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STANDARD OPERATING PROCEDURE 

 

Policy: The authority and policy of this SOP results from Public Law 13-51 which created the 

Government of Guam Public Defender Service Corporation, in that the Executive 

Director has the authority to formulate administrative policies and procedures of the 

PDSC.  

Purpose:  This SOP establishes the Family Violence Program responsibilities relative to a 

 memorandum of understanding with GCO-FPO, STOP-VAW Formula Grant Program 

 for the services to clients seeking Orders of Protection. 

 

Scope: Attorneys, Secretaries, Investigators, Legal Clerks, Process Officers, and the Family 

Violence Specialist (FVS).  NOTE: Information within […] indicate alternate 

coverage for the FVS who may be out for 1-2 days or more.  The Legal Clerks will 

notify the assigned Secretary and/or Attorney regarding incoming PO clients. 

Responsibilities & Procedure: 

 

1. Potential clients will be professionally greeted and respected due to the nature of their circumstances 

regarding assaults, threats, abuse, and family violence. 

 

2. A client’s identity will be verified via a form of photo identification. If clients do not possess a photo ID 

then they will need to provide two other forms of identification such as a birth certificate and Third-party 

verification. Identification may also be confirmed through personal knowledge. This rule does not apply 

to minors. 

 

3. Phone or email inquiries are not tendered with legal advice or detailed assistance. Inform all inquiries to 

seek assistance with our office in person during normal business hours. 

 

4. Protection Orders on behalf of minors can only be obtained by at least one biological parent or guardian. 

 

5. If a client is currently in an emergency or dangerous situation inform them to call 911 for police and first 

responder services. 

 

DIVISION/SECTION: 

 

PROTECTION ORDER SECTION (FAMILY VIOLENCE PROGRAM) 
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SUBJECT: 

 

Protection Order Process & Procedures When the FamilyViolence Specialist is Out 
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6. Legal Clerks will introduce themselves, their position and ask what the purpose of client’s visit is such as: 

protective order filing request, pick-up of documents, etc. The Legal Clerks will then notify the FVS [or 

Investigators] of the potential client.  

7. Legal Clerks will conduct a short interview with the client to establish identity of the Petitioner and 

Respondent. They will then research for potential conflicts of interest via the information collected and 

through Abacus data base. 

 

8. After completing such background check, the Legal Clerks will then inform the assigned Attorney via 

their Secretary of the potential PO client and the results of their research. 

 

9. The Attorney will review findings and decide upon representation of the client. The Attorney will then 

notify the Legal Clerks to either proceed with establishing a PO case-file and to continue with the 

application process or to halt the process due to a conflict of interest. The FVS will also be notified of the 

results. 

 

10. Should there exist a conflict of interest, the FVS [Legal Clerk, Secretary, Investigator or Attorney] 

will meet with the client to discuss the PDSC Domestic Violence Safety Plan via program brochure(s). 

The client will also be referred to Guam Legal Services Corporation, Superior Court of Guam (Pro-se 

application), and the Guam Bar Association for further resources and legal assistance. Should the FVS be 

out of the office, the Legal Clerks will notify the FVS of any conflicts of interest in order for the FVS to 

maintain a list/log that records all potential clients who disqualified for PDSC PO services. 

 

11. If no conflict exists, then the Legal Clerks will conduct an Intake interview, establish a PO file, and an 

Abacus record. If it appears during the interview that the client may need an interpreter, or the client is 

requesting for an interpreter, then the Legal Clerk will notify the FVS [or Secretary] of this issue. 

 

12. If the client needs an interpreter, the FVS [or Secretary] will then seek assistance via the Judiciary of 

Guam - Court Interpreter Registry Program at 475-3299. As a last resort, interpreter assistance may also 

be sought from employees of the PDSC or family/friends of the client. 

 

13. Upon completion of Intake, the Legal Clerk will forward the PO file to the FVS [or Secretary] for 

action. The FVS will conduct an interview of facts utilizing the Protection Order Interview Form via 

Abacus. If the FVS is unavailable (due to leave, training, etc.) then the Secretary will receive the PO file. 

