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• Slides from the I-CAN! Module 
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   I-CAN! Forms

I-CAN! (Interactive Community Assistance Network) is 
an Internet-based system designed to assist citizens filing 
for Family Abuse Protective Orders in Virginia. I-CAN! 
was created by the Legal Aid Society of Southern Califor-
nia and adapted for use in Virginia by the Office of the 
Executive Secretary of the Supreme Court of Virginia in 
2004 through a VSTOP grant from the Virginia Depart-
ment of Criminal Justice Services.  The I-CAN! project 
addresses two long-standing areas of interest for the 
courts: assisting, as appropriate, self represented litigants 
and improving domestic violence case management. 

What does I-CAN! Do?  How can I-CAN! Be  
Accessed? 

The system creates properly formatted petitions and edu-
cates users on court practices and the steps needed to pur-
sue their matter.  I-CAN! asks the user a series of ques-
tions and then uses the petitioner’s responses to properly 
complete a petition for a Family Abuse Protective Order 
that can be brought to Intake (the Court Service Unit) 
for filing.  The system can be used anywhere a person has 
access to the Internet, for example, at home, at a local 
library, in a domestic violence shelter, or at an attorney’s 
office.  The I-CAN! system can be accessed through the 
Supreme Court of Virginia’s web site at www.courts.state.
va.us, Programs & Services, Assistance with Family Abuse 
Protective Orders.   

The Need to Develop Information About Local 
Court Practices

After developing the Internet based system it became 
clear that litigants needed specific information about 
local court practices and policies in order to file for an 
order. In 2005 the Office of the Executive Secretary of the 
Supreme Court of Virginia asked Richmond’s Juvenile 
and Domestic Relations District Court to serve as a pilot 
site and convene a local work group to develop specific in-
formation about their court.  Since then the Office of the 
Executive Secretary of the Supreme Court of Virginia has 
worked with a number of courts. Each court convened a 
work group of local agencies and organizations to review 
the court’s practices and develop informational materials 
for citizens.   All the courts find the exercise of reviewing 
their policies and practices through a facilitated, multi-
disciplinary group format extremely helpful in not only 
creating new case management practices but also in forg-
ing communication between and among the many agen-

cies that are involved in family abuse cases.  
The local court groups develop an information packet that 
provides detailed locality specific information regarding 
available services and court practices and policies such 
as: when to contact a magistrate, what to expect in court, 
what time the court hears petitions for protective orders, 
what to bring to court, what not to bring to court, and 
how to find other services and legal assistance.   

The local groups complete their work through 2 meetings. 
The first meeting provides a demonstration of I-CAN! 
and focuses on developing answers to specific questions 
about local practices. The second meeting is devoted to 
finalizing the information and discussing implementation 
strategies.  After the group is satisfied with the informa-
tion it is posted on the Supreme Court of Virginia’s  
web site.

How the Supreme Court of Virginia has worked 
with Virginia’s Courts

The Office of the Executive Secretary of the Supreme 
Court of Virginia has worked with 9 local courts.  The 
“Assistance with Family Abuse Protective Order” web 
page receives over 1,500 visits per month.  As of Decem-
ber 31, 2007 citizens from 62 different jurisdictions have 
used the Virginia Family Abuse Protective Order Internet 
system and 215 users have provided evaluation results 
indicating they find it very easy or easy to use and very 
helpful or helpful.  Local work group members feel the 
project helps petitioners to better understand the court 
process and be better prepared for court.

Using the Virginia Protective Abuse I-CAN!  
Module

Slides from the I-CAN! Module and a sample set of  
I-CAN! completed forms follows. 

What is I-CAN!?
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Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

Programs and Services • Assistance with Family Abuse Protective Orders

Slides from the I-CAN! Module

Slide 1 of 14
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Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

Selecting I-CAN! brings you to the interactive program
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Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

The video guide “Marie”:
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• reads all the text on the screen in English and Spanish
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Slide 5 of 14

11

Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

The Tutorial:
• explains how the program works and how to navigate
  through the program
• general information about family abuse protective orders
  is printed when the user tests their system
• a unique password is assigned to each user that allows them
  to exit the program and return later without loosing and of
  the information they have entered



Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

The video guide “Marie”:
• appears in the upper right hand corner of each screen
• reads all the text on the screen in English and Spanish
• prompts the user to select or type in the answer

Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

The Tutorial:
• explains how the program works and how to navigate
  through the program
• general information about family abuse protective orders
  is printed when the user tests their system
• a unique password is assigned to each user that allows them
  to exit the program and return later without loosing and of
  the information they have entered

Slide 6 of 14

12



Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

Users can also click to get help as they move through the system
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Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

If the petitioner’s answer would not qualify them for
an order, they are directed to other resources

Slide 9 of 14
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Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

User responses are used when posing questions:
• the alleged abuser’s or children’s names, once entered, are used
   in all following questions about that person
• if the petitioner indicates they wish to ask for temporary
   custody, questions are posed to complete the UCCJEA
   required documents
• all responses are “mapped” to the appropriate court forms

When completed:
• the program prints all the required forms, one at a time
• provides information on what to do next
• exits the user to the first screen; when this window is closed,
  the Supreme Court’s page returns and the user can go to a 
  specific court’s page for more information

Slide 11 of 14
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Using the Virginia Protective Order I-CAN! Module
The I-CAN! Module can be electronically accessed through the

Supreme Court of Virginia's home page (www.courts.state.va.us)

Local court work groups develop court specific information:
• groups include a presiding judge, the clerk, sheriff, victim
  service agencies, legal aid, magistrate and attorneys
• the group “walks through” the process of filing a petition in
  their court and identifies important information needed
  by litigants
• questions and answers related to this information are posted
  on the Supreme Court’s website
• the process helps refine local policies and practices

Slide 13 of 14
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How to Set Up an I-CAN! Work Group
The Importance of Judicial Involvement 

Experience to date demonstrates the value of convening 
local court multidisciplinary work groups in their own 
localities to support the I-CAN! project.  Additionally, the 
involvement of a judge is pivotal to bringing the group 
together and making changes to court practices.  The first 
step in establishing a local I-CAN! work group is recruit-
ment of an interested judge.

Introducing the Project

An email or letter can be sent to judges further explaining 
the project.  The letter should cover what would be needed 
in order to establish a work group to review their court’s 
practices and develop informational materials related to 
filing for Family Abuse Protective Orders in their court.  
If the court already participates in an active multidisci-
plinary group, that group could take the I-CAN effort on 
as a new project.  A sample of such an introductory letter 
is included in the Appendices.  

The introductory letter to judges should note that the 
project requires 2 meetings of approximately 2 hours in 
length, scheduled about 2 months apart with email com-
munication with the group members between and after 
the scheduled meetings.  The overall project should take 
approximately 4 months from the first meeting to the 
posting of the final materials on the Supreme Court of 
Virginia’s web site.

The letter should also specify the role and responsibilities 
of the group facilitator including working with the court 
to:

    • Plan the two meetings 
    •  Send out invitations to the key agencies and organiza-

tions in your locality 
    •  Develop and provide any background and meeting 

materials required 
    •  Assist in finding a meeting location and any other 

logistics required 
    • Facilitate the meetings 
    •  Develop and distribute summaries of the meetings and 

draft filing information 
    •  Finalize the informational materials about the court to 

be posted on the Supreme Court of Virginia’s I-CAN! 
site, and 

     

    •  Work with the Judicial Information Technology De-
partment of the Supreme Court of Virginia to assure 
the information is properly posted

Convening the Workgroup

Once a court indicates its interest in convening a work-
group, the chief or convening judge is asked to identify a 
date and 2 hour time slot that would suit his/her sched-
ule for the first meeting and identification of a person at 
the court that the Office of the Executive Secretary of the 
Supreme Court of Virginia’s staff can work with to make 
meeting place arrangements and develop a mailing list for 
work group members.  The meeting place should have the 
capability to allow for an Internet connection and demon-
stration of the I-CAN! system.

