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0	ratings0%	found	this	document	useful	(0	votes)1K	viewsThis	probation	report	template	is	used	to	evaluate	employees	and	support	management	decisions	during	an	employee's	probation	period.	It	collects	employee	details	and	ratings	on	criteria	likeAI-enhanced	title	and	descriptionSaveSave	Template	-	Probation	report	Level	1-3	(2)	For	Later0%0%
found	this	document	useful,	undefined	Probation	and	parole	reports	are	essential	documents	in	the	criminal	justice	system,	serving	to	inform	the	decisions	of	judges,	parole	boards,	and	other	stakeholders.	These	reports	are	written	by	probation	and	parole	officers,	who	play	a	crucial	role	in	monitoring	and	assisting	individuals	under	community
supervision.	This	section	introduces	the	purpose,	importance,	and	roles	associated	with	probation	and	parole	reports.	Probation	and	parole	reports	provide	a	comprehensive	account	of	an	individuals	behavior,	compliance	with	supervision	conditions,	and	overall	progress.	These	reports	help	ensure	that	decisions	regarding	sentencing,	continued
supervision,	or	revocation	are	based	on	accurate	and	up-to-date	information.	By	documenting	the	circumstances	and	progress	of	individuals	under	supervision,	these	reports	contribute	to	the	broader	goals	of	public	safety,	rehabilitation,	and	fair	treatment	within	the	justice	system.Probation	and	parole	officers	are	responsible	for	supervising
individuals	who	are	either	on	probation	(an	alternative	to	incarceration)	or	on	parole	(conditional	release	from	prison).	Their	duties	include	conducting	investigations,	developing	supervision	plans,	and	providing	support	and	resources	to	help	individuals	reintegrate	into	society.	A	key	aspect	of	their	role	is	to	prepare	detailed	reports	that	capture	the
supervised	individuals	background,	behavior,	and	compliance	with	legal	requirements.	These	reports	are	vital	tools	that	assist	in	the	decision-making	processes	of	various	criminal	justice	entities.	Types	of	Probation	and	Parole	ReportsProbation	and	parole	officers	are	required	to	write	various	types	of	reports,	each	serving	a	specific	purpose	within	the
criminal	justice	system.	Understanding	the	different	types	of	reports	is	crucial	for	officers	to	effectively	communicate	the	status	and	progress	of	individuals	under	their	supervision.	This	section	outlines	the	four	main	types	of	probation	and	parole	reports:	pre-sentence	investigation	reports,	progress	reports,	violation	reports,	and	termination
reports.Pre-sentence	Investigation	ReportsPre-sentence	investigation	(PSI)	reports	are	prepared	before	a	judge	sentences	an	individual	convicted	of	a	crime.	These	reports	provide	a	detailed	background	of	the	defendant,	including	their	criminal	history,	personal	circumstances,	and	the	impact	of	the	crime	on	the	victims.	PSIs	offer	recommendations
for	sentencing	based	on	the	assessment	of	risk	and	the	potential	for	rehabilitation.	Judges	use	these	reports	to	make	informed	sentencing	decisions	that	balance	punishment,	rehabilitation,	and	public	safety.Progress	ReportsProgress	reports	document	the	ongoing	status	and	behavior	of	individuals	under	probation	or	parole	supervision.	These	reports
include	information	about	the	individuals	compliance	with	supervision	conditions,	participation	in	required	programs,	and	any	progress	made	toward	rehabilitation	goals.	Progress	reports	help	in	monitoring	the	individuals	journey	through	the	supervision	period	and	can	inform	decisions	about	adjustments	to	the	supervision	plan	or	the	need	for
additional	interventions.Violation	ReportsViolation	reports	are	written	when	an	individual	under	supervision	fails	to	comply	with	the	conditions	of	their	probation	or	parole.	These	reports	detail	the	nature	of	the	violations,	provide	evidence	supporting	the	allegations,	and	may	include	recommendations	for	actions	to	address	the	non-compliance.
Violation	reports	are	critical	in	determining	whether	to	impose	sanctions,	modify	supervision	conditions,	or	revoke	probation	or	parole.Termination	ReportsTermination	reports	are	prepared	at	the	end	of	the	supervision	period	to	summarize	the	individuals	progress	and	outcomes.	These	reports	assess	whether	the	goals	of	supervision	have	been	met
and	provide	recommendations	for	future	actions,	such	as	the	termination	of	supervision	or	continued	monitoring.	Termination	reports	offer	a	final	evaluation	of	the	individuals	rehabilitation	and	compliance,	contributing	to	decisions	about	their	reintegration	into	society.	Key	Elements	of	a	Probation	and	Parole	ReportProbation	and	parole	reports	are
comprehensive	documents	that	require	detailed	and	accurate	information	to	effectively	communicate	the	status	and	needs	of	individuals	under	supervision.	Each	report	typically	includes	several	key	elements	that	provide	a	holistic	view	of	the	individuals	background,	behavior,	and	progress.	This	section	outlines	the	essential	components	of	probation
and	parole	reports:	identifying	information,	background	information,	offense	details,	supervision	plan,	risk	and	needs	assessment,	and	recommendations.Identifying	InformationThe	identifying	information	section	provides	basic	personal	details	about	the	individual	under	supervision.	This	includes	the	individuals	full	name,	date	of	birth,	address,	and
contact	information.	Additionally,	this	section	may	contain	identifying	numbers,	such	as	a	case	number	or	probation/parole	number,	to	ensure	the	report	is	correctly	attributed	to	the	individual.	Accurate	identifying	information	is	crucial	for	record-keeping	and	ensuring	that	the	report	is	properly	linked	to	the	individuals	case	file.Background
InformationThe	background	information	section	offers	a	comprehensive	overview	of	the	individuals	personal	history.	This	includes	details	about	their	family	background,	education,	employment	history,	and	any	previous	criminal	record.	Information	about	the	individuals	social	environment,	such	as	relationships	and	community	ties,	is	also	included.
This	section	helps	to	contextualize	the	individuals	behavior	and	circumstances,	providing	a	foundation	for	understanding	their	needs	and	risks.Offense	DetailsThe	offense	details	section	outlines	the	nature	and	circumstances	of	the	crime	committed	by	the	individual.	This	includes	a	description	of	the	offense,	the	date	it	occurred,	and	any	relevant
details	about	the	investigation	and	arrest.	Providing	clear	and	factual	offense	details	is	essential	for	understanding	the	context	of	the	supervision	and	for	making	informed	decisions	about	the	appropriate	supervision	strategies.Supervision	PlanThe	supervision	plan	section	describes	the	strategies	and	activities	designed	to	monitor	and	support	the
individual	during	their	probation	or	parole	period.	This	includes	specific	conditions	of	supervision,	such	as	mandatory	programs,	curfews,	and	regular	check-ins	with	the	probation	or	parole	officer.	The	supervision	plan	aims	to	address	the	individuals	needs	and	reduce	the	risk	of	reoffending	through	targeted	interventions	and	support.Risk	and	Needs
AssessmentThe	risk	and	needs	assessment	section	evaluates	the	individuals	likelihood	of	reoffending	and	identifies	their	specific	needs	that	must	be	addressed	to	reduce	this	risk.	This	assessment	is	typically	based	on	standardized	tools	and	includes	factors	such	as	the	individuals	criminal	history,	substance	abuse	issues,	mental	health	status,	and
social	support	systems.	Understanding	the	individuals	risk	and	needs	is	crucial	for	tailoring	the	supervision	plan	to	promote	successful	rehabilitation.RecommendationsThe	recommendations	section	provides	the	probation	or	parole	officers	professional	judgment	about	the	necessary	actions	and	interventions	to	support	the	individuals	rehabilitation
and	ensure	public	safety.	This	may	include	suggestions	for	additional	programs,	changes	to	supervision	conditions,	or,	in	the	case	of	violations,	recommendations	for	sanctions	or	revocation.	Clear	and	well-supported	recommendations	help	guide	decision-makers	in	taking	appropriate	actions	based	on	the	individuals	progress	and	needs.	Guidelines	for
Professional	WritingWriting	probation	and	parole	reports	requires	adherence	to	professional	standards	to	ensure	the	reports	are	effective	and	credible.	Adopting	best	practices	in	writing	enhances	the	quality	and	utility	of	these	reports.	This	section	outlines	key	guidelines	for	professional	writing,	focusing	on	clarity	and	conciseness,	objectivity	and
neutrality,	accuracy	and	fact-checking,	and	confidentiality	considerations.Clarity	and	ConcisenessClarity	and	conciseness	are	fundamental	to	professional	writing.	Probation	and	parole	reports	should	be	written	in	clear,	straightforward	language	that	avoids	unnecessary	jargon.	Sentences	and	paragraphs	should	be	concise,	conveying	essential
