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Part 1.

Important Information

This will help you fill out and file the forms and papers needed to finalize a Petition
to Change Parenting Plan, Residential Schedule, or Custody Order case. It will help
you prepare the final orders in your case and present them to the judge.

A.

Should I use this?

Yes, if:
A. You have filed in a Washington State Superior Court and served the other
parties with the petition and other papers that start your case, or
B. You have filed and served a Response to the petition
❖ If you did not file the Petition, and you have not yet filed and served a
Response, you can still use this packet to try to settle the case by agreement.
You should file a Response even if you think you want to settle. This way
you will not be defaulted while you are negotiating. A default judgment may
give the requesting party everything they asked for in the Petition.
This packet is not a substitute for legal advice. It has very limited information if
you are going to have a trial.
Talk with a lawyer. See “What If I Have Questions?” below for resources.

B.

What if I have questions that this packet does not
answer?

Talk to a lawyer familiar with family law before filing anything with the court. Many
counties have family law facilitators who can help you fill out forms or free legal
clinics where you may get legal advice about your case.
•

Apply online with CLEAR*Online -nwjustice.org/apply-online

•

Facing a legal issue in King County (other than Eviction or Foreclosure)?
Call 2-1-1 (or toll-free 1-877-211-9274) weekdays 8:00 am - 6:00 pm. They
will refer you to a legal aid provider.
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•

Facing a legal issue outside of King County (other than Eviction or
Foreclosure)? Call the CLEAR Hotline at 1-888-201-1014 weekdays between
9:15 am - 12:15 pm or apply online at nwjustice.org/apply-online.

•

Facing Eviction? Call 1-855-657-8387.

•

Facing Foreclosure? Call 1-800-606-4819.

•

Seniors (age 60 and over) with a legal issue outside of King County can also
call CLEAR*Sr at 1-888-387-7111.

•

Deaf, hard of hearing or speech impaired callers can call any of these
numbers using the relay service of your choice.

CLEAR and 2-1-1 will provide interpreters.

p. 2

3262EN | September 2022

Part 2.

Checklist of Steps

Read this together with the list of steps in File a Petition to Change a Parenting Plan,
Residential Schedule, or Custody Order or Respond to a Petition to Change a
Parenting Plan, Residential Schedule, or Custody Order. Those talk more about the
early and middle parts of the case. We do not repeat those steps here.
We explain many of the steps listed below in more detail later.

A.

Check for special local rules and forms.

Some counties have case schedules you must follow. For more on case schedules
and local court rules for Petition to Change Parenting Plan cases, check with the
court clerk or family law facilitator in the county where the case is filed.
If they have their own packet for finalizing a Petition to Change Parenting Plan, use
theirs instead of ours.
❖ Find out about family law facilitators (courthouse facilitators), and get a list
of them, at bit.ly/3g89SW0.
Under state law, the court must:
•

Check the judicial information system and databases to identify any
information relevant to placing the child before entering a permanent or
changed parenting plan

•

In cases where a limiting factor such as domestic violence or child abuse is
claimed, have both parties screened to determine if a comprehensive
assessment is appropriate to determine the effect of the limiting factor on the
child and the parties

Ask the court clerk or family law facilitator about procedures your court is using
under this law. You may need local forms and procedures not described here.

B.

Get any other packets or forms you need.

See “Part 4.” below.
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C.

Find out how long you need to finalize your case.

•

If you and the other parties agree about everything, you can present your
final orders to the court any time after you and the other party have filled out
and signed them. See the section below called “Agreed Cases.”

•

If you are the other party and you disagree with the other parties’
requests, get ready for trial. (There are many steps before trial, such as filing
and serving a Response, taking part in the adequate cause process, and so on.
See Respond to a Petition to Change a Parenting Plan, Residential Schedule,
or Custody Order and the section below, called “If You and the Other Party Do
not Agree.”)

•

If you are the requesting party, you must wait for the deadline for the
other party’s Response. If the other party files a Response on time, and you
and the other party disagree, get ready for trial. See the “If You and the Other
Party Do Not Agree” section below. If the other party does not file a Response
on time, file a motion for default. See the section below on “Default.” How
long you must wait for the Response depends on how you served the
Summons and Petition on the other party.
o If you used personal service in Washington, you must wait at least 20
days from the date you served the other party.
o If you used personal service out of state, you must wait at least 60
days from the date you served the other party.
o If you served the other party by publication, you must wait at least 60
days from the date of first publication.
o If you served the other party by certified mail, you must wait at least
90 days from the date you served the other party.

❖ If the other party does not file and serve a Response on time, do not wait too
long after their Response deadline to file for default and enter final orders. If
more than one year passes after you served the other party, you must serve
the other party with notice of the motion for default by certified mail or
personal service. If you do not do anything in your case for months, the court
may fine you or dismiss your case, and make you start over.
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D.