Once a date, time and place for the meeting has been set 
and a mailing list of participants developed, an invita-
tion to participate in the work group is sent to identified 
individuals from the Supreme Court of Virginia on behalf 
of the Office of the Executive Secretary of the Supreme 
Court of Virginia and the convening judge.  A sample of 
this letter is included in the Appendices.  Participants are 
asked to review the proposed questions about their court 
and come to the meeting with any answers they can pro-
vide as well as any additional questions they feel need to 
be included.  

The following people or their designees are the profession-
als to be included in the multi-disciplinary work groups:

    • The clerk of the Court 
    • The director of the Court Services Unit 
    • Director of the local domestic violence program 
    • The public defender 
    • A representative from the local legal aid program 
    • A representative of the local Bar
    •  The Sheriff ’s Office to represent both Court security 

responsibilities and service of process responsibilities
    • The Commonwealth’s Attorney 
    •  A representative of local law enforcement who re-

sponds to domestic violence cases, 
    • The chief magistrate, and
    • A representative of the local library

The First Meeting

The first meeting of the group provides an overview of and 
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demonstration of the Internet based I-CAN! system and 
focuses on developing information to answer the ques-
tions posed on “Questions for Local Courts.” A copy of 
this document is included in the Appendices.  The facilita-
tor goes through the questions one at a time and deter-
mines if the information is available, if so, from whom.  If 
the information is not readily available a group member is 
charged with finding the information and forwarding it to 
the facilitator.  An agenda for the first meeting is included 
in the Appendices.

The following materials should be compiled in a packet 
for each participant for the first meeting:

    • Agenda for the meeting
    •  List with contact information for work group  

members

    •  Brief description of the Virginia Family Abuse Protec-
tive Order I-CAN! system

    •  Script for the Virginia Family Abuse Protective Order 
I-CAN! system

    •  Packet of a completed set of Virginia Family Abuse 
Protective Order I-CAN! system forms

    • Questions for Local Courts
    •  Sample of another court’s Family Abuse Protective 

Order Filing Information
    • Glossary
    • Sample language of other courts

Sample Materials to Assist in Setting Up an I-
CAN! Work Group

Sample materials to assist in setting up an I-CAN! work 
group follows. 

Sample 2: Letter of Introduction to Judges
Dear Judge ,

    As you are probably aware, the Supreme Court of Vir-
ginia has developed an Internet-based system designed to 
assist citizens filing for Family Abuse Protective Orders 
in Virginia called I-CAN! (Interactive Community Assis-
tance Network).  

I-CAN! was created by the Legal Aid Society of Southern 
California and adapted for use in Virginia by the Office of 
the Executive Secretary of the Supreme Court of Virginia 
through a VSTOP grant from the Virginia Department 
of Criminal Justice Services.  The system creates properly 
formatted petitions and educates users on court practices 
and the steps needed to pursue their matter.  I-CAN! asks 
the user a series of questions and then uses the petitioner’s 
responses to properly complete a petition for a Family 
Abuse Protective Order that can be brought to Intake (the 
Court Service Unit) for filing.  The system can be used 
anywhere a person has access to the Internet, for example, 
at home, at a local library, in a domestic violence shelter, 
or at an attorney’s office.  The I-CAN! system can be ac-
cessed through the Supreme Court of Virginia’s web site at  
www.courts.state.va.us, Programs & Services, Assistance 
with Family Abuse Protective Orders.   

To support I-CAN, a number of local courts have con-
vened work groups of local agencies and organizations to 
review their court’s practices related to filing for protec-
tive orders.   These courts found the exercise of reviewing 
their policies and practices through a facilitated, multi-

disciplinary group format extremely helpful in not only 
creating new case management practices but also in forg-
ing communication between and among the many agen-
cies that are involved in family abuse cases.  Each group 
developed an information packet that provides detailed 
information regarding their available services and court 
practices and policies such as: where the court is located, 
what to expect in court, what time the court hears peti-
tions for protective orders, what to bring to court, what 
not to bring to court, and how to find other services and 
legal assistance.  This information is posted on the Su-
preme Court of Virginia’s I-CAN! web site.

I am writing today to ask if XXXXX Juvenile and Domes-
tic Relations District Court would like to convene such a 
local multi-disciplinary work group?  The project requires 
2 meetings of approximately 2 hours in length, scheduled 
about 2 months apart with email communication with the 
group members between and after the scheduled meet-
ings.  The overall project should take approximately 4 
months from the first meeting to the posting of the final 
materials on the Supreme Court of Virginia’s web site.  I 
will act as the group facilitator and will work with you or 
your designee to plan the two meetings, send out invita-
tions to the key agencies and organizations in your local-
ity, develop and provide any background and meeting 
materials required, assist in finding a meeting location 
and any other logistics required, facilitate the meetings, 
develop and distribute summaries of the meetings, finalize 
the informational materials about your court to be posted 
on the Supreme Court of Virginia’s I-CAN! site and work 
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with the Judicial Information Technology Department to 
assure the information is properly posted.

I am hoping you are interested in taking advantage of this 
opportunity.  Other courts have found that this review and 
assessment of their court’s handling of Family Abuse Pro-
tective Order cases results in improved efficiency in how 
the court deals with these cases while at the same time 
providing valuable information to citizens.  

If you are interested, please contact me at  
hmccollum@courts.state.va.us. 

Sincerely,

Harriet C. (nee Russell) McCollum, Family Violence  
Project
Department of Judicial Planning
Supreme Court of Virginia   

Sample 3: Letter of Invitation to Work 
Group Members

January 10, 2007

Dear 

    I am pleased to announce the availability of an Internet-
based system designed to assist citizens filing for Family 
Abuse Protective Orders in Virginia called I-CAN! (In-
teractive Community Assistance Network).  On behalf 
of Judge Margaret Deglau, judge of the Henrico Juvenile 
and Domestic Relations District Court, and the Office of 
the Executive Secretary of the Supreme Court of Virginia, 
I would like to ask you to participate in a local multi-
disciplinary work group that would meet twice for about 2  
hours to develop specific information about practices and 
procedures in your area.

I-CAN! was created by the Legal Aid Society of Southern 
California and adapted for use in Virginia by the Office of 
the Executive Secretary of the Supreme Court of Virginia 
through a VSTOP grant from the Virginia Department 
of Criminal Justice Services.  The system creates properly 
formatted petitions and educates users on court practices 
and the steps needed to pursue their matter.  I-CAN! asks 
the user a series of questions and then uses the petitioner’s 
responses to properly complete a petition for a Family 
Abuse Protective Order that can be brought to Intake (the 
Court Service Unit) for filing.  The system can be used 
anywhere a person has access to the Internet, for example, 
at home, at a local library, in a domestic violence shelter, 
or at an attorney’s office.  The I-CAN! system can be ac-
cessed through the Supreme Court of Virginia’s web site at  
www.courts.state.va.us, Programs & Services, Assistance 
with Family Abuse Protective Orders.   

Richmond’s Juvenile and Domestic Relations District 
Court served as a pilot site for the system.  Since then we 

have worked with a number of courts. Each court con-
vened a work group of local agencies and organizations 
to review the court’s practices and develop informational 
materials for citizens.   All the courts find the exercise of 
reviewing their policies and practices through a facili-
tated, multi-disciplinary group format extremely helpful 
in not only creating new case management practices but 
also in forging communication between and among the 
many agencies that are involved in family abuse cases.  
The groups develop an information packet that provides 
detailed locality specific information regarding available 
services and court practices and policies such as: where 
the court is located, what to expect in court, what time the 
court hears petitions for protective orders, what to bring 
to court, what not to bring to court, and how to find other 
services and legal assistance.  This information is posted 
on the Supreme Court of Virginia’s I-CAN! web site. A 
hard copy of one of these packets is attached to this letter.

