
Termination of Parental Rights  
 
 
 
 
 

Add the child 
 

Add the relatives. 
 
 
 

Add a Case 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

• Case type – Termination of Parental Rights 

• Access – N/A 

• Assigned/home court – Juvenile Court 

• Name – Should already be the name of your child. 

• Role – Child 

• Referring agency – Whoever is bringing this case to your court. 

• Start date – Date the paperwork was received by your office. 

 

Click the Update button to save your work. 
 

 
 
 
  



 

Add a Document – Scanned Petition 
 

Add a document called “Scanned Petition - Terminate Parental Rights.”  This document will ask you about adding 
other parties to the case as well as ask you to schedule a hearing for the petition and will add the filed statute 
for you.  Scan the document into the case. 

 
 
 

Add a Document – Scanned Order 
 

When the termination order is received, add a Document called Scanned Termination Order (S-OTERM). 
 

This document will prompt you to dispose of the event. 
 
It will ask if terminated was granted or denied.  It will update the filed statute disposition accordingly. 

 
It will prompt you to change the relatives.  Change Mother’s and/or Father’s relative type (whoever was 
terminated) to "Terminated Parent", make sure lives with is “no”, and change custody status to “Parental Rights 
Terminated." 
 
It will add a Termination of Parental Rights requirement for all names associated with the case. 
 
It will add a case status of “closed,” closing the case. 

 
  



 
New Petition: 

 

 

 
 
  



Following Court Hearing: 

 
 
 
 
 



 

Relative Detail 
 
 

Change from this: 

 
 
 
 
 
 
 
 
 
 

 
 
 

To this: 

 
 
 
 
 
 
 
 
 
 
 

* Change the relative type to "terminated mother" 
* Click NO on the "lives with" line 
* Custody status = parental rights terminated. 

 
 
If parental rights have been terminated on all parents, and the child is in DCS custody, add DCS as a relative.  
 
* Type=Other 
* Lives with = No 
* Custody status=Temporary Custodian 
 
Update to move past this prompt. 
 


