. Upon graduation, he should be assessed for possible vocational 
training. Both Michael and Marcia may benefit from participation in structured, supportive 
social peer groups. When Irene returns to work, Martin should be encouraged to reduce his 
hours at the second job so he has time for himself.
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FAMILY AT RISK PROGRESS NOTES EXAMPLE

December 1, 2011

Family Composition

This family is comprised of mother, Alice Jones, age 23; father, Keith Jones, age 25; and their two 
children: Evan, age 2 ¾ and Eli, age 3 ½. Mother and father have been married for two years 
but lived together for a year before that. The family resides in a one-bedroom house in South 
 Fenwick, that they rent from an out-of-state landlord. Mother and father describe no family 
 support other than mother’s sister, who lives in River City, about 25 miles away.

Background Information

A BCI and CPS report reveals that father has a history of domestic violence. Previous CPS 
involvement includes allegations of neglect. Reports indicate that mother has “a long history of 
psychosis and trauma.” The current opening occurred following reports to CPS that mother was 
not taking her psychiatric medication, not in counseling, and “self-medicating with  marijuana 
and other drugs.” The caller also stated that father had been violent, throwing things, and 
threatening mother in front of the two children. When the CPS worker went to the home, she 
assessed the situation as unsafe for the children: the children could not be safely maintained 
at home. The living conditions in the home presented with multiple hazards and parents 
 demonstrated a lack of understanding and ability to alleviate these conditions. The CPS worker 
and mother were able to reach a maternal aunt by phone and she agreed to take the children 
temporarily.

Current Situation

After the children were removed, the maternal aunt had second thoughts and asked that CPS 
place the children elsewhere. Maternal aunt stated she was sorry but she “just could not  handle 
two small children.” CPS tried to address maternal aunt’s concerns but she maintained she 
could not do it. The oldest child, Eli, is currently placed in a non-relative foster home. The 
youngest child, Evan, is placed in the children’s emergency shelter. Mother and father were 
evicted from their rental home when the landlord saw the condition of the home. Mother had 
a brief stay in Fredonia General Hospital following a psychotic episode (details undisclosed). 
The parents are currently “staying with friends.” Mother has been referred to and received a 
substance-abuse and mental health evaluation. She is being seen on an outpatient basis for both. 
Father was referred for domestic violence treatment and substance-abuse treatment. The oldest 
child has been referred for a child development evaluation. The youngest child is being assessed 
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through the children’s shelter. The family was also referred to a local agency for outreach 
 services, specializing in family support, mental health, and substance abuse.

Recommendation

Reunification is not recommended until parents’ mental health, substance abuse, and  parenting 
abilities are sufficiently managed, so that children’s well-being is not at imminent risk. Until 
then, preference is that children be placed with a capable and willing relative, or together in 
non-relative foster care. Parents’ respective evaluations should be completed, treatment plans 
developed, and progress monitored by CPS. Children’s assessments should be completed and 
treatment plans developed. This case should remain open to CPS until sufficient progress by 
parents and children is documented. Supervised visits may be arranged when parents are 
 capable of managing them.
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CORRECTIONS INCIDENT REPORT EXAMPLE

FREDONIA DEPARTMENT OF CORRECTIONS
SEX OFFENDER TREATMENT PROGRAM
P.L., ACSW, Director
March 2009 PAROLE REPORT

May 12, 2010
Re: Arthur Wilson, #____________________

After last review in 2009, Mr. Wilson, in the SOTP, completed the educational class and then 
entered a core treatment group.

Entry Date: May 12, 2010

CELLMATE approached this writer at 7:45 AM today, alleging Mr. Wilson had made sexual 
advances toward him. It should be noted that Mr. Wilson and CELLMATE were first housed 
together yesterday, and that Mr. Wilson was in lockdown status from 10:15 AM until 6 PM. This 
writer asked CELLMATE to go outside for rec, believing that Mr. Wilson would be locked in, so 
they could be separated; however, Mr. Wilson went outside and was seen near the entrance to 
BL. CELLMATE was paged back to BL at approximately 8:40 AM.