 I will be facilitating your work group. I have had the 
privilege of working with many of you in the past as the 
Director of the Virginia Commission on Family Violence 
Prevention.  I have continued to work with the Office of 
the Executive Secretary of the Supreme Court of Virginia, 
local courts and communities on family violence projects 
as a consultant and I look forward to working with Hen-
rico on this project.  

The first meeting of the work group will be Friday, Febru-
ary 16, 2007 at 11:00 AM in Room 2005 of the Henrico 
County Training Center, 7701 E. Parham Road (direc-
tions attached) .  If you, or a designee of your agency, are 
able to attend the meeting please notify Ms. McCollum 
at hmccollum@courts.state.va.us and Beth Bonniwell at 
BON@co.henrico.va.us by February 2, 2007.
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This first meeting will focus on developing information to 
answer the questions posed on “Questions for Localities” 
attached to this letter.  Please review the questions and 
come to the meeting with any answers you can provide 
as well as any additional questions you feel need to be 
included.  

Our second meeting will be devoted to finalizing the in-
formation and discussing implementation strategies.  Af-
ter we are satisfied with the information it will be posted 
on the Supreme Court of Virginia’s web site.
Thank you in advance for your willingness to participate 
in this work group.

Sincerely,

Harriet Russell McCollum, Family Violence Projects 
Consultant
Department of Judicial Planning
Office of the Executive Secretary
Supreme Court of Virginia

    Cc:  Judge Margaret Deglau
 Cyril Miller, Director, Judicial Planning
 Attachments:
 Directions to Henrico County Training Center
 I CAN Description
 Questions for Henrico
 Final Draft Chesterfield 12 11

Sample 4: Agenda for First Work Group Meeting

    ➢   Welcome & Introductions 
Convening judge

    ➢  Overview of I-CAN & Virginia Family Abuse 
 Protective Order Project 
OES Facilitator

    ➢  Role of the XXX Juvenile & Domestic Relations 
District Court 
I-CAN Family Abuse Protective Order Work Group

            • Court Specific Directions:
                   •  Identification of information Petitioners need 

to know in order to file for a Protective Order
                   •  Compilation of information & deployment on 

the Supreme Court of Virginia web site

    ➢ Review of other court’s filing Information 

    ➢ Development of XXX Specific Information

            • Identification of missing information
            • Assignments to find missing information

    

    ➢ Time Line
            • Information to Facilitator by DATE  
            •  First Draft of materials from Facilitator to work 

group members via email by  DATE
            • Comments to Facilitator via email by DATE
            • Next meeting DATE

Agenda
XXX Juvenile & Domestic Relations District Court
I-CAN Family Abuse Protective Order Work Group

Date
Time
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Sample 5: Brief Description of I-CAN!

What is I-CAN!? 

    •  I-CAN! (Interactive Community Assistance Network) 
is an Internet based service for citizens designed to 
provide convenient and effective access to information 
about Virginia’s courts and assistance with preparing 
court forms.  

    •  I-CAN! modules create properly formatted petitions 
and educate users on the court system.  

    •  I-CAN! was developed by the Legal Aid Society of 
Southern California and adapted  for use in Virginia 
by the Office of the Executive Secretary of the Supreme 
Court of Virginia through a VSTOP grant.

How is I-CAN! being used in Virginia?

    •  In 2005, the Supreme Court of Virginia made the 
I-CAN! system available for people seeking Family 
Abuse Protective Orders.  It can be found at  
www.courts.state.va.us  under Programs and Servic-
es, Assistance with Family Abuse Protective Orders. 

    •  Users must bring their completed I-CAN! forms to the 
appropriate Court Services Unit in order to file for an 
order.

How Does I-CAN! Work? 

    •  I-CAN! modules are designed for individuals with 
little knowledge of computers. 

    •  A “video guide” takes the users through a tutorial that 
demonstrates how the system works and how to navi-
gate through the system. 

    •  The “video guide” reads all the information on the 
screens and prompts users to answer specific ques-
tions. 
 

    •  Answers are entered by choosing options or entering 
simple data tat is then “mapped” to the appropriate 
court forms. I-CAN! minimizes the information a user 
must type by providing multiple choices when 
possible. 

  
    • There are both English and Spanish versions.  

    •  General information is provided about court proce-
dures and what the user must do in order to file forms 
with the court. 

    •  Links are provided to detailed information about Juve-
nile and Domestic Relations District Courts so users 
can get specific information, such as the location and 
hours of operation, about the court in which they must 
file their forms. 

What is needed in order to use I-CAN!? 

    •  A PC with Internet Explorer 5.5 or greater can run 
I-CAN! and Windows 95, 98, NT, 2000, XP operating 
system versions are supported.  

    •  Adobe Acrobat 4.0 or greater is required for the forms 
printing.  

    • I-CAN! does not function using Netscape Navigator. 

    • I-CAN! will not print on Apple computers. 

For further information contact the Judicial Planning 
Department, Office of the Executive Secretary of the 

Supreme Court of Virginia, 804-786-6659

Virginia’s Family Abuse Protective Order I-CAN! System
Enhancing Citizen Access to Virginia’s Courts
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Sample 6: 2006 Script for I-CAN! System
Virginia’s Family Abuse Protective Order I-CAN! System Script

1.  If you need help now, call: 911  
 
Or, call the Virginia Family Violence & Sexual Assault 
Hotline:1-800-838-8238 — 24 hours a day  
 
The Hotline can also help you make a safety plan.

2.  Family abuse is very serious. If a relative or someone in 
your home has abused you, you can ask the Court for a 
protective order.  
 
A protective order is a court order that tells the abusive 
person to stop the abuse. It can also tell that person to 
not contact you, your family and anyone who lives with 
you. The order can also tell the abusive person not to go 
where you live or work.  
 
This computer program will help you fill out the forms 
you need to get a Protective Order. It takes about 30 
minutes to an hour.

3.  If a judge cannot hear your case right away, you may be 
able to get an Emergency Protective Order.  
 
Go to the Magistrate’s Office and ask for an Emergency 
Protective Order. Emergency Protective Orders may 
last only 72 hours. If you need longer protection, you 
must ask the Court for a Preliminary Protective Order.  
 
Do you want to quit I-CAN! now and go to the Magis-
trate’s Office?

4.  Family abuse is when someone:  
• uses violence, force, or threats against you,  
•  makes you afraid they will use violence or force 

against  you, or 
    • makes you stay somewhere against your will.  
 
     Are you a victim of family abuse? 

 
If answer “No” to 4 
Sorry I-CAN! cannot help you.  
 
I-CAN! can only fill out court forms if you have been a 
victim of family abuse.  
 
You said you were NOT a victim of family abuse.  

You may wish to contact your local Court Service Unit 
Intake Office or to contact the Virginia Family Violence 
and Sexual Assault Hotline 1-800-838-8238.  
 
If you got to this screen by mistake touch ‘Back’ to 
continue.

5.  What is the name of the person you want to be pro-
tected from?

6.  Is “John Doe” :  
• Your spouse or ex-spouse  
•  The parent of your child (even if you were never mar-

ried or never lived together) 
    •  A person you have had sex with and are living with 

now, or lived together with and had sex with within 
the past year 

    •  Your parent, child, stepparent, stepchild, brother, sis-
ter, half-brother, half sister, grandparent or grandchild 

    •  An in-law who lives in your home, or 
    • The child of a person you are living with now? 