information	without	verbosity.	Clear	and	concise	writing	helps	ensure	that	the	report	is	easily	understood	by	all	stakeholders,	including	judges,	attorneys,	and	social	service	providers,	facilitating	better	decision-making.Objectivity	and	NeutralityObjectivity	and	neutrality	are	crucial	in	maintaining	the	integrity	of	probation	and	parole	reports.	Writers
must	present	facts	without	personal	bias	or	subjective	opinions.	Descriptions	of	the	individuals	behavior	and	circumstances	should	be	based	on	observable	evidence	and	verified	information.	Maintaining	objectivity	and	neutrality	ensures	that	the	reports	are	fair	and	impartial,	upholding	the	credibility	of	the	criminal	justice	system.Accuracy	and	Fact-
CheckingAccuracy	is	essential	in	probation	and	parole	reports,	as	they	are	used	to	make	significant	decisions	about	an	individuals	life.	All	information	included	in	the	reports	must	be	fact-checked	and	verified	to	avoid	errors.	This	includes	double-checking	dates,	names,	and	other	specific	details.	Accurate	reporting	helps	prevent	misunderstandings
and	ensures	that	decisions	are	based	on	reliable	information.Confidentiality	ConsiderationsConfidentiality	is	a	critical	consideration	in	probation	and	parole	reporting.	Reports	often	contain	sensitive	personal	information	that	must	be	handled	with	care.	Writers	must	ensure	that	reports	comply	with	legal	and	ethical	standards	for	confidentiality,
protecting	the	privacy	of	the	individuals	involved.	This	includes	securely	storing	reports	and	sharing	them	only	with	authorized	personnel.	Adhering	to	confidentiality	guidelines	helps	build	trust	in	the	reporting	process	and	protects	the	rights	of	individuals	under	supervision.	Its	important	to	note	that	each	jurisdiction	may	have	its	own	specific	forms
and	formatting	requirements	for	probation	and	parole	reports.	The	guidelines	and	examples	provided	in	this	appendix	are	intended	as	general	information	and	may	need	to	be	adapted	to	comply	with	local	standards	and	regulations.	Always	refer	to	your	jurisdictions	policies	and	procedures	to	ensure	your	reports	meet	the	required	criteria.Structure
and	FormatA	well-structured	and	consistently	formatted	probation	or	parole	report	enhances	readability	and	ensures	that	all	necessary	information	is	clearly	communicated.	This	section	covers	the	standard	format	for	these	reports,	the	use	of	sections	and	headings,	the	appropriate	use	of	bullet	points	and	lists,	and	provides	a	sample	template	to	guide
writers.Standard	FormatProbation	and	parole	reports	should	adhere	to	a	standard	format	to	ensure	uniformity	and	professionalism.	This	typically	includes	a	title	page	with	identifying	information	such	as	the	report	type,	individuals	name,	and	case	number.	Following	the	title	page,	the	report	should	have	clearly	delineated	sections	that	address	all
required	elements	systematically.	Standard	formatting	guidelines	also	include	using	a	professional	font,	such	as	Times	New	Roman	or	Arial,	in	size	12,	with	1-inch	margins	on	all	sides	and	double	spacing	to	enhance	readability.Sections	and	HeadingsUsing	sections	and	headings	effectively	organizes	the	content	of	the	report	and	makes	it	easier	for
readers	to	find	specific	information.	Each	key	element	of	the	report	should	have	its	own	section,	clearly	labeled	with	a	heading.	For	instance,	sections	might	include	Identifying	Information,	Background	Information,	Offense	Details,	Supervision	Plan,	Risk	and	Needs	Assessment,	and	Recommendations.	Headings	should	be	bolded	or	underlined	to
distinguish	them	from	the	body	text	and	create	a	visual	hierarchy.Use	of	Bullet	Points	and	ListsBullet	points	and	lists	can	be	used	to	present	information	in	a	clear	and	concise	manner.	They	are	particularly	useful	for	summarizing	conditions	of	supervision,	listing	risk	factors,	or	detailing	recommendations.	Using	bullet	points	helps	break	up	dense	text
and	allows	readers	to	quickly	grasp	key	points.	However,	bullet	points	should	be	used	judiciously	to	maintain	the	professional	tone	of	the	report.Sample	TemplateBelow	is	a	sample	template	to	guide	the	structure	and	format	of	probation	and	parole	reports:Title	PageReport	Type:	Pre-sentence	Investigation	ReportIndividuals	Name:	John	DoeCase
Number:	12345Identifying	InformationFull	Name:	John	DoeDate	of	Birth:	January	1,	1980Address:	123	Main	Street,	City,	StateBackground	InformationFamily	Background:	[Details]Education:	[Details]Employment	History:	[Details]Criminal	Record:	[Details]Offense	DetailsOffense:	[Description]Date:	[Date]Circumstances:	[Details]Supervision
PlanConditions	of	Supervision:Attend	substance	abuse	counselingMaintain	employmentRegular	check-ins	with	officerRisk	and	Needs	AssessmentRisk	Factors:	[List]Needs:	[List]RecommendationsSuggested	Actions:	[Details]By	following	this	structured	approach,	probation	and	parole	officers	can	ensure	their	reports	are	comprehensive,	clear,	and
professionally	presented.	Writing	Pre-sentence	Investigation	ReportsPre-sentence	investigation	(PSI)	reports	are	crucial	in	aiding	judges	to	make	informed	sentencing	decisions.	These	reports	provide	a	comprehensive	background	of	the	defendant,	highlighting	their	history	and	the	context	of	their	offense.	This	section	covers	the	process	of	gathering
information,	interviewing	techniques,	presenting	findings,	and	provides	example	excerpts	to	illustrate	best	practices.Gathering	InformationGathering	comprehensive	and	accurate	information	is	the	first	step	in	writing	a	PSI	report.	This	involves	collecting	data	from	various	sources,	including	criminal	records,	employment	histories,	educational
backgrounds,	and	medical	records.	Additionally,	probation	officers	often	obtain	information	from	collateral	contacts	such	as	family	members,	employers,	and	treatment	providers.	This	multifaceted	approach	ensures	that	the	report	provides	a	well-rounded	view	of	the	defendants	life	and	circumstances.Interviewing	TechniquesEffective	interviewing
techniques	are	essential	for	obtaining	accurate	and	relevant	information	from	the	defendant	and	other	sources.	Officers	should	use	open-ended	questions	to	encourage	detailed	responses	and	actively	listen	to	gather	insights	into	the	defendants	behavior	and	motivations.	Establishing	rapport	and	maintaining	a	neutral,	non-judgmental	stance	can	help
in	obtaining	candid	and	honest	information.	Interviews	should	be	thoroughly	documented,	noting	both	verbal	and	non-verbal	cues	that	might	be	pertinent	to	the	report.Presenting	FindingsPresenting	findings	in	a	clear	and	organized	manner	is	critical	to	the	utility	of	a	PSI	report.	The	report	should	systematically	cover	all	required	sections,	including
the	defendants	background,	the	offense	details,	and	the	impact	on	victims.	Information	should	be	presented	factually,	without	bias,	and	include	relevant	data	that	supports	the	findings.	Summarizing	key	points	at	the	beginning	of	each	section	can	help	ensure	that	readers	grasp	the	most	important	information	quickly.Example	ExcerptsHere	are	some
example	excerpts	to	illustrate	how	findings	might	be	presented	in	a	PSI	report:Identifying	Information:	John	Doe,	born	January	1,	1980,	resides	at	123	Main	Street,	City,	State.	He	is	currently	employed	as	a	mechanic	at	Auto	Repair	Shop.Offense	Details:	On	March	15,	2023,	John	Doe	was	arrested	for	burglary.	The	offense	involved	breaking	into	a
residential	home	and	stealing	electronics	valued	at	approximately	$2,000.	No	one	was	injured	during	the	incident.Background	Information:	John	Doe	has	a	high	school	diploma	and	has	been	employed	steadily	for	the	past	five	years.	He	has	no	prior	criminal	record	but	has	a	history	of	substance	abuse,	for	which	he	completed	a	rehabilitation	program
in	2020.By	following	these	guidelines,	probation	officers	can	produce	thorough	and	reliable	PSI	reports	that	support	informed	judicial	decision-making.	Writing	Progress	ReportsProgress	reports	are	essential	tools	for	tracking	the	behavior	and	development	of	individuals	under	probation	or	parole.	These	reports	provide	updates	on	compliance,
achievements,	setbacks,	and	necessary	adjustments	to	supervision	plans.	This	section	covers	how	to	monitor	compliance,	report	achievements	and	setbacks,	update	supervision	plans,	and	includes	example	excerpts.Monitoring	ComplianceMonitoring	compliance	involves	regularly	checking	whether	the	individual	is	adhering	to	the	conditions	of	their
probation	or	parole.	This	includes	verifying	attendance	at	mandated	programs,	conducting	drug	tests,	and	ensuring	the	individual	meets	curfews	and	other	specified	conditions.	Detailed	records	of	compliance	checks	should	be	maintained	to	provide	an	accurate	account	of	the	individuals	adherence	to	their	supervision	terms.Reporting	Achievements
and	SetbacksA	balanced	progress	report	highlights	both	achievements	and	setbacks.	Achievements	might	include	successful	completion	of	treatment	programs,	obtaining	employment,	or	maintaining	stable	housing.	Setbacks	could	involve	missed	appointments,	failed	drug	tests,	or	new	criminal	charges.	By	documenting	both	positive	and	negative