CELLMATE said at 11:45 AM on May 11, before lunch, that Mr. Wilson was sitting on his cot. 
When CELLMATE looked over, Mr. Wilson was touching himself inappropriately. He asked 
CELLMATE if he would touch him, or a statement to that effect, “Does this turn you on,” etc. 
CELLMATE refused and told Mr. Wilson such behavior was a contract violation, which is 
 accurate. Mr. Wilson ceased.

Later, when both were locked in, approximately 5–6 PM, Mr. Wilson, lying on his bunk, again 
asked CELLMATE if he would touch him just once. CELLMATE again refused, citing SOTP 
contract. At that time CELLMATE spoke to Inmate McCarthy, who told CELLMATE to tell this 
writer in the AM.

Mr. Wilson told CELLMATE this AM not to tell this writer, and to keep the information 
between CELLMATE and Mr. Wilson. Mr. Wilson told him he wanted to go home and did 
not want any consequences from his actions. No threats were reported. This information was 
reported to the BL block officer, who logged it at approximately 8:50.

In my opinion, Mr. Wilson is not ready to safely handle parole release at this point. He has not 
adequately addressed his crime, has not achieved any level of personal insight into his offense 
circumstances, has not identified areas for sustained change, nor has he addressed his sexual 
misconduct.
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CHILD NEGLECT COURT LETTER EXAMPLE

This is a court petition, filed by the Department of Child Protective Services, to take legal 
 custody of Jarrod, age 10, due to parental neglect. The articles, “the” and “a” sometimes are 
omitted, which is acceptable to the Department and the Court.

Family members Abbreviations

Margaret, 26 (mother)
George, 26 (father)
Jarrod, male, 10

CPI=Child Protective Investigator
CPS=Child Protective Services (state child welfare department)
FSCI=Fredonia State Correction Institution (state prison)
Note: “Indicated and Neglect” are capitalized to denote legal statuses

SUMMARY OF FACTS
TO SUBSTANTIATE ALLEGATIONS OF ABUSE, NEGLECT AND/OR DEPENDENCY

OCTOBER 15, 2011
IDENTIFYING INFORMATION:  Hendricks
 CHILD:  Jarrod
 D.O.B. :  7/16/2000
 ADDRESS:
 MOTHER:  Margaret
 D.O.B. :  4/14/1986
 ADDRESS:
 PHONE:
 FATHER:  George
 D.O.B. :  1/22/1986
 ADDRESS:
 PHONE:
 CYCIS #:
 RIFC #:
 LEGAL STATUS:

This case was reopened to the Department on Jan 23, 2010, following a call to the child abuse 
and neglect hot line. The reporter alleged that father, George, had been homeless for three 
months. The reporter expressed concerns that the child, Jarrod, then age 9, wasn’t in school.

Father and son had been staying with a friend of the family but were asked to find another 
place to live, as father was not contributing to the rent. The reporter stated that father is often 
 hospitalized for diabetes and at times leaves his son with “unsuitable” caretakers. The reporter 
also believes that father may be using drugs as he “disappears” for several days at a time. 
A CPI was assigned to investigate these allegations. The case was Indicated for Neglect. A straight 
petition was filed and arraigned on Feb. 15. On Feb. 20, there was a finding of Neglect as to Father. 
The child, Jarrod, was committed to the care and custody of the Department of Child Protective 
Services. The petition as to Margaret, the mother of Jarrod, was dismissed. At that time, Margaret 
was cooperative and actively working with the Department to meet the needs of her son.
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Margaret said she had moved to Fredonia and began staying with father and son at a local 
 family shelter. She assisted with enrolling her son in school and getting him up to date on his 
medical and dental appointments. Margaret stated that she and father would obtain housing 
and that she would care for their son, Jarrod. There were no allegations as to mother; she stated 
that she did not require assistance in locating or obtaining an apartment. Therefore, on April 1, 
the petition as to father, George, was dismissed.

