	Step 2 - Case Review Workshop

1st, 3rd, 4th and 5th Fridays of every Month

30 min intervals, 15 customers per workshop

	Description
	The purpose of this workshop is to help customers who have started a divorce or legal separation case determine what step they need to take next and assist them with that step.  

· If the customer is ready for default, we will help with the Request to Enter Default forms at the workshop.  

· Customers with a simple disso (no kids, no spousal support) will get help with completing and submitting their Request to Enter Default forms and their FC§2336 Judgment by declaration.  

· Customers who are ready to enter default but have a more complicated case will be helped with the Request to Enter Default forms and signed up for the Judgment workshop.

· Customers where the other party has filed a Response will be helped with the Case Management Conference Questionnaire.

· Customers’ other needs (ex. need to serve by publication or posting, amend Petition and/or Summons, etc.) will also be addressed at the workshop.



	Step 1

Customer signed up from 
(1) FasTrack (attorney signs them up) or 
(2) Front Counter walk-ins


	BEFORE WORKSHOP - FasTrack sign-ups: Customers signed up from FasTrack should be assigned a date approximately three months (or more, at their request) out.

· Give customer the Case Review workshop intake to complete and have them self- address an envelope.

· Complete the return “ticket” with their workshop date and time.

· Make one copy of return ticket and attach it to their “Homework” packet.  Homework is  PDODs only (everyone will get a PDOD packet).

· Give customer the “Homework” packet and let them know their “Homework” must be completed and brought with them to the workshop.  If they need help, they may attend the “Homework” workshop held every Friday afternoon.  They do not have to sign up in advance but must check-in by 1:45pm for that workshop.

· Write date of their workshop on the back of the envelope.

· Place original return ticket into envelope and seal it.  

· Paper clip intake sheet and envelope together then place in the dedicated bucket under the appropriate workshop date.

· Add customer’s last name to sign-up sheet and mark what “Homework” they were given.



	
	BEFORE WORKSHOP - Front Counter sign-ups:  For those customers who are ready to enter default; should be assigned the earliest available date.
· Make sure you have seen an already filed copy of the Petition, Summons and Proof of Service.

· Give customer the Case Review Workshop intake to complete.

· Complete the return “Ticket” with their workshop date and time and attach it to the front of their “Homework” packet.  Homework is PDODs (everyone will get a PDOD packet).

· Give customer the “Homework” packet and let them know their “Homework” must be completed and brought with them to the workshop.  If they need help, they may attend the “Homework” workshop held every Friday afternoon.  They do not have to sign up in advance but must check-in by 1:45pm for that workshop.

· Place intake sheet in the dedicated bucket under the appropriate workshop date.

· Add customer’s last name to sign-up sheet and mark the “Homework” they were given.



	Step 2
	Friday morning two weeks before the workshop:
A Court Specialist will prep for the workshop taking place two Fridays from the current workshop (ex. On the 1st Friday, prep will be for the 3rd Friday…)

· Run UCS on all cases, fill in case numbers on the front of the intake sheet in those cases that were signed up from FasTrack

· Order files for all cases

· Mail envelopes with reminder slips 



	Step 3

	Document Preparation:  Friday afternoon the week before the workshop

FasTrack Attorney/Court Specialist— The Court Specialist who is at the morning session stays on and prepares for upcoming Friday workshops
· Review each intake and prepare the forms indicated based on the back of the intake sheet.  
· If no children, property or spousal support issues do not need to prepare the Property Declarations and I&E/Financial Statement we normally attach to default request.

· Time permitting, prepare forms in the following priority:

1. Forms to get person to the next step such as Request to Enter Default [& attachments], Amended Petition or Summons or Proof of Service, CMC Statement, etc.,
2. Judgment when no children and short-term marriage with no spousal support request,
3. Judgment when no children and long-term marriage with no request for spousal support (indicating customer may want to reserve spousal support),
4. Judgment when there are children and custody/visitation and child support have already been ordered.

· Paper clip the intake sheet and prepared forms to the court file and place back in the workshop bucket.



	Step 4
	Day of Workshop:
· Checking in: Court Specialist #1 checks-in customer to determine next step, mark intake sheet and give to attorney.  Possible issues:

· Sign up for Step 3 - Judgment workshop: Customers who have kids or are requesting or asking for spousal support or to terminate spousal support in a long-term marriage will be helped with Request to Enter Default, but will attend the Step 3 - Judgment workshop to get their Judgment.

· Sign up for future Step 2 Workshop:  For customers who need help fixing forms or who did not come with their PDoD’s completed, for example, will be signed up for a future Step 2 Workshop date.

· Attorney designates a JCM or Court Specialist (if available) to help customer.

· Preparing forms with Customer

· Attorney(s) and [optional] Court Specialist #2 work with JCM’s to prep customer’s Request to Enter Default forms for processing by the default clerk.

· Prepare Request to Enter Default: Everyone whose Petition/Summons/POS are correct will be helped to enter default regardless of the complexity of their case.

· Prepare default Judgment by declaration forms:  Those customers who have a simple disso (no kids, no spousal support) will get helped with a Default Judgment in addition to the Request to Enter Default

· Help with Case Management Conference Questionnaire if the other party has filed a Response.

· Fix other problems and sign up for another Step 2 Workshop, if applicable.
· Review

· Attorney to review all JCM and Court Specialist work.
· Filing

· If helped with a Request to Enter Default, we will submit the file and completed paperwork to the default/judgment clerk for processing that day or, if the clerks are unavailable, we will submit the customer forms to the default/judgment clerk at the next weeks’ workshop for processing/mailing.
· If we also helped with a FC§2336 Judgment, we will submit the file and completed paperwork to a Judge for processing that day or, if a Judge is unavailable, we will submit the customer forms to Judge Grilli for signature and we will process/mail.

· If we helped with other issues, we will give customer instructions and customer will be responsible for filing their paperwork with the Clerk’s Office.
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