developments,	the	report	provides	a	comprehensive	view	of	the	individuals	progress	and	areas	needing	improvement.Updating	Supervision	PlansBased	on	the	individuals	progress,	the	supervision	plan	may	need	adjustments.	This	could	involve	modifying	conditions,	introducing	new	programs,	or	providing	additional	support	services.	Regularly
updating	the	supervision	plan	ensures	it	remains	relevant	and	effective	in	addressing	the	individuals	needs	and	promoting	their	rehabilitation.Example	ExcerptsMonitoring	Compliance:	John	Doe	has	attended	all	scheduled	substance	abuse	counseling	sessions	and	passed	each	weekly	drug	test	conducted	since	his	last	report.Reporting	Achievements:
John	Doe	secured	a	full-time	job	at	XYZ	Manufacturing	and	has	received	positive	feedback	from	his	employer	regarding	his	performance	and	punctuality.Reporting	Setbacks:	John	Doe	missed	his	curfew	on	June	15,	2023,	and	failed	to	report	to	his	probation	officer	as	required	the	following	day.	Additionally,	he	tested	positive	for	alcohol	during	a
routine	check	on	June	18,	2023.Updating	Supervision	Plans:	In	light	of	John	Does	recent	setbacks,	it	is	recommended	to	increase	the	frequency	of	his	check-ins	to	bi-weekly	and	to	enroll	him	in	an	additional	support	group	for	alcohol	dependency.By	accurately	monitoring	compliance,	reporting	progress,	and	updating	supervision	plans,	probation	and
parole	officers	can	effectively	support	the	rehabilitation	process	and	ensure	public	safety.	Writing	Violation	ReportsViolation	reports	are	critical	documents	that	detail	instances	where	an	individual	under	probation	or	parole	has	failed	to	comply	with	the	terms	of	their	supervision.	These	reports	must	clearly	identify	violations,	document	evidence,	and
recommend	appropriate	actions.	This	section	covers	the	process	of	identifying	violations,	documenting	evidence,	recommending	actions,	and	includes	example	excerpts.Identifying	ViolationsIdentifying	violations	involves	clearly	stating	the	specific	terms	of	probation	or	parole	that	the	individual	has	breached.	Violations	can	include	missed
appointments,	failed	drug	tests,	new	criminal	offenses,	or	any	other	non-compliance	with	supervision	conditions.	Clearly	identifying	these	violations	is	essential	for	ensuring	that	the	report	accurately	reflects	the	individuals	behavior.Documenting	EvidenceDocumenting	evidence	requires	gathering	and	presenting	factual	information	that	supports	the
identified	violations.	This	might	include	drug	test	results,	police	reports,	witness	statements,	or	records	of	missed	appointments.	Evidence	should	be	detailed	and	objective,	providing	a	clear	basis	for	the	reported	violations.Recommending	ActionsRecommending	actions	involves	suggesting	appropriate	responses	to	the	violations.	These
recommendations	can	range	from	increased	supervision,	mandatory	treatment	programs,	or,	in	severe	cases,	revocation	of	probation	or	parole.	Recommendations	should	be	based	on	the	severity	of	the	violations	and	the	individuals	overall	behavior	and	progress.Example	ExcerptsIdentifying	Violations:	John	Doe	failed	to	attend	his	scheduled	drug
counseling	session	on	July	5,	2023,	and	was	not	present	for	his	mandatory	curfew	check	on	July	7,	2023.Documenting	Evidence:	On	July	8,	2023,	a	drug	test	conducted	on	John	Doe	returned	positive	for	methamphetamine.	Additionally,	attendance	logs	from	the	counseling	center	confirm	his	absence	on	July	5,	2023.	The	curfew	monitoring	report	from
July	7,	2023,	indicates	he	was	not	at	his	residence	at	the	required	time.Recommending	Actions:	Given	the	repeated	violations,	it	is	recommended	that	John	Does	supervision	conditions	be	modified	to	include	electronic	monitoring.	Additionally,	it	is	suggested	that	he	be	required	to	attend	a	more	intensive	substance	abuse	treatment	program.	If	non-
compliance	continues,	a	revocation	of	probation	may	be	necessary.By	accurately	identifying	violations,	thoroughly	documenting	evidence,	and	making	informed	recommendations,	probation	and	parole	officers	can	ensure	appropriate	responses	that	promote	accountability	and	support	rehabilitation.	Writing	Termination	ReportsTermination	reports
mark	the	conclusion	of	an	individuals	probation	or	parole	supervision	period.	These	reports	summarize	the	supervision	period,	assess	outcomes,	and	provide	final	recommendations.	This	section	outlines	how	to	effectively	write	termination	reports	by	covering	these	key	elements	and	includes	example	excerpts.Summarizing	Supervision
PeriodSummarizing	the	supervision	period	involves	providing	an	overview	of	the	individuals	behavior,	compliance,	and	progress.	This	includes	noting	any	significant	achievements,	challenges,	and	interventions	that	occurred	during	the	supervision	period.	The	summary	should	present	a	clear	timeline	of	key	events	and	actions	taken	by	both	the
individual	and	the	supervising	officer.Assessing	OutcomesAssessing	outcomes	requires	evaluating	the	individuals	progress	toward	rehabilitation	and	their	adherence	to	supervision	conditions.	This	includes	considering	improvements	in	behavior,	completion	of	mandated	programs,	and	any	remaining	issues.	An	honest	assessment	of	the	individuals
current	status	and	readiness	for	unsupervised	living	is	crucial.Final	RecommendationsFinal	recommendations	should	be	based	on	the	individuals	overall	performance	during	the	supervision	period.	This	might	include	suggestions	for	continued	support	services,	if	necessary,	or	recommendations	for	complete	termination	of	supervision.	These
recommendations	help	ensure	that	the	individual	receives	appropriate	follow-up	and	support	after	the	end	of	formal	supervision.Example	ExcerptsSummarizing	Supervision	Period:	John	Doe	has	been	under	probation	supervision	from	January	1,	2022,	to	January	1,	2024.	During	this	period,	he	attended	all	required	substance	abuse	counseling
sessions,	maintained	consistent	employment,	and	complied	with	curfew	requirements.	There	were	two	noted	violations	regarding	missed	appointments,	which	were	addressed	promptly.Assessing	Outcomes:	John	Doe	has	shown	significant	improvement	in	managing	his	substance	abuse	issues,	maintaining	sobriety	for	the	past	18	months.	His
employment	record	has	been	stable,	and	he	has	developed	positive	relationships	within	his	community.	There	are	no	new	criminal	charges	or	significant	compliance	issues.Final	Recommendations:	It	is	recommended	that	John	Does	probation	be	successfully	terminated.	However,	it	is	advised	that	he	continue	attending	voluntary	support	group
meetings	to	sustain	his	progress.	No	further	formal	supervision	is	deemed	necessary.By	effectively	summarizing	the	supervision	period,	assessing	outcomes,	and	providing	well-founded	final	recommendations,	probation	and	parole	officers	can	ensure	a	smooth	transition	for	individuals	moving	beyond	formal	supervision.	Common	Challenges	and
SolutionsWriting	probation	and	parole	reports	can	present	several	challenges.	Understanding	these	common	issues	and	how	to	address	them	is	crucial	for	creating	effective	and	reliable	reports.	This	section	covers	dealing	with	incomplete	information,	managing	bias,	and	writing	under	time	constraints,	offering	practical	solutions	for	each.Dealing	with
Incomplete	InformationChallenge:	Incomplete	information	can	hinder	the	accuracy	and	comprehensiveness	of	reports.	Solution:	Probation	and	parole	officers	should	use	multiple	sources	to	gather	information,	including	criminal	records,	interviews,	and	collateral	contacts.	When	certain	information	is	unavailable,	clearly	note	this	in	the	report	and
explain	the	efforts	made	to	obtain	it.	Use	available	data	to	make	reasonable	inferences,	but	avoid	speculation.Managing	BiasChallenge:	Personal	biases	can	affect	the	objectivity	of	reports.	Solution:	Officers	must	strive	to	maintain	objectivity	by	focusing	on	factual,	verifiable	information.	Regular	training	on	bias	awareness	and	ethical	writing	practices
can	help.	Peer	reviews	of	reports	can	also	provide	an	additional	layer	of	objectivity,	ensuring	that	personal	biases	are	minimized.Writing	Under	Time	ConstraintsChallenge:	Time	constraints	can	impact	the	thoroughness	and	quality	of	reports.	Solution:	Effective	time	management	and	organizational	skills	are	essential.	Officers	should	prioritize	tasks,
use	checklists	to	ensure	all	required	elements	are	covered,	and	set	aside	specific	times	for	report	writing.	Utilizing	templates	can	streamline	the	process,	ensuring	consistency	and	saving	time.	Additionally,	setting	internal	deadlines	well	ahead	of	official	ones	can	provide	a	buffer	for	review	and	revisions.By	addressing	these	common	challenges	with
practical	solutions,	probation	and	parole	officers	can	improve	the	quality	and	reliability	of	their	reports,	ultimately	enhancing	the	effectiveness	of	the	criminal	justice	system.	ConclusionIn	this	appendix,	weve	explored	the	various	types	of	probation	and	parole	reports,	key	elements	for	effective	writing,	and	guidelines	for	maintaining	professionalism.
