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Abuse and Neglect Cases — Recording Service

COURT / DEPARTMENT / DIVISION
District Courts

USER
District Court Clerks and anyone else who enters Service in Abuse and Neglect cases

PURPOSE
To enter Service in an Abuse and Neglect case

INTRODUCTION

Persons who have a constitutionally protected liberty interest in their children or who
are at risk of being deprived life, liberty, or property by a government action cannot be
deprived of their rights without due process of law. At a minimum, due process requires
notice and the opportunity to be heard. This may mean something as mundane as
establishing the correctness of addresses and telephone numbers; or it may entail a
sophisticated search to identify and locate absent parents.

Accurate use of the Service Tab is vital to successful processing of abuse and neglect
cases. Even if the court has only uses event codes to track service, in abuse and neglect
cases, the Service Tab must be used. Although numerous parties are entitled to notice,
it is only mandatory to track the respondents on the Service Tab.

The petitioner (CYFD) is responsible for effecting service of the summons, petition and
related orders and notices by personal service upon the respondent. The summons must
clearly state that the proceeding could result in termination of parental rights. §32A-1-
12, 32A-1-13, 32A-4-17; Rule 10-103.

STEPS

1. Navigate to the Events tab of the case.
2. Right click on the opening event in this example OPN: Abuse / Neglect Petition.
3. Select Add Related Service

e

Condtors | Cmses | Pacseeots | Omwsten | feeith  Frawd | Wenes | Bewn

and Conceming: Jose Gomrakes, 57, e, al

09!0?{2016 nPu ABUSE / NEGLECT PETITION

Against: Respondent Gonzales, Jose, Sr.; Respondent Martinez, Josie
Regarding: In the Matter of Child Gm:ales Fraderico; Tn the Matter -
09/07/2016 NTC: OF HEARING
o

09/07/2016 MTN: TO APPOINT ATTORNEY
09/07/2016 MTN: EX PARTE CUSTODY

Farms & Documents

4. The Add Service Detail dialog box will pop up.
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5. Select the type of service document as indicated by the pleadings provided by CYFD.
The type will almost always be either a Summons or an Alias Summons.
6. Click on the + sign at the rlght of the Ant|C|pated Server label.

T D-307 JQ 201#}01:&!:’&;_1k .

l’.ﬂ ‘! 1TMO: Gonzales, Frederico, e al and Concerning: Jose Gonzalkes, Sr., et. al
Type Abuse & Neglect

Events

Regarding t atter o

09/07/2016 NTC: OF HEARING

1 Pme Al Documents
09/07/2015 MTN: TO APPOINT AT (3 oo i Dt
09/07/2016 MTN: EX PARTE CUST
&

Subpoena Applications

Issued To

Attorney Type

G 1TMO: Gonrales, Prederico, 1. al and Concerning: Tose Gonzakes, Sr. ef. al
Type Abuse & Neglect

Events

Date Type and Comment
09/07/2016
Against: Respondent Gonzales, Jose, |
Regarding: In the Matter of Child Gon

Connecton Tyoa (X iU b Salectad Pares Only
[ St AN Attomeys. [rshom tnactis Fartes.
P.“‘- Connection Attorney(s)
[ Gonzalks, Fredenco In e Mafter of o
[ Gonzakes, Jose, S Respendent
] Gonzales, Patncia In the: Mafier of CF
E| [ Martinez Jose Respondent | ]
[ Stake of New Mexico CYFD  Petiioner

| - J 0 W

8. Select the parties for which you have been given a Summons/Alias Summons. The

parties will usually be respondents and click Continue.
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|°9f07f2016 MTN: EX PARTE CUST(

-~ ! [ st seected parves Oriy
]S AL Atmemeys [l shaw tnactvw Farties

Party Connection Attorney(s)

[ Goraies, Fredenco In Me Matler of Cr

|| Gonzaies, Jose, Sr

|| Goneales, Palricia

[ Martines, Josk:

L] State of Hew Meiico CYFD

[
9. Click Save
X
Type [Summons [v] () Print All Documents
) () Print Only Unprinted Documents
Service Form | |= (8 Don't Print Documents
- |
Volume | | Page | |#Pages | | Cor‘rl'ne‘n’t ‘
Filed By Multiple Parties 7

Subpoena Applications

Issued To Type Anticipated Method  Anticipated Server

=2 Gonzales, Jose, Sr. Responder
=2 Martinez, Josie Responder

Save/Print

Q'} Froderico, et. al am les, Sr., ot al
Type Abuse & Negiect
T | [ Cotlapoe &
o QPN ARISE | NEGLECT PETITICN (Rled by Mullipie Farties)
w7208 Summans
Ganzalns, Jow, St

nserved
Hontinee, Josis unserved
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11. Remember, the steps above DO NOT have to be repeated for every respondent
individually; Odyssey will create separate records for each party entered in the
"Issued To" box automatically.

12. If the court normally dockets the Summons, the steps above may be done in
addition to docketing the Summons, but not as a substitute for the steps above. If a
Summons is docketed, use event codes: 8727 Summons Issued or 8610 Alias
Summons Issued as appropriate.

