PROTECTION ORDER CASE PROCESSING CHECKLIST
1. PETITION FILED
☐  Petition received and reviewed for completeness
☐  Create case in the court docketing system
☐  Prepare petition and supporting documents for judicial review
2. EX PARTE ORDER ISSUED
☐  Ex parte order prepared and signed by the Judge
☐  Update the court docketing system to reflect issuance of the ex parte order
☐  Add the case to the Protection Order Registry
☐  Upload a copy of the signed ex parte order to the Protection Order Registry
☐  Prepare law enforcement service packet
☐  Send a copy of the ex parte order to the Sheriff’s Department TAC Officer
☐  Notify PD that a new protection order has been issued and requires service
☐  Hand off the hard-copy service packet to an officer
☐  Provide the petitioner with a Notice of Setting showing the hearing date
3. CHANGES BEFORE THE HEARING DATE
If the hearing is continued:
☐  Update the court docketing system with the new hearing date
☐  Update the Protection Order Registry
☐  Prepare and issue any required notice or order reflecting the new hearing date
If the case is dismissed:
☐  Update the court docketing system
☐  Update the Protection Order Registry
☐  Upload a copy of the dismissal order to the Protection Order Registry
If the ex parte order is extended:
☐  Update the court docketing system to reflect the extension
☐  Update the Protection Order Registry
☐  Upload the extension order, if required
☐  Complete any additional service or notice required
4. HEARING DATE — FINAL DISPOSITION
If a Temporary Protection Order is issued:
☐  Obtain the Judge’s signature on the order
☐  Prepare certified copies of the signed order
☐  Provide a certified copy to the petitioner
☐  Provide a certified copy to the respondent
☐  Update the court docketing system to reflect the new order and disposition
☐  Update the Protection Order Registry to reflect the new order
☐  Upload a copy of the signed order to the Protection Order Registry
If the case is dismissed:
☐  Obtain the Judge’s signature on the dismissal order
☐  Update the court docketing system to reflect the dismissal
☐  Update the Protection Order Registry
☐  Upload a copy of the dismissal order to the Protection Order Registry
☐  Provide copies of the dismissal order to the parties, as required