Weve	also	addressed	common	challenges	and	provided	solutions	to	enhance	report	quality.	Writing	clear,	accurate,	and	objective	reports	is	essential	for	supporting	judicial	decisions	and	promoting	successful	rehabilitation.	Continuous	practice	and	seeking	feedback	from	peers	and	supervisors	can	significantly	improve	your	report-writing	skills.
Embrace	these	opportunities	to	refine	your	approach	and	contribute	positively	to	the	criminal	justice	system.	Modification	History	File	Created:	07/25/2024	Last	Modified:	07/25/2024	[	Back	|	Content	|	Next	]	This	work	is	licensed	under	anOpen	Educational	Resource-Quality	Master	Source	(OER-QMS)	License.	December	2018.	Im	working	the	last	of	a
handful	of	back-to-back	homicide	cases	I	was	assigned,	one	of	which	involves	two	former	juvenile	probation	clients	I	was	familiar	with.	I	saw	them	grow	up	from	14,	15	years	old,	only	to	wind	up	sentenced	to	life	without	parole.	I	felt	like	the	system	failed	them.	Now,	facing	me	is	a	report	on	a	triple	homicide,	the	circumstances	of	which	were
absolutely	heartbreaking.	And	its	a	week	before	Christmas.	To	say	Im	emotionally	invested	is	an	understatement.	But	I	know	its	imperative	my	report	be	accurate,	thorough	and	logical.Reports	may	be	considered	the	lifeblood	of	probation.	As	someone	works	their	way	through	the	criminal	justice	system,	numerous	decisions	must	be	made:	When	will
sentencing	take	place?	Does	a	certain	activity	violate	their	terms	of	release?	Is	a	home	visit	appropriate?	A	search?	With	a	juvenile,	which	systemchild	welfare	services	or	probationshould	take	precedence?Reports	provide	both	the	impetus	to	think	through	these	decisions	and	the	documentation	of	the	reasoning	behind	them.	Accuracy	is	essential;
conciseness	is	critical.	Yet	too	often,	probation	reports	get	rushed,	buried	under	voluminous	caseloads	and	demanding	deadlines.	Often	a	sloppy	or	incomplete	report	is	simply	embarrassing	or	cause	for	a	supervisors	disapproval.	But	the	consequences	can	be	dire,	tooa	failed	opportunity	to	help	a	client	manage	a	drug	addiction,	or	missing	the	warning
signs	that	a	sex	offender	is	participating	in	dangerous	behavior	that	endangers	the	community.Types	of	Probation	ReportsProbation	officers	author	many	types	of	reports.	Perhaps	the	most	comprehensive	is	the	presentence	investigation	report,	which	typically	involves	a	complete	biographic,	demographic	and	social	history	of	the	defendant,	as	well	as
an	overview	of	the	offense(s)	he	or	she	is	being	sentenced	for.	The	report	may	also	include	a	complex	sentencing	analysis,	that	requires	hours	of	review	and	a	discussion/examination	of	applicable	sentencing	and	case	law,	which	is	then	included	in	the	recommendation	to	the	court.Dedication	to	your	work	is	important,	but	you	also	must	be	OK	with
cutting	the	cord,	filing	the	report	and	moving	on.For	this	report	the	probation	officer	will	review	and	evaluate	the	clients	criminal	history,	including	juvenile	arrest	and	adjudication	records	if	appropriate,	and	consider	aggravating	and	mitigating	circumstances	regarding	the	defendant	and	the	crime(s)	he	or	she	has	been	convicted	of.	They	will	also
document	the	offenders	physical	and	mental	health	needs,	employment	and	education	history,	military	records	and	community	ties.	The	officer	may	also	use	a	risk	and	needs	assessment	tool	to	try	to	predict	the	level	of	risk	the	offender	poses	to	re-offend.	The	presentence	investigation	report	is	critical,	as	it	will	set	the	conditions	for	the	offenders
release	and	supervision,	sometimes	for	years	to	come.Some	other	probation	reports	tend	to	be	shorter	and	include:Referral	reportsCourts	frequently	ask	for	status	updates	on	offenders	or	for	credit	calculations	to	calculate	jail	time	served/credits	earned.Specialty	court	program	status	updatesOffenders	serving	sentences	through	mental	health	courts,
veterans	courts,	domestic	violence	courts	and	substance	abuse	courts	often	require	biweekly	or	monthly	status	updates	to	document	their	compliance	with	the	terms	of	their	probation.Arrest	reportsProbation	officers	must	sometimes	arrest	offenders	for	violating	the	conditions	of	probation	or	for	new	criminal	activity,	sometimes	unveiled	during	home
visits,	field	and/or	office	contacts.	Arrests	of	a	probation	client	require	a	report	just	like	any	arrest.Incident	reportsAnytime	something	is	out	of	the	ordinary,	the	probation	officer	should	document	it.	For	example,	a	victim	may	accuse	a	probationer	of	continuing	to	harass	him	or	her,	even	though	a	restraining	order	is	in	place.	In	this	case	the	probation
officer	must	document	what	happened,	refer	the	incident	to	local	law	enforcement	and	determine	if	filing	a	violation	of	probation	with	the	court	is	warranted.Where	Reports	Go	BadProbation	reports	can	suffer	from	the	same	errors	that	plague	any	type	of	writing,	ranging	from	minor	to	serious.	Spelling,	grammar	and	formatting	errors	creep	in	easily,
and	while	they	may	seem	minor,	they	can	have	a	significant	impact	on	how	the	report	is	regarded	or	even	contribute	to	misinterpretations	by	the	courts,	attorneys	and	others.	Serious	defects	in	report	writing	include	missing,	inaccurate	or	poorly	documented	information.Most	probation	report	shortcomings	arent	the	result	of	uneducated	officers	or
officers	who	are	just	plain	bad	writers.	Rather,	they	result	from	lack	of	time.	Officers	pressed	for	time	may	feel	they	cant	do	a	second	review	on	the	report,	so	they	skip	the	essential	proofread	and	edit	stages.Time	constraints	are	part	of	the	very	nature	of	probation.	You	may	be	a	field	supervision	officer	who	gets	assigned	a	report	for	training
purposes,	but	then	you	also	get	an	overflow	report.	Then,	a	probationer	you	know	well	requires	a	report,	so	it	gets	assigned	to	you.	Before	long,	you	can	be	fielding	several	reports	at	the	same	time.Most	probation	report	shortcomings	arent	the	result	of	uneducated	officers	or	officers	who	are	just	plain	bad	writersthey	result	from	lack	of	time.Adding
to	the	volume	is	the	short	turnaround	time	we	often	face	from	courts.	Probation	officers	are	frequently	tasked	with	conducting	pretrial	assessments	through	arraignment	courtswould	the	subject	be	a	good	candidate	for	pretrial	release	and	supervision?	With/without	GPS	monitoring?	A	probation	officer	may	be	juggling	several	referrals	from
arraignment	court,	each	of	which	requires	interviewing	the	inmate,	contacting	victims	and	verifying	referencesall	within	one	to	two	days	turnaround	time,	or	less.Facing	set	timeframes	from	the	courts	and	dealing	with	a	high	volume	of	reports,	were	not	always	afforded	enough	time	to	do	a	thorough	investigation.	And	sometimes	it	shows.Strategies
for	Writing	Better	ReportsReport	writing	will	always	be	one	of	the	more	challenging	aspects	of	the	probation	officers	job,	but	there	are	strategies	to	make	it	easier.	Perhaps	the	most	important	is	to	keep	a	detailed,	up-to-date	calendar.	As	soon	as	you	get	a	case	referred	for	a	report,	enter	it	into	whatever	calendar	you	use,	whether	its	a	paper
planner/calendar,	Outlook	or	Google.	Plug	in	the	date	you	received	the	referral,	the	date	the	report	is	due	to	file	and	the	date	due	to	supervisor	for	review.	This	will	help	you	prioritize	reports	so	youre	not	waiting	to	the	last	minute	to	start,	and	you	wont	miss	crucial	deadlines.In	any	type	of	investigation,	time	management	is	critical.	Know	your	judicial