13. The petitioner (CYFD) is responsible for promptly filing proof of service. However,
proof of service can be obtained through numerous means based on the facts of the
case. Service of process may be accomplished in person, by certified mail, by
publication with a court order, through a party's appearance at a hearing, or through
a waiver. 5§32A-1-13, 32A-4-17; Rule 10-103.

14. Unlike service initiation, determining local practice will not ensure consistency for all
returns of service. If there is no proof of service filed, determining a return of service
date will be difficult but is mandatory and essential.

15. If one of the numerous types of proof of service is filed with the clerk's office, at any
time during a case, that is simple. Follow the process outlined below, and docket the
appropriate Event Code.

16. Always begin the Return of Service process from the Service tab. If there are
multiple respondents, it may be necessary to click on the Expand All button before

W2 rTmo: Gonzales, Frederico, et. al. and Concerning: Jose Gonzales, Sr., et. al.

Type Abuse & Neglect
on OPN: ABUSE / NEGLECT PETITION (filed by Multiple Parties)

@09/07/2016 Summons

17. Click on the appropriate Respondent’s name. (Service must be completed for one

respondent at a time.)
@ D-307-1Q-2016

6-00025 Forms [MSave/Copy [ Save Exit
Atty Pmts (P

WA Mo Gonzales, Frederico, et. al. and Concerning: Jose Gonzales, Sr., et. al.
Type Abuse & Neglect

on OPN: ABUSE / NEGLECT PETITION (filed by Multiple Parties)
£09/07/2016  Summons
Gonzales. Jose, Sr. unserved

Martinez. wie unserved

18. The Modify Service Tracking dialog box will pop up. Within the "Modify Service
Tracking" dialog box, enter the date that the respondent received service of
process in the Service Date field. Enter the date the court received proof of
service in the Return Date field. The Return Date field is NOT an Odyssey
required field, but should be filled out if possible.
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@ D-307-10-2016-00025 4 '

N AL & &
® Summary Detail Parties i = i Hearings Conditions Causes Placements Disposition Time Stds Finandial Warrants Bonds Exhibit]

WA rrmo: ‘Gonzales, Frederico, et. al. and Concerning: Jose Gonzales, Sr., et. al.
Type Abuse & Neglect

Group By [Event  [v]

on OPN: ABUSE / NEGLECT PETITION {filed by Multiple Parties)
£09/07/2016 Summons

Gonzales, Jose. Sr. unserved Modify Service Tracking
Martinez. Josie unserved

Service Details
Service ID # | ‘
Name Martinez, Josie

AdrEss | 513 Creek TRL
Las Cruces, NM 58012

Person to Serve | Martinez, Josie ‘

Tracking Details

Volume *‘ Page ’—| # of Pages l:l
Anticipated Method ‘v
Anticipated Server Q
Sent to Server |Fﬂzj Time |

Service Date |09/15/2016 l‘?zj Time

Return Date ‘09]17}‘2016 |:’1”zm Time | |

Actual Server ‘ |%
Serving Officar ‘ |%
How Served? ‘ “'|

Received by Court ﬁ’zﬂ Time
Response Due |10/17/2016 Calculated Due 10/17/2016

wesse |
A —
Default Response Save Exit

19. Click Save. The Service record should now look like the illustration below.
® 0-307-3G-2016-00025 i K. A
™ ey Detd Farties Events Servicr Hearngs Concltiors

G 3 11M0: Gonzales, Frederico, et. al. and Concerning: lose Gonzales, Sr., et, al.
Type Abuse & Neglect

Groud by ﬁ :

on OPN: ABUSE { NEGLECT PETITION (filed by Mulliple Parties)
EI09/07/2016  Summens

_Colapse 4l

Gonzales, Josa, 51, unserved
Martinez, Josle served 090152016 response due 100172016

20. Repeat the process described above for as many respondents as you currently have
proof of service for. Proof of Service for all respondents may not be filed with the
court on the same day. You may repeat this process at a future date when the
return of service is filed.

21. Navigate to the Events tab and docket the Return of Service.
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09/07/2016 OPN: ABUSE / NEGLECT PETITION
Against: Respondent Gonzales, Jose, Sr.; Respondent Martinez, Josie
Regarding: In the Matter of Child Gonzales, Frederico; In the Matter of Child Gonzales, Patricia
09/07/2016 Summons

EOQ}’G?}EOiG NTC: OF HEARING !
s o eecierspronsc B
09/07/2016 MTN: EX PARTE CUSTODY

- Tyme [RETURN OF SCRVICE I¥] g ]
nate [Dan7pme |2 Tirm 324 PM
Barty 3

Due
Comment

(™ compketed {72

i
[ Docketable |} Incisde on Appeal
[Pt Event Barcode Upon Save
Docurment v
Tyqo
Document -
Security Group
Doc Lnk 10 4
Does not attect case agng clock ¥

T o ew ommw |

22. The Return of Service pleading may take several forms and may be docketed using
any of the event codes described below:

Method of Return Event Code

Filings such as: 8678 Return of Service

8849 Proof of Service

8850 Summons Return

8404 Certificate Of Service

8601 Acceptance Of Service

8607 Affidavit Of Service

Waiver of Service 8707 Waiver (Check to make sure
this is a Waiver of Service)

Service by Publication: 8139 Motion for Publication

8180 Order for Publication
6517 NTC: of Pendency of
Action by Publication

8605 Affidavit of Publication
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