7.  Do you want to ask the judge to order John Doe to stop 
committing family abuse?

8.  Tell us about yourself.  
We will print some of this information on your forms. 
But, for your safety, all information, except your name 
will be confidential.

           Confidential: means  only law enforcement agen-
cies, the Commonwealth’s attorney, and court per-
sonnel can see your information. John Doe cannot 
see this information.

9.  If the judge finds John Doe to be abusive and gives 
you a protective order, the Sheriff must personally give 
a copy of the order to John Doe. This is to make sure 
John Doe knows about the order.  
 
Please give us information about John Doe. 

10. Where did the acts that brought you here happen?

11. Give us all the information you can about John Doe.
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12. Where will John Doe be after 5 p.m. today?

13. Is John Doe in jail?

14. Does John Doe own or carry guns or rifles?

15. Do you have a photo of John Doe we can copy?

16.  Give any information that may help the Sheriff find 
John Doe, like scars, tattoos, the car or truck John Doe 
drives, etc.

17.  Describe the most recent act or acts of family abuse 
and why you want the protective order. Give details 
like when, other people present, threats, injuries, dam-
aged property, use of drugs, alcohol or weapons. 
 
Describe abuse and why you want a protective order.

18.  Do you know of any other cases in the Virginia courts 
involving you and John Doe?

19.  Did you and John Doe live in the same home when the 
abuse happened?

20.  (if answered “yes” to 19) Do you want to ask the judge 
to order John Doe to leave and stay away from your 
home?

21.  What is the address of the home you want John Doe to 
leave?

22.  Do you want to ask the judge to order John Doe to 
provide alternative housing? 

 
           Alternative housing: means John Doe must give 

you the money or make arrangements for you to live 
somewhere else, like a motel or another home.

23. Is there a car in the household owned by you alone?

24.  (if answered “yes” to 23) Do you want the judge to give 
you temporary exclusive possession of this vehicle?

            
Temporary exclusive possession: means that for a 
certain period of time, only you can get to and use 
the motor vehicle.

25. Give a description of the vehicle.

26.  Is there a car in your household owned by you and 
John Doe?

27.  (if answered “yes” to 26) Do you want to ask the judge 
to give you temporary exclusive possession of this 
vehicle?

28.  You can ask the judge to order no contact between you 
and John Doe.  
 
Do you want the judge to order no contact between 
you and John Doe?

           No contact: means John Doe cannot contact you: 
                • In person 
                • By phone, fax, mail or email 
                • Through someone else
      

John Doe cannot send you anything, including gifts or 
flowers.

29.  Sometimes you may need to have contact. Do you want 
to ask the judge to make an exception and let John Doe 
to contact you about:  
 
• Child visitation  
• Care for family members  
• Financial arrangements  
• Medical emergencies

30.  Is there a family or household member that needs 
protection from John Doe?

           Family of household member means: 
                 •  Your parent, child, stepparent, stepchild, broth-

er, sister, half-brother, half sister, grandparent or 
grandchild 

                • An in-law who lives in your home; 
                • The child of a person you are living with now 
                • Your spouse or ex-spouse 
                •  The parent of your child (even if you were never 

married or never lived together), or 
                •  A person you have had sex with and are living 

together now, or lived together with or had sex 
with within the past year

31.  (if answered “yes” to 30) Please enter the following 
information for the family member or member of your 
household that you want to ask the court to order John 
Doe to stay away from?

32.  Are there any more people in your household who 
need protection from John Doe?

33.  Do you have any children in common with John Doe?  
I-CAN will ask you questions about each of the 
children one at a time.
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34.  (if answered “yes” to 33) Tell us about the child you 
have in common with John Doe.

35.  You may ask for temporary custody or visitation of 
a minor or temporary support for a child you have in 
common with John Doe.  
 
Do you want to ask for temporary support, temporary 
custody or visitation of Sue Doe?

           Temporary means the court will only make a short 
term order in a Protective Order. It lasts only until a 
long term order is entered by the court or until the 
protective order is dismissed or expires. 
 
Custody includes both physical and legal custody. 
 
 Physical custody: means where the child lives. 
 
Legal custody: means who makes important deci-
sions about the health, education, and welfare of the 
child. 
 
Visitation: Is a right given by the court to a parent 
or other relative to visit with a child. If just one par-
ent has custody (known as sole custody), the other 
parent may get visitation rights. 
 
Support is the legal obligation or responsibility of 
a parent to contribute to their child’s basic living 
expenses.

36.  Does Sue Doe live with you?  
 
If yes, when did Sue Doe move to your current ad-
dress?

37.  Have you been to court for any custody or visitation 
case involving Sue Doe?

38.  Do you know of any other cases now in any court that 
could affect the judge’s decision on custody and visita-
tion, like:  
 
• Custody or visitation  
• Divorce  
• Paternity  
• Child support  
• Child abuse or neglect  
•  Assault and battery of a family or household 

member 
       • Termination of parental rights  

• Criminal case

39.  What is the name and address of the court where the 
case is waiting to be heard?

40.  Does anyone else beside you and John Doe have 
physical custody of Sue Doe?

41. Do you have any other children in common with 
John Doe?

42.  You have finished entering information. Click ‘Con-
tinue’ to create your forms.

43.  Your forms are ready to print. Each form will be 
displayed and must be printed by itself. You will not 
receive all of the forms at once. After you print a form 
you must touch ‘Next Form’ to display and print the 
next form.  
 
Touch ‘Continue’ now to display and begin printing 
the first form.
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Sample 7: Questions for Local Courts
XXX Juvenile and Domestic Relations District Court

Family Abuse Protective Order Filing Information

1. Where is the Court located?

2.  What are the driving directions to XXX Juvenile and 
Domestic Relations District Court?

3. Where (can I park) is parking available?

4.  What bus transportation is available to the Courthouse 
and at what cost? 

5. What taxi service is available to the Courthouse?

6. What other assistance is there for transportation?

7.  What should I do if I do not understand or speak  
English well?

8.  What should I do if I need help because of a physical 
challenge?

9. What should I wear to Court?

10. What should I bring with me?

11. What should I NOT bring with me? 

12. Who should I bring with me to court?

13.  What days can I file for a Family Abuse Protective  
Order at XXX Juvenile and Domestic Relations  
District Court?

14.  How early can I arrive to file for a Family Abuse  
Protective Order?

15.  How late can I arrive to file for a Family Abuse Protec-
tive Order and have the petition reviewed the same 
day?

16.  How long should I expect to spend at the Courthouse 
in order to file the petition for a Family Abuse Protec-
tive Order and have the petition heard the same day?

17.  Where should I go after passing through the security 
check at the door?

18. How do I contact the Court for more information?

19. What should I do if I feel I am in immediate danger?

20.  What should I do if an Emergency Protective Order 
that was issued expires before I am able to have a peti-
tion for the Family Abuse Protective Order filed and 
reviewed? (Emergency Protective Orders are most often 
issued by Magistrates and may last only 72 hours)  

21.  How do I contact the Magistrate’s Office for more  
information? 

22.  Do I need a lawyer to file for a Family Abuse Protective 
Order?

23. How can I find a lawyer to help me?

24.  How will I know when the Protective Order is served 
on the person from whom I want protection?

25. Where else can I get help?

OTHER QUESTIONS:
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Sample 8: Glossary of Terms
Glossary

Emergency Protective Orders: are most often issued by 
Magistrates and may last only 72 hours.

Family Abuse Protective Order: a legal document issued 
by a judge or magistrate to protect the health and safety of 
someone who has been injured or threatened by a fam-
ily or household member. In Virginia there are 3 kinds of 
protective orders: Emergency Protective Orders, Prelimi-
nary Protective Orders and Protective Orders.