timeframes.	Do	you	have	48	hours	to	get	the	subject	before	a	judge,	or	do	you	have	72	hours?	Remember	the	clock	starts	with	arrest,	not	booking	time.	Knowing	and	managing	those	parameters	will	reduce	the	chances	you	feel	rushed	when	writing	the	report.Other	tips	include:When	youre	done	with	the	draft	of	your	report,	put	it	down	and	walk	away
from	it.	Separate	yourself	from	it	before	you	proofread	and	edit,	even	if	its	just	for	a	few	minutes.Print	the	report	and	if	possible,	read	it	out	loud.	Our	brains	are	great	at	filling	in	missing	information	and	correcting	grammatical	errors,	which	are	even	more	difficult	to	see	on	a	computer	screen.	Printing	and	reading	aloud	can	reveal	errors	youll	miss
every	time	when	youre	reading	the	report	on	your	computer.	Reading	the	report	aloud	is	great	for	revealing	awkward	syntax,	inappropriate	or	unprofessional	tone,	and	overreliance	on	passive	voice.Get	another	officer	to	review	your	report.	Peer	review	is	a	fundamental	step	in	probation	report	writing,	but	too	often	it	falls	victim	to	the	time	crunch.
Try	to	get	in	the	habit	of	swapping	reports	with	a	colleague	you	trust.	Its	so	much	easier	to	take	feedback	from	a	peer	than	a	supervisor.	While	it	may	require	a	little	more	time	on	the	front	end,	this	step	will	reduce	rewrite	requests,	saving	you	time	in	the	long	run.When	starting	an	assignment	with	a	new	supervisor,	ask	your	new	supervisor	up	front
about	their	preferred	style	for	reports	and	whether	they	can	share	examples	of	reports	they	consider	exemplary.	Adjusting	to	a	new	supervisors	style	can	be	frustrating,	but	much	less	so	if	you	determine	up	front	what	adjustments	you	may	need	to	make,	rather	than	figuring	it	out	through	a	series	of	rewrite	requests	over	the	first	few	weeks.	Also,	ask
your	supervisor	to	provide	feedback	that	indicates	not	just	what	to	change,	but	why,	so	you	can	cut	down	on	the	back-and-forth	and	avoid	making	the	same	mistakes	again.Let	It	GoProbation	officers	are	accountable	for	writing	accurate	and	thorough	reports.	But	in	the	end,	the	best	advice	I	can	give	is	to	remember	that	you	dont	own	the	work.
Ultimately,	a	probation	report	is	not	yours.	You	contributed	to	authoring	it,	but	it	belongs	to	your	agency.Understanding	this	is	key	to	creating	emotional	separation	with	your	workand	with	the	case.	When	you	invest	a	lot	of	emotional	effort	into	a	project	or	task,	its	so	much	more	difficult	to	step	back	and	feel	good	about	it.	Dedication	to	your	work	is
important,	but	you	also	must	be	OK	with	cutting	the	cord,	filing	the	report	and	moving	on.	Because	theres	another	report	waiting,	and	it	needs	your	attention,	too.So	what	did	I	do	as	Christmas	drew	near	and	I	dealt	with	the	impact	of	multiple	back-to-back	homicide	cases?	Uncharacteristically,	I	waited	until	the	day	before	the	report	was	due	to	write
and	submit	it.	I	knew	I	had	to	separate	from	the	case	for	a	few	days	to	allow	my	brain	to	engage	on	an	analytic	level.	Although	I	would	have	preferred	not	to	wait,	giving	myself	time	away	from	the	case	allowed	me	to	prevent	my	emotions	from	taking	over.	I	wrote	the	best	report	I	could,	proofread	it,	read	it	out	loud,	had	a	colleague	and	my	supervisor
review	it	and	filed	it.And	then,	I	took	a	deep	breath,	and	let	it	go.	These	assessment	report	templates	for	officers	on	probation	serve	as	essential	tools	for	evaluating	and	documenting	the	performance	of	probationary	officers	within	our	organization.	During	the	probationary	period,	it	is	crucial	to	provide	structured	feedback	to	help	these	officers
succeed	in	their	roles	and	make	informed	decisions	regarding	their	continued	employment	or	probation	extension.	Each	template	is	thoughtfully	designed	to	capture	a	comprehensive	view	of	the	officer's	performance,	including	strengths,	areas	for	improvement,	key	accomplishments,	and	specific	recommendations.	By	utilizing	these	templates,	we	aim
to	maintain	transparency,	fairness,	and	consistency	in	our	assessment	processes,	ultimately	contributing	to	the	professional	development	and	success	of	our	probationary	officers	while	ensuring	the	organization's	standards	are	upheld.Template	Performance	Assessment	Report[Organization	Name]Probationary	Officer	Assessment	ReportName	of
Probationary	Officer:	[Officer's	Name]Position:	Probationary	OfficerProbationary	Period:	[Start	Date]	-	[End	Date]Date	of	Assessment:	[Assessment	Date]Overall	Performance	Rating:	[Insert	Rating:	Exceeds	Expectations,	Meets	Expectations,	Needs	Improvement]Summary	of	Performance:[Provide	a	brief	summary	of	the	probationary	officer's
performance	during	the	probationary	period.	Highlight	key	accomplishments,	strengths,	and	areas	for	improvement.]Strengths:[List	the	officer's	strengths	and	notable	achievements.]Areas	for	Improvement:[List	the	areas	where	the	officer	could	improve	and	provide	specific	recommendations	for	development.]Key	Performance	Metrics:[List	and
evaluate	specific	performance	metrics	and	goals	that	were	set	for	the	probationary	officer.]Recommendation:[Provide	a	recommendation	for	the	officer's	continued	employment	or	extension	of	the	probationary	period.]Comments	and	Additional	Feedback:[Include	any	additional	comments,	feedback,	or	observations	regarding	the	probationary	officer's
performance.]Supervisor's	Signature:	________________________________Date:	[Date]Template	Probationary	Officer	Evaluation[Organization	Name]Probationary	Officer	Performance	EvaluationName	of	Probationary	Officer:	[Officer's	Name]Position:	Probationary	OfficerProbationary	Period:	[Start	Date]	-	[End	Date]Date	of	Evaluation:	[Evaluation
Date]Performance	Rating:	[Insert	Rating:	Exemplary,	Satisfactory,	Unsatisfactory]Performance	Summary:[Provide	a	concise	summary	of	the	probationary	officer's	performance	during	the	probationary	period,	highlighting	accomplishments	and	challenges.]Accomplishments:[List	the	officer's	achievements	and	contributions	to	the	organization.]Areas
Needing	Improvement:[Identify	areas	where	improvement	is	needed	and	suggest	steps	for	improvement.]Observations	and	Feedback:[Share	specific	observations	and	feedback	on	the	officer's	performance,	including	strengths	and	weaknesses.]Recommendation:[Recommend	whether	to	confirm	the	officer's	employment,	extend	the	probationary
period,	or	terminate	employment.]Supervisor's	Signature:	________________________________Date:	[Date]Template	Probationary	Officer	Performance	Report[Organization	Name]Probationary	Officer	Performance	ReportName	of	Probationary	Officer:	[Officer's	Name]Position:	Probationary	OfficerProbationary	Period:	[Start	Date]	-	[End	Date]Date	of
Report:	[Report	Date]Performance	Rating:	[Insert	Rating:	Excellent,	Satisfactory,	Needs	Improvement]Performance	Summary:[Provide	an	overview	of	the	probationary	officer's	performance,	including	notable	achievements	and	areas	requiring	attention.]Achievements:[List	the	officer's	significant	achievements,	contributions,	and	strengths.]Areas	for