Since that time, mother and father have separated. Mother left Jarrod with father, and gave 
no forwarding address. Father admitted to using drugs and being unable to keep his son safe. 
 Jarrod was placed on June 3. Several months later, mother contacted DCYF, and stated that she 
had obtained housing and wanted the family back together. The plan had been for father to enter 
residential substance-abuse treatment while mother worked with CPS toward  reunification. 
However, Margaret allowed father to return to the apartment without completing  treatment. 
There was a subsequent incident in which the police were called to the apartment due to domes-
tic violence. [This sentence describes an event (not the clients) in the passive voice.] Father was 
arrested and held on a current warrant for a prior charge. He remains at the FSCI.

This social worker and supervisor, M. Ryan, have requested on several occasions that mother 
schedule an appointment with CPS. In addition, a letter was sent to the home but there was no 
response. The Department has been providing weekly supervised visits to assure that the child 
and mother maintain regular contact. Margaret has been inconsistent with visitation. She has 
been late on several occasions and has missed visits without calling to cancel or reschedule. On 
August 2, she arrived for the visit approximately thirty minutes late, and has not visited since.

The Department has strong concerns as Jarrod has been in care for over seven months. 
Mother had stated that she would obtain an apartment and have her son reunited with her. 
However, to this date she has failed to follow through with service planning. She is difficult 
to engage and has not maintained contact with the Department. She has not visited with her 
son in two months. It appears that mother has abandoned her son and is no longer seeking 
 reunification. The Department has made several attempts to resolve this issue prior to the 
filing of this  petition. However, mother has not responded to those attempts. Therefore, the 
 Department respectfully requests that this petition be granted and that Jarrod be committed to 
the care, control, and  custody of the Department of Child Protective Services.
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APPLICATION FOR A SMALL GRANT EXAMPLE

Grant Application Letter
Fredonia Senior Center
99 Longevity Rd.
East Fenwick, FA 00099
Ms. Gofer D. Cash
Fenwick Charitable Trust
002 Tightfist Lane
Upper Fenwick, FA 00002

Dear Ms. Cash,
Fredonia Senior Center respectfully requests a grant allocation of $2500, which would match 

$25,000 in federal funds, for a weatherization program in our community. Without private 
matching funds, we would lose the federal funding.

Fredonia Senior Center (FSC) enjoys a well-earned reputation as one the state’s oldest and 
most respected agencies serving older Fredonians. We have been a cornerstone of the state’s 
human service network since 1955, providing a comprehensive array of social services. Our 
motto is “Aging with Dignity and Respect.” FSC’s average daily attendance is 350 people over 
the age of 55. Our most well-known programs are annual health screenings, daily hot lunch, 
current events and movie groups, our award-winning mixed chorus, and our income-tax prepa-
ration program. Most recently, we co-sponsored a community forum on “Banned Books: Litera-
ture the Censors tried to Bury.” Six hundred people attended.

We seek $2500 for our Weatherization Program. Your grant would match and secure $25,000 
in federal dollars that will go to another state unless we find a local private contributor, as 
 specified in the grant regulations. The total of $27,500 would be used exclusively for weatheriz-
ing homes of 250 elderly Fredonians. The grant period is September 1, 2012 to August 31, 2013.

Attached please find a copy of our IRS 501C3 charitable status statement, our most recent 
 financial statement, a list of our Board of Directors, and a brochure describing all of our 
 programs and services. Please contact me if you need any further information or wish to discuss 
this request.

Thank you for your kind and generous consideration.