Full hearing: a hearing in court before a judge where both 
parties are present and tell their story.

Intake Officer: a person with the Court Service Unit who 
will ask you questions and complete the forms and paper-
work needed file a petition for a Family Abuse Protective 
Order.

Magistrate: a judicial officer with limited powers who 
handles certain matters such as the issuance of warrants, 
determination of bail and issuance of Emergency Protec-
tive Orders. 

Petition: a formal request to a court asking the court to 
take action on a matter.

Petitioner: the person asking the court to do something.

Preliminary Protective Orders: require that you file a pe-
tition at court and are issued by a judge. They last 15 days 
or until a full hearing and require that the other person 
receive a copy of the order.

Protective Orders: are issued by the court after a full 
hearing where both parties are before the judge. These 
orders may last up to 2 years.

Respondent: the person against whom the protective 
order is issued.

Service of process - personal: when a summons or other 
court document such as a protective order is delivered 
and given in person to the person named in the docu-
ment.  A sheriff or other law enforcement officer most 
often serves protective orders.

Stalked: a series of actions, rather than a single act, 
coupled with the intent to, or knowledge that the acts 
instill fear or cause injury. These actions become a pattern 
of behavior called stalking, which is illegal.

Victim/Witness Coordinator/Program: a person avail-
able to answer questions about the court process, be with 
you (but not speak for you) during the court process and 
help you find other services you may need.

Witness: a person who testifies to what he/she has seen, 
heard or observed.
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Questions for Work Groups to Consider 

The following is the list of questions posed to the local 
work groups.  The questions are in bold.  Every court 
has made some improvements and enhancements to the 
basic list of questions.  Commentary is included for the 
questions indicating things to emphasize and areas for 
enhancement.

Most courts have chosen to use an active tense in the 
wording and personal pronouns where appropriate.  Every 
court has given consideration to the order of the questions 
and altered that order as they thought best.  Most courts 
embedded a brief description of certain words within the 
questions and answers.  One court created a glossary of 
terms that appears at the end of the filing information but 
is linked to the defined words throughout the document.  
A sample of the Glossary is included at the end of this 
section.

Many courts have chosen to add “Alerts” at the beginning 
of their list of questions.  The “Alerts” contain such infor-
mation as the need for the petitioner to go to the Court 
Service Unit (CSU) before coming to the Courthouse.  
This is important information in localities where the CSU 
is located in a different building than the Juvenile and Do-
mestic Relations District (J&DR) Court.  In another court, 
the need to make an appointment with the CSU was 
included.  Some courts include statements that are meant 
to make the petitioner aware that a protective order does 
not guarantee protection and other measures may need to 
be taken.  “Alerts” also contain information on times the 
court may not be available for filing and clarification of 
the communities served by the court. One court included 
a Spanish version of the “Alerts”.
 
1.  Where is the Court located? 

 
This is usually the address of the courthouse.  In cases 
where the CSU and J&DR court are located in different 
buildings, the question and answer should address both 
throughout the document where appropriate.

2. What are the driving directions to XXX Juvenile and 
Domestic Relations District Court?

Development of Court-Specific
Filing Information

Driving directions are usually included from a number of 
different directions. A link to either Mapquest or Google 
is usually included.

3.  Where (can I park) is parking available? 
 
This answer contains directions to and information 
about available parking such as the cost and time limits.  
If there is a specific parking lot or deck that can be 
shown on a map, a Google link can be added. 

4.  What bus transportation is available to the Court-
house and at what cost?  
 
The bus that serves the courthouse, location of the 
bus stop nearest the courthouse and fares should be 
included.  If there is a website for the bus line a link to 
that site can be added here.  This is especially important 
if litigants may need to take more than one bus to reach 
the courthouse.

5.  What taxi service is available to the Courthouse? 
 
A listing with phone numbers of taxi companies that 
serve the courthouse should be included.  If there are 
websites for cab companies a link can be included here.

6.  What other assistance is there for transportation? 
 
If there is no public transportation available in the 
locality, the work group can be asked to develop some 
information on any assistance that may be available, 
such as through the local Department of Social Services 
or domestic violence victim services organization.

7.  What should I do if I do not understand or speak 
English well? 
 
Courts have included information on calling either the 
clerk’s office or CSU to alert the court to the need for 
an interpreter.  One court included this question and 
answer in Spanish immediately after the “Alerts” at the 
beginning of the document. 

8.  What should I do if I need help because of a physical 
challenge?
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Litigants are directed to call the clerk’s office or CSU to as-
sure accessibility to the courthouse or make arrangements 
for assistance.

9.  What should I wear to Court? 
 
Most courts have a dress code and that information is 
included here.  Courts without a formal dress code are 
encouraged to provide guidance to litigants on expected 
attire at the courthouse.

10.  What should I bring with me? 
 
Most courts have divided the answer to this question 
into two sections.  The first section deals with what a 
petitioner MUST bring such as a description of the 
event leading to the petition and the name and physi-
cal address of the respondent.  Often a statement is 
included that alerts the petitioner that this informa-
tion will be needed for all hearings. The second section 
deals with what else the petitioner should bring in-
cluding identifying information about the respondent, 
copy of an EPO if issued, photographs and medical 
reports. The petitioner is urged to provide as much 
identifying information as possible about the respon-
dent so that person can be found for personal service.  
The petitioner is warned that the Protective Order 
cannot be enforced until it has been personally served 
on the respondent.  Some CSU have begun to use the 
Protective Order Service of Process Information sheet 
as a hard copy questionnaire for petitioner to complete 
as part of the intake process.   
 
A copy of this document is included in the Sample 
documents to this Section.

11.  What should I NOT bring with me?  
 
This answer contains all the items prohibited in the 
courthouse or CSU, such as food, drink, cell phones, 
recording devices and weapons.  Courts include infor-
mation on the screening procedures at the courthouse 
or procedures related to confiscating prohibited items. 
The Sheriff ’s office most often supplies this  
information.

12.  Who should I bring with me to court? 
 
The answer to this question has served two purposes. 
The first is to encourage the petitioner to bring direct 
witnesses of the event with them, especially to the full 
hearing.  The second purpose is to discourage petition-
ers from bringing certain people to court with them.  

Small children pose a real problem at the courthouse 
especially if the petitioner is the only one to supervise 
the child.  If a petitioner must bring a child, they are 
encouraged to bring another adult with them to super-
vise the child.  Courts often include a statement that 
there are no facilities at the courthouse set aside for 
children and that the petitioner may be at the court-
house for several hours.  Petitioners are encouraged to 
bring childcare items such as diapers, food, and quiet 
toys to amuse children if they must bring children with 
them.  Courts did not want to absolutely bar young 
children but did want to clarify that the courthouse 
is not “child friendly”, every effort should be made 
to avoid bringing small children and if children are 
brought, the adult should be prepared to supervise 
and amuse the child.  Additionally, courts have in-
cluded statements that discourage the petitioner from 
brining anyone who may cause a disturbance at the 
courthouse, meaning a new boy or girl friend.  Some 
courts have separated these purposes into 2 distinct 
questions: Who should I bring with me to court?  Who 
should I NOT bring with me to court? 

13.  What days can I be file for a Family Abuse Protec-
tive Order at XXX Juvenile and Domestic Relations 
District Court? 
 
Some courts have combined this question with the 
next 2 questions into When can I file for a Fam-
ily Abuse Protective Order at XXXXX Juvenile and 
Domestic Relations District Court?  For courts that 
only accept Family Abuse Protective Order petitions 
on certain days it may be better to keep the questions 
separate.  This answer usually contains directions on 
what to do if there is inclement weather and a state-
ment related to closings for holidays.