Development:[Identify	areas	where	the	officer	can	improve	and	provide	suggestions	for	growth.]Recommendation:[Provide	a	recommendation	regarding	the	officer's	continued	employment	or	probation	extension.]Additional	Comments:[Include	any	additional	comments	or	remarks	related	to	the	officer's	performance.]Supervisor's	Signature:
________________________________Date:	[Date]Template	Probationary	Officer	Assessment[Organization	Name]Probationary	Officer	AssessmentName	of	Probationary	Officer:	[Officer's	Name]Position:	Probationary	OfficerProbationary	Period:	[Start	Date]	-	[End	Date]Date	of	Assessment:	[Assessment	Date]Performance	Rating:	[Insert	Rating:	Exceeds
Expectations,	Meets	Expectations,	Needs	Improvement]Performance	Summary:[Provide	an	overall	summary	of	the	probationary	officer's	performance	during	the	probationary	period.]Strengths:[List	the	officer's	strengths	and	commendable	aspects	of	their	performance.]Areas	for	Growth:[Highlight	areas	where	the	officer	can	improve	and	provide
constructive	suggestions.]Performance	Metrics:[Review	specific	performance	metrics	and	goals	set	for	the	probationary	officer.]Recommendation:[Make	a	recommendation	regarding	the	officer's	continued	employment	or	probation	extension.]Additional	Feedback:[Include	any	additional	feedback	or	comments	related	to	the	officer's
performance.]Supervisor's	Signature:	________________________________Date:	[Date]We	are	delighted	to	extend	our	professional	proofreading	and	writing	services	to	cater	to	all	your	business	and	professional	requirements,	absolutely	free	of	charge	at	Englishtemplates.com.	Should	you	need	any	email,	letter,	or	application	templates,	please	do	not
hesitate	to	reach	out	to	us	at	englishtemplates.com.	Kindly	leave	a	comment	stating	your	request,	and	we	will	ensure	to	provide	the	necessary	template	at	the	earliest.	December	2018.	Im	working	the	last	of	a	handful	of	back-to-back	homicide	cases	I	was	assigned,	one	of	which	involves	two	former	juvenile	probation	clients	I	was	familiar	with.	I	saw
them	grow	up	from	14,	15	years	old,	only	to	wind	up	sentenced	to	life	without	parole.	I	felt	like	the	system	failed	them.	Now,	facing	me	is	a	report	on	a	triple	homicide,	the	circumstances	of	which	were	absolutely	heartbreaking.	And	its	a	week	before	Christmas.	To	say	Im	emotionally	invested	is	an	understatement.	But	I	know	its	imperative	my	report
be	accurate,	thorough	and	logical.Reports	may	be	considered	the	lifeblood	of	probation.	As	someone	works	their	way	through	the	criminal	justice	system,	numerous	decisions	must	be	made:	When	will	sentencing	take	place?	Does	a	certain	activity	violate	their	terms	of	release?	Is	a	home	visit	appropriate?	A	search?	With	a	juvenile,	which	systemchild
welfare	services	or	probationshould	take	precedence?Reports	provide	both	the	impetus	to	think	through	these	decisions	and	the	documentation	of	the	reasoning	behind	them.	Accuracy	is	essential;	conciseness	is	critical.	Yet	too	often,	probation	reports	get	rushed,	buried	under	voluminous	caseloads	and	demanding	deadlines.	Often	a	sloppy	or
incomplete	report	is	simply	embarrassing	or	cause	for	a	supervisors	disapproval.	But	the	consequences	can	be	dire,	tooa	failed	opportunity	to	help	a	client	manage	a	drug	addiction,	or	missing	the	warning	signs	that	a	sex	offender	is	participating	in	dangerous	behavior	that	endangers	the	community.Types	of	Probation	ReportsProbation	officers	author
many	types	of	reports.	Perhaps	the	most	comprehensive	is	the	presentence	investigation	report,	which	typically	involves	a	complete	biographic,	demographic	and	social	history	of	the	defendant,	as	well	as	an	overview	of	the	offense(s)	he	or	she	is	being	sentenced	for.	The	report	may	also	include	a	complex	sentencing	analysis,	that	requires	hours	of
review	and	a	discussion/examination	of	applicable	sentencing	and	case	law,	which	is	then	included	in	the	recommendation	to	the	court.Dedication	to	your	work	is	important,	but	you	also	must	be	OK	with	cutting	the	cord,	filing	the	report	and	moving	on.For	this	report	the	probation	officer	will	review	and	evaluate	the	clients	criminal	history,	including
juvenile	arrest	and	adjudication	records	if	appropriate,	and	consider	aggravating	and	mitigating	circumstances	regarding	the	defendant	and	the	crime(s)	he	or	she	has	been	convicted	of.	They	will	also	document	the	offenders	physical	and	mental	health	needs,	employment	and	education	history,	military	records	and	community	ties.	The	officer	may
also	use	a	risk	and	needs	assessment	tool	to	try	to	predict	the	level	of	risk	the	offender	poses	to	re-offend.	The	presentence	investigation	report	is	critical,	as	it	will	set	the	conditions	for	the	offenders	release	and	supervision,	sometimes	for	years	to	come.Some	other	probation	reports	tend	to	be	shorter	and	include:Referral	reportsCourts	frequently	ask
for	status	updates	on	offenders	or	for	credit	calculations	to	calculate	jail	time	served/credits	earned.Specialty	court	program	status	updatesOffenders	serving	sentences	through	mental	health	courts,	veterans	courts,	domestic	violence	courts	and	substance	abuse	courts	often	require	biweekly	or	monthly	status	updates	to	document	their	compliance
with	the	terms	of	their	probation.Arrest	reportsProbation	officers	must	sometimes	arrest	offenders	for	violating	the	conditions	of	probation	or	for	new	criminal	activity,	sometimes	unveiled	during	home	visits,	field	and/or	office	contacts.	Arrests	of	a	probation	client	require	a	report	just	like	any	arrest.Incident	reportsAnytime	something	is	out	of	the
ordinary,	the	probation	officer	should	document	it.	For	example,	a	victim	may	accuse	a	probationer	of	continuing	to	harass	him	or	her,	even	though	a	restraining	order	is	in	place.	In	this	case	the	probation	officer	must	document	what	happened,	refer	the	incident	to	local	law	enforcement	and	determine	if	filing	a	violation	of	probation	with	the	court	is
warranted.Where	Reports	Go	BadProbation	reports	can	suffer	from	the	same	errors	that	plague	any	type	of	writing,	ranging	from	minor	to	serious.	Spelling,	grammar	and	formatting	errors	creep	in	easily,	and	while	they	may	seem	minor,	they	can	have	a	significant	impact	on	how	the	report	is	regarded	or	even	contribute	to	misinterpretations	by	the
courts,	attorneys	and	others.	Serious	defects	in	report	writing	include	missing,	inaccurate	or	poorly	documented	information.Most	probation	report	shortcomings	arent	the	result	of	uneducated	officers	or	officers	who	are	just	plain	bad	writers.	Rather,	they	result	from	lack	of	time.	Officers	pressed	for	time	may	feel	they	cant	do	a	second	review	on	the
report,	so	they	skip	the	essential	proofread	and	edit	stages.Time	constraints	are	part	of	the	very	nature	of	probation.	You	may	be	a	field	supervision	officer	who	gets	assigned	a	report	for	training	purposes,	but	then	you	also	get	an	overflow	report.	Then,	a	probationer	you	know	well	requires	a	report,	so	it	gets	assigned	to	you.	Before	long,	you	can	be
fielding	several	reports	at	the	same	time.Most	probation	report	shortcomings	arent	the	result	of	uneducated	officers	or	officers	who	are	just	plain	bad	writersthey	result	from	lack	of	time.Adding	to	the	volume	is	the	short	turnaround	time	we	often	face	from	courts.	Probation	officers	are	frequently	tasked	with	conducting	pretrial	assessments	through