 

14. The Secretary will then review the PO file for completeness and create an investigation assignment via 

Abacus. The Secretary will also notify the Investigators of the forthcoming assignment via a phone call 

or in-person. The Investigators will then conduct an interview of facts using the PO Interview Form via 

Abacus. 

 

For numbers 15 and 16, do both the FVS and Investigators have to conduct the interview or 

completion of forms? 

15. During the interview of facts, the FVS [or Investigators] will allow (5 – 10 minutes) for the client to 

express their situation and circumstances prior to conducting the interview. This will allow for 

information to be more easily obtained for the PO Interview Form completion. Encourage the client to 

also provide a written statement (if possible) about the incidents of abuse or threats. If the client is injured 

as a result of abuse, inform the client that photographs of their injuries are needed. 

 

16. Upon completion of the PO Interview of facts, the FVS [or Investigators] will produce their report and 

findings to the Attorney for review and consultation. The FVS [or Investigators] will also advise the 

client of the PDSC Domestic Violence Safety Plan via the program brochure. 

 

17. The Attorney will review findings, meet with the client, and decide if the elements warranting an Order 

of Protection have been attained. The Attorney will consult the client on his/her decision and will notify 

the FVS [or Secretary] to either proceed or halt the process. If the decision is to halt the process, then the 
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FVS [or Attorney] will advise the client not to be discouraged and to reapply with our office if another 

more substantial incident occurs, and to call 911 for police and first responder assistance in an 

emergency/dangerous/threatening situation.  

 

18. If the decision is to proceed, then the FVS [or Secretary] will begin preparing the required 

documentation for the Order of Protection which are as follows: 

 

 Order of Protection Docketing Statement (Form A4) 

 Marshals Service Information Form (Form A2) 

 Petition for Temporary Order of Protection & Order to Show Cause (OSC) (Form A1) 

 Declaration of Petitioner (attached to Form A1) 

 Order to Show Cause Temporary Order of Protection (Form A3) 

 

19. Upon completion of the above documents the Attorney, FVS [or Secretary] and the Client will review 

and sign all required documents. Only the Attorney can provide legal advice regarding the 

documentations and procedures of the OSC hearing. Appointments for the Attorney and Client are 

arranged by the FVS [or Secretary]. 

 

20. Make the following copies of the above documents: 

 

 2 copies of Form A4 

 2 copies of Form A2 

 5 copies of Form A1 with Declaration 

 11 copies of Form A3 

 

21. All PO documents will be forwarded to the Process Officers [or FVS] for court filing. If the 

documentation is not completed before 4:00PM, then the filing will commence the following work date. 

FVS [or Secretary] will conduct all follow-ups on the Court’s status of the Order of Protection to include 

Marshal Service. 

 

22. Upon receipt of Court approved/signed and filed Temporary Order of Protection documents, the FVS [or 

Secretary] will notify the client of the status and to obtain their copy with our office. The client may 

authorize a third-party to obtain their copies; however, only through proper identification. Emailing a 

copy of said documents may also constitute delivery to the client; however, this is not the preferred 

method of delivery to the client. If the client comes into PDSC to pick-up their documents and the FVS is 

unavailable or out of the office, the Legal Clerks will notify the assigned Secretary [or Attorney] of the 

client’s visit. The Secretary [or Attorney] will go through client’s protective order, hearing and Safety 

Planning.  Also, the assigned Secretary will forward any questions and/or concerns to the Attorney to 

advise the client as soon as possible.  The FVS [or Secretary, or Attorney] will discuss with the client 

the purpose of the documents being provided and inform of the OSC hearing date and time. It is important 

that the client understands that their attendance is mandatory at the hearing and verbal testimony may be 

required. The client will also be informed of any changes to the Court’s calendar regarding the OSC 

hearing. Lastly, all documents will be saved, scanned, and linked to Abacus. 