14.  How early can I arrive to file for a Family Abuse  
Protective Order? 
 
This answer reflects the time that the CSU begins  
serving petitioners.

15.  How late can I arrive to file for a Family Abuse 
Protective Order and have the petition reviewed the 
same day? 
 
The answer to this question varies dramatically from 
court to court.  Almost all courts indicate that petition-
ers need to arrive at the CSU well before the court clos-
ing time in order for the paperwork to be processed 
and the petition reviewed by a judge. It is important 
to spend time discussing this process in detail with 
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the whole group since law enforcement personnel; 
magistrates and victim assistance personnel may not 
be aware of the process.  Once aware of the process 
these allied professionals often develop informational 
materials for litigants.  The answer to this question 
also leads into what information should be provided 
to the protected party named in an Emergency Protec-
tive Order (EPO), since those orders expire at 5:00 PM 
on a court business day.  None of the courts that have 
participated indicate that a petitioner could arrive at 
the courthouse at 4:30 on the day an EPO expires, file 
a petition and have it reviewed that day.  Some courts 
indicate that if a petitioner arrives after 11:00 AM the 
petition will be filed that day but will not be reviewed 
until the next day requiring a second visit to the court-
house.  

16.  How long should I expect to spend at the Court-
house in order to file the petition for a Family Abuse 
Protective Order and have the petition heard the  
same day? 
 
Discussion related to this question should focus n 
developing a reasonable estimate of the amount of 
time a petitioner should expect to spend at court.  This 
discussion often identifies practices that are helpful to 
review and evaluate.

17.  Where should I go after passing through the secu-
rity check at the door? 
 
This answer is simple directions on how to find the 
CSU or courtroom.  It is important to include the 
exact wording of the signage at the courthouse.

18.  How do I contact the Court for more information? 
 
This answer most often includes contact information 
for the clerk, CSU and Victim Witness programs plus 
the hours during which assistance is available.

19.  What should I do if I feel I am in immediate dan-
ger? 
 
The answer to this question directs people to call 911 
and local law enforcement.  Some courts have moved 
this information to the front of the document as an 
alert. Courts have also included information on their 
local domestic violence hotline here.

20.  What should I do if an Emergency Protective Order 
that was issued expires before I am able to have a 
petition for the Family Abuse Protective Order filed 

and reviewed? (Emergency Protective Orders are most 
often issued by Magistrates and may last only 72 hours)   
This question was included to address the dilemma 
that arises as a result of question 15.  What happens 
when the EPO has expired before the petitioner can 
file the petition at court?  Most often the answer to 
this question directs the petitioner to the magistrate 
to seek another EPO.  The magistrate would evalu-
ate the EPO petition taking into account that the act 
that led to the first EPO is still causing the petitioner 
to fear for their safety and the petitioner had actively 
attempted to file for a Preliminary Protective Order. 
Court groups usually discuss this process at length 
and it is extremely important to have a magistrate at 
the meeting.  One court chose to state the question 
more broadly What should I do when the Court Ser-
vice Unit is not open or accepting petitions for Family 
Abuse Protective  
Orders?

21.  How do I contact the Magistrate’s Office for more 
information?  
 
Contact information including location, phone num-
ber and hours of operation for the magistrate’s office 
are included here.  If there is more than one magis-
trate’s office for the locality, this information is includ-
ed for all offices.  Google map links to the magistrates’ 
offices are included as well.

22.  Do I need a lawyer to file for a Family Abuse  
Protective Order? 
 
Courts have included this question to clarify that it is 
not necessary to have a lawyer.  The answer usually in-
cludes a description of the role of the CSU as provid-
ing assistance in completing the paperwork and basic 
information about preparing for the court hearing and 
stating clearly that the CSU officer cannot give legal 
advice.  The petitioner is directed to question 23 for 
information on how to find a lawyer.  Some CSUs have 
developed an information sheet on preparing for the 
full hearing that they give all petitioners.  A sample of 
such information is included in the Appendices.

23.  How can I find a lawyer to help me? 
 
Information on how to contact the local Bar, Legal Aid 
along with the limitations on their services and any 
pro bono programs is included here.

How will I know when the Protective Order is served on 
the person from whom I want protection?
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The answer to this question often includes a warning 
to the petitioner that the Protective Order cannot be 
enforced until it has been personally served on the 
respondent.  Directions on how to contact the Sheriff ’s 
Office are included here. 

24.  Where else can I get help? 
 
This is usually a bulleted list with the title, phone num-
ber and a very brief description of services available 
in the community.  Courts have arranged these lists 
differently, some separating the services into catego-
ries.  Some courts have used this list on the back of a 
brochure provided by the project.  A sample of such a 
broche is included in the Appendices.

OTHER POSSIBLE QUESTIONS:

Is there a fee for filing for a Family Abuse Protective 
Order?

       There is no fee for filing for a Family Abuse Protective 
Order.

Where can I get access to the Internet?

       Include directions to and policies of Public libraries, 
law libraries and any other agency willing to provide 
such access.

What should I do if I am the person named as a “re-
spondent” in a Family Abuse Protective Order? 

       In addition to a copy of the order, you will receive a 
brochure from the Sheriff “What You Should Know 
About Protective Orders”.  Read both carefully.  Strict 
compliance with the order will avoid additional prob-
lems that can result in criminal penalties. 
 
You may ask the court to dismiss or change the terms 
of the order.  ONLY a judge may dismiss or change the 
terms. 
 
If the order has a date and time for a hearing, arrive at 
the Courthouse at least 30 minutes ahead to allow time 
for parking.  You or your attorney may present your 
case at the hearing.   
 
The location of the court and other information about 
the court’s policies are contained in this document 
under separate questions.

What if I am being stalked?

       If you feel that you are in immediate danger, you 
should call 911 for police assistance.   
 
You can also contact Safe Harbor at XXX-XXX-XXXX, 
which is available 24 hours a day, 7 days a week. 
 
You may go to the Magistrate’s office and testify under 
oath as to why you think you are being stalked and 
why a protective order is necessary.  You will be asked 
to fill out a written affidavit (statement).  Please bring 
a photo I.D. with you. See question 19 for information 
on how to contact the Magistrate’s office.

What should I do at the full hearing (where both parties 
are before the judge)?
        

When your name is called go into the courtroom.  
Only you or your lawyer, if you hired one, can speak 
for you.  The judge will ask you questions. Listen care-
fully, answer them completely, tell the truth and speak 
slowly.  The person from whom you want protection or 
that person’s lawyer may ask you questions.  DO NOT 
interrupt the judge, lawyers or the person from whom 
you are seeking protection. If you have any questions 
or don’t understand something, ask the judge BEFORE 
you leave the courtroom.

What should I do if the Judge does not issue a Protective 
Order?
        

You can file an appeal with the clerk in Room XXXX 
on the first floor of the Courthouse within 10 days of 
the hearing.   You may also want to contact some of the 
other services available to citizens in XXXXXX. See 
question 33.

When does a Protective Order take effect?
        

A Sheriff ’s deputy or court official must give the Pro-
tective Order to the person from whom you want pro-
tection.  A Protective order is not valid until that per-
son gets a copy.  This is called “personal service.” At the 
full hearing (where both parties are before the judge) 
the order may be given to both you and the other 
person in the courtroom.  If not, you may be directed 
to go to room XXX on the first floor of the Courthouse 
to get a copy of the order.  DO NOT LEAVE THE 
COURTHOUSE without a copy of the order.

What should I do with the order?
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Once you have a copy of the order, keep the order in 
a safe place. You should carry a copy of the order with 
you at all times. You will have to show it to the police 
or the Court if there is a violation. If you cannot read 
the order or do not understand it, call XXX-XXX-
XXXX or return to Room XXXX for help. 
 