arraignment	courtswould	the	subject	be	a	good	candidate	for	pretrial	release	and	supervision?	With/without	GPS	monitoring?	A	probation	officer	may	be	juggling	several	referrals	from	arraignment	court,	each	of	which	requires	interviewing	the	inmate,	contacting	victims	and	verifying	referencesall	within	one	to	two	days	turnaround	time,	or
less.Facing	set	timeframes	from	the	courts	and	dealing	with	a	high	volume	of	reports,	were	not	always	afforded	enough	time	to	do	a	thorough	investigation.	And	sometimes	it	shows.Strategies	for	Writing	Better	ReportsReport	writing	will	always	be	one	of	the	more	challenging	aspects	of	the	probation	officers	job,	but	there	are	strategies	to	make	it
easier.	Perhaps	the	most	important	is	to	keep	a	detailed,	up-to-date	calendar.	As	soon	as	you	get	a	case	referred	for	a	report,	enter	it	into	whatever	calendar	you	use,	whether	its	a	paper	planner/calendar,	Outlook	or	Google.	Plug	in	the	date	you	received	the	referral,	the	date	the	report	is	due	to	file	and	the	date	due	to	supervisor	for	review.	This	will
help	you	prioritize	reports	so	youre	not	waiting	to	the	last	minute	to	start,	and	you	wont	miss	crucial	deadlines.In	any	type	of	investigation,	time	management	is	critical.	Know	your	judicial	timeframes.	Do	you	have	48	hours	to	get	the	subject	before	a	judge,	or	do	you	have	72	hours?	Remember	the	clock	starts	with	arrest,	not	booking	time.	Knowing
and	managing	those	parameters	will	reduce	the	chances	you	feel	rushed	when	writing	the	report.Other	tips	include:When	youre	done	with	the	draft	of	your	report,	put	it	down	and	walk	away	from	it.	Separate	yourself	from	it	before	you	proofread	and	edit,	even	if	its	just	for	a	few	minutes.Print	the	report	and	if	possible,	read	it	out	loud.	Our	brains	are
great	at	filling	in	missing	information	and	correcting	grammatical	errors,	which	are	even	more	difficult	to	see	on	a	computer	screen.	Printing	and	reading	aloud	can	reveal	errors	youll	miss	every	time	when	youre	reading	the	report	on	your	computer.	Reading	the	report	aloud	is	great	for	revealing	awkward	syntax,	inappropriate	or	unprofessional	tone,
and	overreliance	on	passive	voice.Get	another	officer	to	review	your	report.	Peer	review	is	a	fundamental	step	in	probation	report	writing,	but	too	often	it	falls	victim	to	the	time	crunch.	Try	to	get	in	the	habit	of	swapping	reports	with	a	colleague	you	trust.	Its	so	much	easier	to	take	feedback	from	a	peer	than	a	supervisor.	While	it	may	require	a	little
more	time	on	the	front	end,	this	step	will	reduce	rewrite	requests,	saving	you	time	in	the	long	run.When	starting	an	assignment	with	a	new	supervisor,	ask	your	new	supervisor	up	front	about	their	preferred	style	for	reports	and	whether	they	can	share	examples	of	reports	they	consider	exemplary.	Adjusting	to	a	new	supervisors	style	can	be
frustrating,	but	much	less	so	if	you	determine	up	front	what	adjustments	you	may	need	to	make,	rather	than	figuring	it	out	through	a	series	of	rewrite	requests	over	the	first	few	weeks.	Also,	ask	your	supervisor	to	provide	feedback	that	indicates	not	just	what	to	change,	but	why,	so	you	can	cut	down	on	the	back-and-forth	and	avoid	making	the	same
mistakes	again.Let	It	GoProbation	officers	are	accountable	for	writing	accurate	and	thorough	reports.	But	in	the	end,	the	best	advice	I	can	give	is	to	remember	that	you	dont	own	the	work.	Ultimately,	a	probation	report	is	not	yours.	You	contributed	to	authoring	it,	but	it	belongs	to	your	agency.Understanding	this	is	key	to	creating	emotional
separation	with	your	workand	with	the	case.	When	you	invest	a	lot	of	emotional	effort	into	a	project	or	task,	its	so	much	more	difficult	to	step	back	and	feel	good	about	it.	Dedication	to	your	work	is	important,	but	you	also	must	be	OK	with	cutting	the	cord,	filing	the	report	and	moving	on.	Because	theres	another	report	waiting,	and	it	needs	your
attention,	too.So	what	did	I	do	as	Christmas	drew	near	and	I	dealt	with	the	impact	of	multiple	back-to-back	homicide	cases?	Uncharacteristically,	I	waited	until	the	day	before	the	report	was	due	to	write	and	submit	it.	I	knew	I	had	to	separate	from	the	case	for	a	few	days	to	allow	my	brain	to	engage	on	an	analytic	level.	Although	I	would	have
preferred	not	to	wait,	giving	myself	time	away	from	the	case	allowed	me	to	prevent	my	emotions	from	taking	over.	I	wrote	the	best	report	I	could,	proofread	it,	read	it	out	loud,	had	a	colleague	and	my	supervisor	review	it	and	filed	it.And	then,	I	took	a	deep	breath,	and	let	it	go.	December	2018.	Im	working	the	last	of	a	handful	of	back-to-back	homicide
cases	I	was	assigned,	one	of	which	involves	two	former	juvenile	probation	clients	I	was	familiar	with.	I	saw	them	grow	up	from	14,	15	years	old,	only	to	wind	up	sentenced	to	life	without	parole.	I	felt	like	the	system	failed	them.	Now,	facing	me	is	a	report	on	a	triple	homicide,	the	circumstances	of	which	were	absolutely	heartbreaking.	And	its	a	week
before	Christmas.	To	say	Im	emotionally	invested	is	an	understatement.	But	I	know	its	imperative	my	report	be	accurate,	thorough	and	logical.Reports	may	be	considered	the	lifeblood	of	probation.	As	someone	works	their	way	through	the	criminal	justice	system,	numerous	decisions	must	be	made:	When	will	sentencing	take	place?	Does	a	certain
activity	violate	their	terms	of	release?	Is	a	home	visit	appropriate?	A	search?	With	a	juvenile,	which	systemchild	welfare	services	or	probationshould	take	precedence?Reports	provide	both	the	impetus	to	think	through	these	decisions	and	the	documentation	of	the	reasoning	behind	them.	Accuracy	is	essential;	conciseness	is	critical.	Yet	too	often,
probation	reports	get	rushed,	buried	under	voluminous	caseloads	and	demanding	deadlines.	Often	a	sloppy	or	incomplete	report	is	simply	embarrassing	or	cause	for	a	supervisors	disapproval.	But	the	consequences	can	be	dire,	tooa	failed	opportunity	to	help	a	client	manage	a	drug	addiction,	or	missing	the	warning	signs	that	a	sex	offender	is
participating	in	dangerous	behavior	that	endangers	the	community.Types	of	Probation	ReportsProbation	officers	author	many	types	of	reports.	Perhaps	the	most	comprehensive	is	the	presentence	investigation	report,	which	typically	involves	a	complete	biographic,	demographic	and	social	history	of	the	defendant,	as	well	as	an	overview	of	the
offense(s)	he	or	she	is	being	sentenced	for.	The	report	may	also	include	a	complex	sentencing	analysis,	that	requires	hours	of	review	and	a	discussion/examination	of	applicable	sentencing	and	case	law,	which	is	then	included	in	the	recommendation	to	the	court.Dedication	to	your	work	is	important,	but	you	also	must	be	OK	with	cutting	the	cord,	filing
the	report	and	moving	on.For	this	report	the	probation	officer	will	review	and	evaluate	the	clients	criminal	history,	including	juvenile	arrest	and	adjudication	records	if	appropriate,	and	consider	aggravating	and	mitigating	circumstances	regarding	the	defendant	and	the	crime(s)	he	or	she	has	been	convicted	of.	They	will	also	document	the	offenders
physical	and	mental	health	needs,	employment	and	education	history,	military	records	and	community	ties.	The	officer	may	also	use	a	risk	and	needs	assessment	tool	to	try	to	predict	the	level	of	risk	the	offender	poses	to	re-offend.	The	presentence	investigation	report	is	critical,	as	it	will	set	the	conditions	for	the	offenders	release	and	supervision,
