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1.0 Introduction 
An Emergency Protective Order (EPO) is a court order used to protect an individual in a domestic violence situation. An individual can request an EPO if he believes that the individual is in need of protection from an intimate partner or family member. The EPO goes into effect immediately and usually lasts less than a week. Its purpose is to give a victim time to petition the court for a Domestic Violence Order (DVO).
A DVO may be ordered by a judge during a full hearing. The DVO remains in effect for the period of time ordered by the judge, although that time period can be no longer than three years. The conditions of a DVO may vary, but all are designed to protect the victim of domestic violence and any involved children.

DCBS (Department for Community Based Services) workers previously used the KYIMS (Kentucky Information Management System) application to search for protective orders (either active or inactive) attached to clients they intended to visit. The KYIMS application was closed in December 2008, leaving DCBS workers with no means of researching clients.
The EPO-DVO application has been developed to supply DCBS workers with a tool that searches a database of active and expired EPOs and DVOs, making workers aware of any potentially threatening situations they may encounter while working with a particular case in the field. The EPO-DVO database is updated weekly with protective orders obtained from KSP (Kentucky State Police) data.

EPO-DVO is a web-based application that is accessed through the CHFS (Cabinet for Health and Family Services) security portal at : 

https://webapp.chfsnet.ky.gov/EPO_DVO/
You must complete the required documentation to request access to the EPO-DVO application.
· EPO-DVO Request Form

· CHFS-219 Employee Privacy Agreement

See Section 4.1 for a copy of the EPO-DVO Request Form, and Section 4.2 for a copy of the CHFS-219 Employee Privacy Agreement.

2.0 Locating the Protective Order 

The EPO-DVO application enables you to search a database of active and expired EPOs and DVOs to locate any protective order(s) associated with a particular client.
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Figure 2.0.1 – EPO-DVO Page

Begin by searching for an involved party, either perpetrator or victim.
1. Use your network ID to log into the EPO-DVO application. The EPO-DVO Search by Name page opens.
2. Click the appropriate radio button to select the search category.

· Perpetrator and / or Victim Name: search returns any perpetrator and/or victim matching the entered search criteria
· Perpetrator Name: search returns any perpetrator matching the entered search criteria
· Victim Name: search returns any victim matching the entered search criteria
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Figure 2.0.2 – Search Type Radio Buttons

3. Complete the required search fields. Required fields are marked with an asterisk (*).
· First Name

· Last Name

Tip: You can search with incomplete names. You must have at least one letter of the first name and two letters of the second name to conduct a search.
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Figure 2.0.3 – Incomplete Search Criteria

4. Click the Search button or the Enter key on the computer keyboard.

5. If your search criteria is incomplete, the EPO-DVO application notifies you.
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Figure 2.0.4 – Insufficient Search Criteria
6. Search results appear in the Search Results grid. 
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Figure 2.0.5 – Search Results

7. If there are no search results, the EPO-DVO application notifies you.
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Figure 2.0.6 – No Search Results

8. To conduct another search, click the Search Screen link to return to the EPO-DVO Search by Name page.
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Figure 2.0.7 – Search Screen Link

Tip: You can also delete the search criteria, then enter new search information to conduct a second search. You can also click a radio button to select another search type. 
2.1 Working with the Search Results

Search results are determined by the type of search you select; a search produces all results that match the entered search criteria. The matching search results are in bold type so that the user can readily see them. You can select from three different search types.
· Perpetrator / Victim

· Perpetrator

· Victim
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Figure 2.1.1 – Perpetrator / Victim Search Results 
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Figure 2.1.2 – Perpetrator Search Results
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Figure 2.1.3 – Victim Search Results
Search results may be sorted in ascending order by clicking the column header; clicking the header again will sort the results in descending order.

Your search may produce more results than can fit on a single page. Sort through pages of results by clicking the page number links at the bottom of the results grid.
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Figure 2.1.4 – Page Number Links

The Search Results grid indicates the county in which the protective order was filed.
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Figure 2.1.5 – County of Residence 
Finally, the Search Results grid identifies the protective order as being active or expired.
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Figure 2.1.6 – Active / Expired Protective Order Notice

2.1.1 Printing the Search Results Grid

You can print a PDF version of the Search Results grid, creating a list of individuals who are associated with a protective order, either active or expired. The list provides you with basic information.

· Perpetrator name
· Victim name

· County in which the order was issued

· Status of order

9. Conduct a search for an individual who may be associated with a protective order. See Section 2.0 for a complete discussion of the steps necessary to conduct a search.
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Figure 2.1.1.1 – Search Results

10. Click the PDF button. 

11. The EPO – DVO application prompts you to decide how to proceed.

· Open the document

· Save the document to your computer

· Cancel the operation
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Figure 2.1.1.2 – File Download Page

12. Click the Open button to open the PDF file for printing. The file opens in a separate browser page.
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Figure 2.1.1.3 – Search Results Grid File

13. Use the browser commands to print or save the document as necessary.
2.2 Displaying the EPO-DVO Details

The EPO-DVO application enables you to see details of the protective order. 
14. Use your network ID to log into the EPO-DVO application.

15. Conduct a search for an individual. See Section 2.0 for a complete discussion of the steps necessary to conduct a search.
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Figure 2.2.1 –Name Links 

16. Click either the Perpetrator Name link or the Victim Name link to see details of the protective order. Both links open the same EPO-DVO Details page.
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Figure 2.2.2 – EPO-DVO Details Page
3.0 Saving the Order Details
When you have located the protective order, the EPO-DVO application enables you to print the EPO-DVO Details page, or to save it to your computer.
3.1 Printing the Order

17. Use your network ID to log into the EPO-DVO application.

18. Conduct a search for the perpetrator and/or victim. See Section 2.0 for a complete discussion of the steps necessary to conduct a search.
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Figure 3.1.1 – Search Results

19. Click either the Perpetrator Name link or the Victim Name link to open the EPO-DVO Details page.
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Figure 3.1.2 – EPO-DVO Details Page

20. Click the PDF button to open the Order Information document. 

21. The EPO – DVO application prompts you to decide how to proceed.

· Open the document

· Save the document to your computer

· Cancel the operation
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Figure 3.1.3 – Verification Prompt

22. Click the Open button to open the PDF file for printing. The file opens in a separate browser page.
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Figure 3.1.4 – Order Information Page in Browser Window

23. Click the File option on the browser toolbar.
24. Follow the browser prompts to print the Order Information document. 

3.2 Saving the Order
25. Use your network ID to log into the EPO-DVO application.

26. Conduct a search for the perpetrator and/or victim. See Section 2.0 for a complete discussion of the steps necessary to conduct a search.

27. Click either the Perpetrator Name link or the Victim Name link to open the EPO-DVO Details page.
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Figure 3.2.1 – EPO-DVO Details Page

28. Click the PDF button to open the Order Information document. 

29. The EPO – DVO application prompts you to decide how to proceed.

· Open the document

· Save the document to your computer

· Cancel the operation
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Figure 3.2.2 – Verification Prompt

30. Click the Save button to save the document to your computer. 
4.0 Appendix
4.1 Attachment A: EPO-DVO Request Form
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4.2 CHFS – 219: Employee Privacy Agreement
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The CHFS – 219 form can also be found at: http://chfsnet.ky.gov/os/oats/forms.htm 
4.3 Work Flows
4.3.1 Perpetrator and/or Victim Search
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4.3.2 Perpetrator Search
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4.3.3 Victim Search
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