 

23. While at the OSC hearing the Court may either approve or deny the issuance of a Permanent Order of 

Protection. If approval is given then the Attorney will instruct the FVS [or Secretary] to prepare a 

Permanent Order of Protection (Form B1) for review, signature, and filing in Court. The FVS [or 

Secretary] will make eleven (11) copies of (Form B1) and stamp the original (Form B1) as “Original”. 

Documents will be forwarded to the Process Officers for action. The FVS [or Secretary] will conduct 

all follow-ups with the Court regarding status of Form B1. Upon receipt of the signed and filed 

Permanent Order of Protection – Form B1, the FVS [or Secretary] will contact and inform the client to 

pick up their copy. If the Court denies the issuance of a Permanent Order of Protection then the FVS [or 

Attorney] will contact the client to discuss this issue and potential options. 
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24. In cases of modification, extension, or dismissal of a Permanent Order of Protection, the FVS [or 

Secretary] will schedule an appointment for the client to meet with the Attorney. After consultation, the 

Attorney will give instructions to the FVS [or Secretary] on proceeding forward or halting the change. 

If the instruction is to proceed forward, then the FVS [or Secretary] will prepare (Form C) 

Petition/Motion to Dismiss/Extend/Modify Order of Protection for the client’s and Attorney’s review, 

signature, and filing. The FVS [or Secretary] will then make five (5) copies of the original (Form C) and 

forward to the Process Officers for action. The FVS [or Secretary] will conduct all follow-ups with the 

Court regarding status of Form C. Upon receipt of the filed form, the FVS [or Secretary] will notify the 

client of the status and to pick up their copy from PDSC. If the Court does not approve or grant the 

modification, then the FVS [or Attorney] will contact the client to discuss this matter and provide other 

remedies. 

 

25. In cases of violations of the client’s protective order, the FVS [or Secretary] will schedule an appointment 

for the client to meet with the Attorney. After consultation, the Attorney will give instructions to the FVS 

[or Secretary] to proceed or halt the violation filing.  If the instruction is to proceed, then the FVS [or 

Secretary] will make five (5) copies of the original Form D and forward the documents to the Process 

Officers for action.  The FVS [or Secretary] will conduct all follow-ups with the Court regarding the 

status of Form D.  Upon receipt of the filed form, the FVS [or Secretary] will notify the client of the 

status and to pick-up their copy from PDSC.  If the Court does not approve or grant the violation, then the 

FVS [or Attorney] will contact the client to discuss this matter and provide other remedies. 

NOTE: All notes and actions regarding this process will be recorded in the PO file and Abacus Notes. The 

Client will also be kept abreast on the progress of the Order of Protection by the FVS [or Secretary, or 

Attorney]. 

 

Effectiveness Criteria: 

 This procedure will establish a standard method of the Order of Protection process with PDSC. 

 This procedure is effective immediately. 

 

References: 

Abacus Forms: Protection Order Interview form; 

Forms: A1 with Declaration, A2, A3, A4, B1, C and D; 

Flowchart; 

Title 9 GCA Chapter 30 (Family Violence laws) 

Title 7 GCA Chapter 40 (Protection from Abuse) 
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Order of Protection Flow Chart: 

PO Client walk-in 

▼ 

Legal Clerks initial research and conflict check; Notify FVS [or Investigator] 

▼ 

Attorney review regarding PO assistance and conflict check 

  Conflict    ◄►   No Conflict 

  ▼        ▼   

 

    

 

 

 

     ▼ 

  ▼      

 

 

 

 

    ▼ 

 

 

 

 

 

        

  ▼        ◄▼ 

 

    

 

 

 

   

          ▼ 

 

 

 

 

 

 

          ▼ 

 

 

 

Flow Chart continued: 

 

 

 

 

 

 

   ▼      ◄▼ 

FVC [or Attorney] consults 

client and refers to GLSC, 

SCOG, and GBA. No further 

action. 

Legal Clerks conduct Intake interview, 

creates PO file and Abacus record. 

PO file forwarded to FVS [or Secretary 

for review, and assignment created for 

Investigations via Abacus.] 