Make several photocopies of the order as soon as pos-
sible and keep the original order in a safe place. You 
may want to give a copy of the order to your employer, 
school, children’s school, daycare provider, and anyone 
else named in or protected by the order. 

What should I do if the protective order is violated?
        

If your protective order is violated, you should im-
mediately call 911 and tell the officers that you have 
a protective order and the abuser is violating it. You 
should also notify your attorney and/or the court. 

What if I need to move or travel after my protective 
order is issued?
        

If you move or travel within the state or anywhere else 
in the country including U.S. territories and Indian 
tribal lands, your protective order will still be valid and 
good. If you are thinking about moving or traveling 
you may want to contact the National Center on Full 
Faith and Credit at 1-800-903-0111 for more informa-
tion. 
 
PLEASE notify the clerk of the court at XXX-XXX-
XXXX if you move or have a change of address.

Sample Materials to Develop Court-Specific Filing 
Information

Sample materials to assist in the development of court-
specific filing information follows. 
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Sample 10
Preparing for a Family Abuse Protective Order Hearing

Be aware that having a Protective Order does not guarantee your safety. It is critical that you take 
extra safety precautions before and AFTER an order is issued. Contact the Alexandria Domestic 
Violence Program at 703-838-4911 or www.alexwomen.com for help making a safety plan.

Who should I bring with me to the full hearing (where 
both parties are before the judge)? 

Bring yourself and any witnesses to the event.
 
What should I do at the full hearing (where both parties 
are before the judge)? 

When your name is called go into the courtroom.  Only 
you or your lawyer, if you hired one, can speak for you.  
The judge will ask you questions. Listen carefully, answer 
them completely, tell the truth and speak slowly.  The 
person from whom you want protection or that person’s 
lawyer may ask you questions.  DO NOT interrupt the 
judge, lawyers or the person from whom you are seeking 
protection. If you have any questions or don’t understand 
something, ask the judge BEFORE you leave the court-
room.
 
What should I do if the Judge does not issue a Protec-
tive Order? 

You can file an appeal with the clerk in Room 1300 on the 
first floor of the Courthouse within 10 days of the hearing.   
You may also want to contact some of the other services 
available to citizens of Alexandria such as the Alexandria 
Domestic Violence Program at 703-838-4911 or  
www.alexwomen.com .
 
When does a Protective Order take effect? 

A Sheriff ’s deputy or court official must give the Protec-
tive Order to the person from whom you want protection.  
A Protective order is not valid until that person gets a 
copy.  This is called “personal service.” At the full hearing 
(where both parties are before the judge) the order may be 
given to both you and the other person in the courtroom.  
If not, you may be directed to go to room 1300 on the first 
floor of the Courthouse to get a copy of the order.  DO 
NOT LEAVE THE COURTHOUSE without a copy of the 
order.

What should I do with the order? 

Once you have a copy of the order, keep the order in a safe 
place. You should carry a copy of the order with you at all 
times. You will have to show it to the police or the Court 
if there is a violation. If you cannot read the order or do 
not understand it, call (703) 246-3040 or return to Room 
2500 for help. 

Make several photocopies of the order as soon as possible 
and keep the original order in a safe place. You may want 
to give a copy of the order to your employer, school, chil-
dren’s school, daycare provider, and anyone else named in 
or protected by the order. 
 
What should I do if the protective order is violated? 

If your protective order is violated, you should immedi-
ately call 911 and tell the officers that you have a protec-
tive order and the abuser is violating it. You should also 
notify your attorney and/or the court.  

What if I need to move or travel after my protective 
order is issued? 

If you move or travel within the state or anywhere else in 
the country including U.S. territories and Indian tribal 
lands, your protective order will still be valid and good. If 
you are thinking about moving or traveling you may want 
to contact the National Center on Full Faith and Credit at 
1-800-903-0111 for more information. 

PLEASE notify the clerk of the court at 703-246-3076 if 
you move or have a change of address.
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Finalizing and Posting 
Court Filing Information

This Section Includes:

•  Finalizing and Posting Court  
Filing Information

•  Sample 11: I-CAN! Poster

•  Sample 12: I-CAN! Brochure

•  Sample 13: Business Card  
Template

• Sample 14: Press Release

Finalizing and Posting Court 
Filing Information

Setting Dates for Meetings and Tasks

At the completion of the first meeting a number of dates 
are set:

•  When assigned information is be sent via email by work 
group members to the facilitator (usually within 1 week 
of the meeting)

•  When the facilitator will have the first draft of the filing 
information via email to the work group members (usu-
ally within 2 weeks of the above date)

•  When work group comments on the fist draft are to be 
sent via email to the facilitator (usually within 1 week of 
the above date)

•  When the second draft is to be sent via email to work 
group members with a reminder of the next meeting 
(usually within 2 weeks of the above date)

•  Next meeting date 10 – 12 weeks from the first meeting 
or within 2 weeks of the above date.

Developing the First Draft of Filing Materials

The facilitator develops a first draft of the filing materials 
based on information gathered at the first meeting and 
information sent by assigned individuals.  The facilita-
tor may have to remind individuals of their assignments.  
Any missing information is highlighted in the first draft 
sent for review and comment.  Responses to the first 
draft are incorporated into the second draft and sent to 
group members in preparation for the second meeting.  
The second draft is used as the basis for discussion at the 
second meeting.  Information or comments on the second 
draft sent to the facilitator prior to the second meeting are 
mentioned at the meeting.

Refining Filing Information

The second meeting is used to refine the filing informa-
tion and clarify any remaining issues.  The group discuss-
es how best to inform their community about I-CAN!.  
8” x 11” posters are provided to group members.  Group 
members are encouraged to include links to the Virginia 
Family Abuse Protective Order I-CAN! system from web-

sites maintained by their respective organizations as well 
as including articles about I-CAN! in their agency news-
letters.  The group is also reminded that the filing infor-
mation can be used as hard copy informational materials 
for the clients served by various agencies.

Within 2 weeks of the second meeting a third draft is 
circulated to work group members via email for review 
and comment with a date set for comments 2 weeks later.  
Comments from the third draft are incorporated into a 
final draft that is sent within 1 week to the work group 
members for final approval.  The deadline for final com-
ments is within 1 week.  After these comments are in-
corporated the final version is sent to the Department of 
Judicial Information Systems at the Office of the Executive 
Secretary of the Supreme Court of Virginia to be posted 
on the Supreme Court of Virginia’s website. 

Sample Timeline for Development of Filing 
Information (shown on page to the right)

Timeline for development of filing information assuming 
the first meeting is January 1:

Work group information to facilitator by January 7
First draft to workgroup by January 21
Comments on first draft to facilitator by January 28
Second draft to workgroup by February 13
Comments on second draft to facilitator by February 20
Second meeting February 27
Third draft to workgroup by March 13
Comments on third draft to facilitator by March 20
Final draft to workgroup March 27
Comments on final draft to facilitator by April 3 
Post filing information on the Supreme Court of Virginia’s 
website April 4

This timeline is subject to change based on the issues that 
arise during workgroup discussions and the complexity of 
issues that need resolution.  