Sincerely yours,
Ms. A. Jing Maven

Executive Director
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AGENCY LETTER IN SUPPORT OF A GRANT APPLICATION EXAMPLE

July 16, 2011
Sharon A. Lott
Grants Liaison
Centers for Disease Control and Prevention
1600 Clifton Rd.
Atlanta, GA 30333

Dear Ms. Lott:
The Fredonia Community Mental Health Association (CMHA) supports Fredonia Recovery 
Inc.’s (FRI) proposal for a new shelter for people with mental illness and substance-abuse 
 challenges. Pathways to Recovery would be a welcome addition to our service system.

CMHA is a statewide agency serving people with a range of mental health challenges. 
We  sponsor a day program, case management, and advocacy. The new shelter would be an 
 important resource for many of our clients who struggle to recover from addictions.

FRI is a highly respected agency with proven expertise in the treatment of people with 
 addictions. We work together on many cases and as advocates for improved public policies. The 
“recovery model” is widely recognized as a promising practice. A shelter utilizing the recovery 
model would help many of our clients move toward substance-free and productive lives.

CMHA fully endorses and supports FRI’s “Pathways to Recovery” proposal, and will 
 collaborate with FRI in every way possible to ensure program success. Please contact me with 
any questions.

Sincerely,
Justin Caise

Associate Director
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LETTERS TO EDITORS: BULLYING EXAMPLE

Dear Editor:
Blame abounds for bullying.
Anti-gay bullies are products of our own homophobic environments. When the leader of the 

First Church of Fredonia refers to marriages between same-sex couples as “morally repugnant” 
and advocates their exclusion from one of our most important social institutions, bullies are 
made.

When the governor of Fredonia vetoes a bill protecting gay men and lesbians from hate 
crimes, bullies are emboldened.

When legislation protecting gay workers from being fired because of their sexual orienta-
tion languishes in Congress, bullies are empowered. And when we all say nothing about these 
 injustices, we magnify bullies’ voices.

Campaigns against bullying in schools and elsewhere are important. But we should be 
 challenging the bullies in positions of power who create and condone the homophobia that is so 
 detrimental to our young people.

Bette R. Way

Fenwick
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LETTERS TO EDITORS: HOMELESSNESS EXAMPLE

Dear Editor:
Now that the cold weather has returned, we can no longer delay taking action to respond 

to the growing homelessness crisis in Fredonia. We need a plan for responding to the needs 
of  thousands of families right now, and a long-range commitment to provide safe housing for 
 everyone who needs it.

Readers may remember the Have a Heart Homeless Shelter that Gov. Loof pledged would 
stay open until “we can provide for the facility’s residents going forward.” We all know what 
 happened just two months later. Now it is time to make good on the governor’s promise and 
commit ourselves to the goal of no one sleeping in the cold.

Ending homelessness is both humane and good for Fredonia.
Two-thirds of Fredonia’s homeless are children. Exposure to the elements during forma-

tive years (birth to adolescence) can cause developmental consequences that may never be 
addressed adequately later in life. An individual’s entire life can be affected by childhood home-
lessness. From a purely financial viewpoint of costs and benefits to the community, a dollar of 
preventive health can save ten dollars in treatment later. In addition to physical health, psycho-
logical effects can be severe. Children and adults may feel alienated, disaffected, and hopeless.

Some politicians blame the homeless themselves. “Get a job” was the solution offered by one 
presidential candidate recently. The facts indicate that the economy and personal barriers, not 
individuals’ poor choices, are most responsible for homelessness.

A coherent plan and the rebuilding of Have a Heart will benefit the homeless and the state in 
important ways. First, the construction work and need for new staff would create jobs. Second, 
helping systems would have greater access to people in need, reducing unnecessary illness and 
improving overall health in our state. For example, communicable diseases would be better 
managed. More children of homeless parents would have a chance for an education, the most 
effective way out of poverty. Early case-finding would mean some families could be identified 
before losing their housing and helped to keep their homes.

As we enter the holiday season, when we typically give thanks and think of those less 
 fortunate than ourselves, this is a perfect time to rededicate ourselves to a Fredonia without 
 homelessness.

Hope E. Ternal
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