PO Interview of Facts conducted & 

discuss safety plan with client. All 

findings & report forwarded to 

Attorney for review. 

Attorney review of investigative 

findings do not warrant an Order 

of Protection. FVS [or Attorney] 

consults client. 

Attorney instructs FVS [or Secretary] 

to prepare Order of Protection Forms 

A1 with Declaration, A2, A3, & A4 for 

review, signature, and court filing. 

PO forms forwarded to Process 

Officers for Court filing. FVS [or 

Secretary] conducts follow-ups with 

Court of status of PO. 

Receipt of PO forms and OSC hearing 

date. FVS [or Secretary] notifies client 

& provides client’s copy. 

OSC hearing takes place. Client 

attendance is mandatory and testimony 

is possible. Court will approve or deny 

a Permanent Order of Protection. 

FVC to maintain a list or log that 

records all potential clients 

disqualified via a conflict of 

interest 
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         ▼ 

 

 

 

 

 

 

         ▼ 

 

 

 

 

 

 

         ▼ 

 

 

 

 

 

 

 

 

 

         ▼ 

 

 

 

 

 

 

 

 

 

 

 

         ▼ 

 

 

 

Court denies Order of Protection. 

Attorney will notify FVS [or 

Secretary] of results and to halt any 

further work. 

Court approves Order of Protection. 

Attorney will notify FVS [or Secretary] 

to prepare Form B1 Permanent Order 

of Protection for review, signature, and 

court filing. 

FVS [or Secretary] will forward Form 

B1 to the Process Officers for action. 

The FVS [or Secretary] will follow-up 

with the Court on the status. 

Receipt of Form B1. FVS [or 

Secretary] will provide the client with 

their copy, and will scan, save and link 

to Abacus. 

Modification, Extension, and Dismissal. 

FVS [or Secretary] will schedule an 

appointment with the Attorney and 

client to discuss these matters. The 

Attorney will decide to either proceed 

or halt any changes to the Order of 

Protection. 

FVS [or Secretary] will prepare Form 

C Motion to Dismiss/Extend/Modify 

Order of Protection. Attorney and 

client will review and sign. Form C is 

forwarded to Process for action. Upon 

receipt from the Court, a status and 

copy will be provided to the client. 

Form C will be scanned, saved and 

linked to Abacus. 
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         ▼ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PDSC PO INTERVIEW Form: 

Violation of Protection Order. 

FVS [or Secretary] will schedule an 

appointment with the Attorney and 

client to discuss these matters. The 

Attorney will decide to either proceed 

or halt violation to the Order of 

Protection. 

FVS [or Secretary] will prepare Form 

D Motion and Affidavit and Order To 

Show Cause For Contempt For 

Violating Order of Protection. 

Attorney and client will review and 

sign. Form D is forwarded to Process 

for action. Upon receipt from the 

Court, the FVS [or Secretary] will 

notify client of their hearing,  provide a 

copy  to the client and forward any 

questions to the Attorney to advise 

client on as soon as possible. Form D 

will be scanned, saved and linked to 

Abacus. 
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MARSHALS SERVICE INFORMATION Form (FORM A2): 
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ORDER OF PROTECTION DOCKETING STATEMENT (FORM A4):
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PETITION FOR TEMPORARY ORDER OF PROTECTION AND ORDER TO SHOW CAUSE (FORM 

A1): 
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DECLARATION OF PETITIONER (attachment to FORM A1) TEMPLATE: 
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ORDER TO SHOW CAUSE TEMPORARY ORDER OF PROTECTION (FORM A3):
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ORDER OF PROTECTION (FORM B1):
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PETITION/MOTION TO DISMISS/EXTEND/MODIFY CONDITIONS OF ORDER OF PROTECTION 

(FORM C): 
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26 

 

 

MOTION AND AFFIDAVIT AND ORDER TO SHOW CAUSE FOR CONTEMPT FOR VIOLATING 

ORDER OF PROTECTION (FORM D): 
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