[image: ]                                              Joint Legal Process for SPO 

First Instructions 
Send email to jointlegalservices@south-wales.police.uk with completed pro forma attached 
· If to be expedited then this must be identified in the proforma with justification 


JLS Response
· File will be allocated and the lawyer with conduct will contact  you within 7-14 working days  capacity permitting .If not possible lawyer will ring you to give a date for a response.
· If agreed by JLS that there is a serious unmanaged risk posed to victim(s) for it to be expedited lawyer will get back upon allocation of file .


Evidence to be Provided  to JLS 
· OIC draft statement and victim’s statement(s )
· Victims should set out the incidents and how they have affected them. Attach exhibits 
· OIC is in word format(example statement provided ) to begin with so we can comment and  sign post as necessary. OIC should comment not on incidents and apply FOUR and show how statutory test met 
· Make sure they have done a stalking Assessment Risk Tool and exhibit it .
· Make sure evidence is a complete account and consistent and all exhibits are attached to prove acts alleged have taken place .  



JLS Response 
· Lawyer gives advice on merits etc and provides a plan to finalise file for issue 







Once evidence completed send to JLS -
·  Super’s Authorization signed off
· OIC statement in MG11 format  ( NB to be completed when Super given authorisation-  that info needs to go into the OIC’s statement ) 
· Completed application / complaint form 
· Completed SPO Checklist 
· Availability dates for one month for OIC
· Whether they will serve personally or JLS will by post .Former better .






JLS Response  
· Get a date from court – need 7-10 days notice so need to build in time for service .Some courts want all the documentation first  before giving a date .
· Pay Fee 
· Before District Judge 
· Initial hearing 2 hours 
· Bundle with index 
· Word forms of summons - 2 one for ISPO and SPO 
· Word format for order for ISPO 
· Advise of dates to avoid 




Post Issue 
· JLS advise OIC of hearing date 
· JLS serve papers on Respondent / send to OIC to serve
· Complete certificate of service  and file.
· Only OIC to attend first hearing – not victim or other witnesses.
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