Procedure for Filing Information Approval

When the group is satisfied with the filing information 
it is sent in electronic format to the Debbie Spencer in 
the Department of Judicial Information Systems (DJIS).  
Contact Debbie at dspencer@courts.state.va.us before 
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JANUARY FEBRUARY MARCH APRIL

January 28
Comments on

first draft
to facilitator

April 4
Post filing information
on the Supreme Court
of Virginia’s website

March 20
Comments on

third draft
to facilitator

January 7
Workgroup
information
to facilitator

January 21
First draft to
workgroup

February 13
Second draft
to workgroup

February 20
Comments on
second draft
to facilitator

February 27
Second
meeting

March 13
Third draft

to workgroup

March 27
Final draft to
workgroup

April 3
Comments on

final draft
to facilitator

Sample Timeline for Development of Filing Information
(Assuming the First Meeting is January 1)

sending the information to determine the correct format 
for the information.  The court workgroup is copied on the 
email that sends the material to DJIS.  When the material 
is posted DJIS sends a notice back to the facilitator with 
a link to the posted information.  The court workgroup 
members are copied on this email.  The facilitator then 
visits and tests the posted materials and notifies DJIS if it 
is satisfactory.  DJIS includes a notice of the posting on the 
Supreme Court of Virginia’s Intranet.
 
When the filing information has been posted the facilita-
tor sends an email to all workgroup members thanking 
them for their participation.  A brief evaluation of the 
workgroup process is embedded in the email.  Attached 
to the email are additional documents that the workgroup 
members may find helpful:

• The 8” x 11” poster in electronic format;

•  A brochure (front and back) with information on how 
to access I-CAN!, general information about Protective 
Orders and a panel with information about their local 
services;

•  A template for business cards with information on how 
to reach the I-CAN! site that can be printed on standard 
Avery business cards; and

•  A press release that can be used to announce the project 
to the community.

Sample copies of the above mentioned materials are in-
cluded in the following pages of this section of the manual.

Taking Responsibility for Reviewing and Updat-
ing Filing Information

It is important to identify an individual from each court 
work group who will take responsibility for reviewing and 
updating the court’s Family Abuse Protective Order Filing 
Information and sending any needed revisions to staff at 
the Office of the Executive Secretary of the Supreme Court 
of Virginia. A full copy of the currently posted local court 
Family Abuse Protective Order Filing Information for each 
participating court is kept in a notebook in the Office of 
Judicial Planning.  When information is updated the new-
est dated version of the information should be inserted in 
the notebook.  Judicial Planning staff should communicate 
and coordinate with DJIS staff to accommodate any revi-
sions to the posted materials.

Sample Materials to Finalize and Post Filing  
Information

Sample materials to assist in the finalizing and posting of 
filing information follow. 
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Sample 11: I-CAN! Poster
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Sample 12: I-CAN! Brochure
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Sample 13: I-CAN! Business Card Template

www.courts.state.va.us - Online Services
Family Abuse Protective Orders (I-CAN!)

For help preparing forms for a Family Abuse
Protective Order in Virginia, go to:

I-CAN!
THERE IS NO PLACE IN FAMILIES FOR VIOLENCE

---- www.courts.state.va.us - Online Services
Family Abuse Protective Orders (I-CAN!)

For help preparing forms for a Family Abuse
Protective Order in Virginia, go to:

I-CAN!
THERE IS NO PLACE IN FAMILIES FOR VIOLENCE

----

www.courts.state.va.us - Online Services
Family Abuse Protective Orders (I-CAN!)

For help preparing forms for a Family Abuse
Protective Order in Virginia, go to:

I-CAN!
THERE IS NO PLACE IN FAMILIES FOR VIOLENCE

---- www.courts.state.va.us - Online Services
Family Abuse Protective Orders (I-CAN!)

For help preparing forms for a Family Abuse
Protective Order in Virginia, go to:

I-CAN!
THERE IS NO PLACE IN FAMILIES FOR VIOLENCE

----

www.courts.state.va.us - Online Services
Family Abuse Protective Orders (I-CAN!)

For help preparing forms for a Family Abuse
Protective Order in Virginia, go to:

I-CAN!
THERE IS NO PLACE IN FAMILIES FOR VIOLENCE

---- www.courts.state.va.us - Online Services
Family Abuse Protective Orders (I-CAN!)

For help preparing forms for a Family Abuse
Protective Order in Virginia, go to:

I-CAN!
THERE IS NO PLACE IN FAMILIES FOR VIOLENCE

----

www.courts.state.va.us - Online Services
Family Abuse Protective Orders (I-CAN!)

For help preparing forms for a Family Abuse
Protective Order in Virginia, go to:

I-CAN!
THERE IS NO PLACE IN FAMILIES FOR VIOLENCE

---- www.courts.state.va.us - Online Services
Family Abuse Protective Orders (I-CAN!)

For help preparing forms for a Family Abuse
Protective Order in Virginia, go to:

I-CAN!
THERE IS NO PLACE IN FAMILIES FOR VIOLENCE

----
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Sample 14: Press Release

DRAFT Press Release I-CAN! 

An Internet-based system is now available to help citizens 
filing for Family Abuse Protective Orders in Virginia. 
Henrico has developed information to help citizens access 
this system.

The Interactive Community Assistance Network, I-CAN!, 
provides convenient and easy assistance with preparing 
court forms and information about  local Juvenile and 
Domestic Relations District Courts.  The system can be 
accessed through the Supreme Court of Virginia’s web site 
at www.courts.state.va.us, Programs & Services, Assis-
tance with Family Abuse Protective Orders.  I-CAN! was 
created by the Legal Aid Society of Southern California 
and adapted for use in Virginia by the Office of the Execu-
tive Secretary of the Supreme Court of Virginia through a 
VSTOP grant from the Virginia Department of Criminal 
Justice Services. 

The I-CAN! system creates properly formatted petitions 
and educates users on court practices and the steps needed 
to pursue their matter.  I-CAN! asks the user a series of 
questions and uses the responses to properly complete 
a petition for a Family Abuse Protective Order that can 
be brought to Henrico Juvenile and Domestic Relations 
Court Service Unit for filing.  The system can be used any-
where a person has access to the Internet, for example, at 
home, at a local library, in a domestic violence shelter, or 
at an attorney’s office.  

Henrico’s Juvenile and Domestic Relations District Court 
convened a work group of local agencies and organizations 
who were trained on the use of the system and reviewed 
Henrico Court’s practices and policies.  The group devel-
oped information for citizens to assist them in using the 
Court such as: how to find the Court, what to expect in 
court, what time the Court reviews petitions for protective 
orders, and how to find other services and legal assistance.  
This information is posted on the Virginia I-CAN! site and 
provides detailed Henrico-specific information regarding 
available services and Court practices. 

Over the next year the Office of the Executive Secretary of 
the Supreme Court of Virginia will be convening similar 
work groups across the state to assist other localities in de-
veloping the same type of detailed information as Henrico.  
Once a locality has developed the information, it will be 

added to the Virginia I-CAN! site as a further service for 
citizens.  

Henrico Juvenile and Domestic Relations District 
Court I-CAN! Work Group

Margaret Deglau, Judge, Henrico J&DR District Court
Richard Wallerstein, Judge, Henrico J&DR District Court
Tom Elliott, Clerk, Henrico J&DR District Court
Kay Frye, Director & Lewis Wright, Intake Supervisor, 
Court Service Unit, Henrico J&DR District Court
Capt. Darlean Dailey, Henrico County Sheriff ’s Office
Robert Wood and Mike Huberman, Commonwealth’s  
Attorney’s Office
Ellen Fulmer and Marissa Mitchell, Henrico County  
Attorney’s Office
Investigator Bridget Cease & Beth Bonniwell, Henrico 
County Division of Police
Sara Munoz and Maureen Brown, Magistrates
Jane Hardell, Henrico County Probation Officer
Shelly Shuman-Johnson, Director, Henrico Victim/Wit-
ness Assistance Program
Courtney Melchor, Henrico County Public Library
Shannon Heady, Director, Safe Harbor
Rebecca Lee, YWCA of Richmond
Matt Zwerdling, Zwerdling & Oppleman
H. Pratt Cook, III
Harriet C. McCollum, I-CAN Project Coordinator, Office 
of the Executive Secretary, Supreme Court of Virginia
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