sometimes	for	years	to	come.Some	other	probation	reports	tend	to	be	shorter	and	include:Referral	reportsCourts	frequently	ask	for	status	updates	on	offenders	or	for	credit	calculations	to	calculate	jail	time	served/credits	earned.Specialty	court	program	status	updatesOffenders	serving	sentences	through	mental	health	courts,	veterans	courts,
domestic	violence	courts	and	substance	abuse	courts	often	require	biweekly	or	monthly	status	updates	to	document	their	compliance	with	the	terms	of	their	probation.Arrest	reportsProbation	officers	must	sometimes	arrest	offenders	for	violating	the	conditions	of	probation	or	for	new	criminal	activity,	sometimes	unveiled	during	home	visits,	field
and/or	office	contacts.	Arrests	of	a	probation	client	require	a	report	just	like	any	arrest.Incident	reportsAnytime	something	is	out	of	the	ordinary,	the	probation	officer	should	document	it.	For	example,	a	victim	may	accuse	a	probationer	of	continuing	to	harass	him	or	her,	even	though	a	restraining	order	is	in	place.	In	this	case	the	probation	officer
must	document	what	happened,	refer	the	incident	to	local	law	enforcement	and	determine	if	filing	a	violation	of	probation	with	the	court	is	warranted.Where	Reports	Go	BadProbation	reports	can	suffer	from	the	same	errors	that	plague	any	type	of	writing,	ranging	from	minor	to	serious.	Spelling,	grammar	and	formatting	errors	creep	in	easily,	and
while	they	may	seem	minor,	they	can	have	a	significant	impact	on	how	the	report	is	regarded	or	even	contribute	to	misinterpretations	by	the	courts,	attorneys	and	others.	Serious	defects	in	report	writing	include	missing,	inaccurate	or	poorly	documented	information.Most	probation	report	shortcomings	arent	the	result	of	uneducated	officers	or
officers	who	are	just	plain	bad	writers.	Rather,	they	result	from	lack	of	time.	Officers	pressed	for	time	may	feel	they	cant	do	a	second	review	on	the	report,	so	they	skip	the	essential	proofread	and	edit	stages.Time	constraints	are	part	of	the	very	nature	of	probation.	You	may	be	a	field	supervision	officer	who	gets	assigned	a	report	for	training
purposes,	but	then	you	also	get	an	overflow	report.	Then,	a	probationer	you	know	well	requires	a	report,	so	it	gets	assigned	to	you.	Before	long,	you	can	be	fielding	several	reports	at	the	same	time.Most	probation	report	shortcomings	arent	the	result	of	uneducated	officers	or	officers	who	are	just	plain	bad	writersthey	result	from	lack	of	time.Adding
to	the	volume	is	the	short	turnaround	time	we	often	face	from	courts.	Probation	officers	are	frequently	tasked	with	conducting	pretrial	assessments	through	arraignment	courtswould	the	subject	be	a	good	candidate	for	pretrial	release	and	supervision?	With/without	GPS	monitoring?	A	probation	officer	may	be	juggling	several	referrals	from
arraignment	court,	each	of	which	requires	interviewing	the	inmate,	contacting	victims	and	verifying	referencesall	within	one	to	two	days	turnaround	time,	or	less.Facing	set	timeframes	from	the	courts	and	dealing	with	a	high	volume	of	reports,	were	not	always	afforded	enough	time	to	do	a	thorough	investigation.	And	sometimes	it	shows.Strategies
for	Writing	Better	ReportsReport	writing	will	always	be	one	of	the	more	challenging	aspects	of	the	probation	officers	job,	but	there	are	strategies	to	make	it	easier.	Perhaps	the	most	important	is	to	keep	a	detailed,	up-to-date	calendar.	As	soon	as	you	get	a	case	referred	for	a	report,	enter	it	into	whatever	calendar	you	use,	whether	its	a	paper
planner/calendar,	Outlook	or	Google.	Plug	in	the	date	you	received	the	referral,	the	date	the	report	is	due	to	file	and	the	date	due	to	supervisor	for	review.	This	will	help	you	prioritize	reports	so	youre	not	waiting	to	the	last	minute	to	start,	and	you	wont	miss	crucial	deadlines.In	any	type	of	investigation,	time	management	is	critical.	Know	your	judicial
timeframes.	Do	you	have	48	hours	to	get	the	subject	before	a	judge,	or	do	you	have	72	hours?	Remember	the	clock	starts	with	arrest,	not	booking	time.	Knowing	and	managing	those	parameters	will	reduce	the	chances	you	feel	rushed	when	writing	the	report.Other	tips	include:When	youre	done	with	the	draft	of	your	report,	put	it	down	and	walk	away
from	it.	Separate	yourself	from	it	before	you	proofread	and	edit,	even	if	its	just	for	a	few	minutes.Print	the	report	and	if	possible,	read	it	out	loud.	Our	brains	are	great	at	filling	in	missing	information	and	correcting	grammatical	errors,	which	are	even	more	difficult	to	see	on	a	computer	screen.	Printing	and	reading	aloud	can	reveal	errors	youll	miss
every	time	when	youre	reading	the	report	on	your	computer.	Reading	the	report	aloud	is	great	for	revealing	awkward	syntax,	inappropriate	or	unprofessional	tone,	and	overreliance	on	passive	voice.Get	another	officer	to	review	your	report.	Peer	review	is	a	fundamental	step	in	probation	report	writing,	but	too	often	it	falls	victim	to	the	time	crunch.
Try	to	get	in	the	habit	of	swapping	reports	with	a	colleague	you	trust.	Its	so	much	easier	to	take	feedback	from	a	peer	than	a	supervisor.	While	it	may	require	a	little	more	time	on	the	front	end,	this	step	will	reduce	rewrite	requests,	saving	you	time	in	the	long	run.When	starting	an	assignment	with	a	new	supervisor,	ask	your	new	supervisor	up	front
about	their	preferred	style	for	reports	and	whether	they	can	share	examples	of	reports	they	consider	exemplary.	Adjusting	to	a	new	supervisors	style	can	be	frustrating,	but	much	less	so	if	you	determine	up	front	what	adjustments	you	may	need	to	make,	rather	than	figuring	it	out	through	a	series	of	rewrite	requests	over	the	first	few	weeks.	Also,	ask
your	supervisor	to	provide	feedback	that	indicates	not	just	what	to	change,	but	why,	so	you	can	cut	down	on	the	back-and-forth	and	avoid	making	the	same	mistakes	again.Let	It	GoProbation	officers	are	accountable	for	writing	accurate	and	thorough	reports.	But	in	the	end,	the	best	advice	I	can	give	is	to	remember	that	you	dont	own	the	work.
Ultimately,	a	probation	report	is	not	yours.	You	contributed	to	authoring	it,	but	it	belongs	to	your	agency.Understanding	this	is	key	to	creating	emotional	separation	with	your	workand	with	the	case.	When	you	invest	a	lot	of	emotional	effort	into	a	project	or	task,	its	so	much	more	difficult	to	step	back	and	feel	good	about	it.	Dedication	to	your	work	is
important,	but	you	also	must	be	OK	with	cutting	the	cord,	filing	the	report	and	moving	on.	Because	theres	another	report	waiting,	and	it	needs	your	attention,	too.So	what	did	I	do	as	Christmas	drew	near	and	I	dealt	with	the	impact	of	multiple	back-to-back	homicide	cases?	Uncharacteristically,	I	waited	until	the	day	before	the	report	was	due	to	write
and	submit	it.	I	knew	I	had	to	separate	from	the	case	for	a	few	days	to	allow	my	brain	to	engage	on	an	analytic	level.	Although	I	would	have	preferred	not	to	wait,	giving	myself	time	away	from	the	case	allowed	me	to	prevent	my	emotions	from	taking	over.	I	wrote	the	best	report	I	could,	proofread	it,	read	it	out	loud,	had	a	colleague	and	my	supervisor
review	it	and	filed	it.And	then,	I	took	a	deep	breath,	and	let	it	go.	
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