Go to any parenting class, mediation, and/or settlement
or status conference required.

The court may require you to take a parenting class. You may need to finish it before
you can finalize your case - even if you are entering orders by agreement or default.
Some counties require mediation, settlement conferences, and/or status
conferences in family law cases.
Read local court rules or ask the facilitator about your county’s requirements.
After you have finished the steps above, follow one of the following three choices,
depending on if you expect to finalize by an Order of Default (if you are the
requesting party), agreed final orders, or after trial.

E.

If you are the requesting party, the other party has not
filed a Response, and you have no agreement, file a
Motion for Default. The section on Default has
instructions.

Follow the General Instructions for the Forms when filling out any form here.
Prepare the final papers in the list below:
•

Motion for Default

•

Notice of Hearing

•

Order on Motion for Default

•

Order on Adequate Cause, if not already signed by a judge

•

Final Order and Findings on Petition to Change a Parenting Plan, Residential
Schedule, or Custody Order

•

Parenting Plan

•

Child Support Order, Worksheets & Summary Report (if child support is
changing)

•

Order for Protection (if you asked for one as part of this case in your Petition)
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•

Law Enforcement Confidential Information Form (LECIF) if you are getting a
Protection Order or Restraining Order. Do not serve a copy of the LECIF on
the other party (parties)

•

Residential Time Summary Report

Deliver the originals of your final papers to any other parties in your case, such as
the State of Washington (the prosecuting attorney or attorney general), or a
Guardian Ad Litem (GAL), for their signature before noting your motion for
default. You cannot enter final orders without their approval.
Follow the steps in the “Default” section below (and any local procedures in your
county) to get a hearing date for your motion for default & final orders. Put that
information in the Notice of Hearing.
File your papers with the court. Arrange to serve the other parties with notice of the
motion for default, even if you can finalize your case without further notice if the
other party has not appeared in the case. The judge may sign your final orders and
Order on Adequate Cause at the same time as your motion for default.
If no Response has been filed, when you present your papers to the judge, ask them
to sign an Order on Motion for Default, an Order on Adequate Cause (if you do not
already have a signed Order on Adequate Cause), and your final papers.
If the judge approves your requests and signs the papers, file them with the court.
Follow “Last Steps” below to make copies for yourself and the other party. Properly
deliver them to the other party. Finish final tasks in your case.
If a Response is filed, you must get ready for trial.

F.

If you think you and the other party have an agreement,
prepare the final papers.

Deliver them to the other party. If all the other parties sign the final orders, schedule
a hearing, and ask a judge to sign them. See the section below on agreed cases.
Follow the General Instructions for when filling out any form in this packet.
Prepare the final papers and deliver them to the other party:
•

Final Order and Findings on Petition to Change a Parenting Plan, Residential
Schedule, or Custody Order
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•

Order on Adequate Cause (if not already signed by a judge)

•

Parenting Plan (if the plan you now have will change)

•

Child Support Order, Worksheets & Summary Report (if child support will
change)

•

Order for Protection and/or Restraining Order (if a party has asked for it as
part of this case, and all agree)

•

Residential Time Summary Report

•

Law Enforcement Confidential Information Form (LECIF), if you are getting a
Protection order or if your final order has safety restraints. Do not serve a
copy of the LECIF on the other party (parties)

Deliver the originals of your final papers to any other parties in your case, such as
the State of Washington (the prosecuting attorney or attorney general) or a
Guardian Ad Litem (GAL), to them for their signature. You cannot enter final orders
without their approval.
If all the other parties sign the papers and return them to you, follow the steps here
to complete agreed final orders. If the judge approves your requests and signs the
papers, file them with the court. Follow “Last Steps” below to make copies for
yourself and the other party. Properly deliver them to the other party. Do the final
tasks in your case.
or
If the other party does not sign the papers and return them to you, you must:
•

Get ready for trial if the other party has filed a Response
or

•

Move for default if the other party has not filed a Response
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G.

If the other party files a Response and disagrees with
your Petition, or you are the other party in this case, and
you have filed a Response and disagree with the other
party’s requests, get ready for trial.

❖ Your court may handle minor changes to parenting plans in a simpler way
than described here. Check with the facilitator or clerk.

□

Finish the Adequate Cause process if you have not already done so. In
most cases, this process should be complete by the time you consider finalizing
your case.
If the judge has not yet entered an order finding adequate cause, complete the
adequate cause hearing before continuing with this packet. If you are the
requesting party, schedule a hearing for adequate cause. See File a Petition to
Change a Parenting Plan, Residential Schedule or Custody Order.
If you are the other party, you may want to schedule the adequate cause
hearing and/or file a motion to dismiss for lack of adequate cause. See the
facilitator or clerk, or talk with a lawyer.

□

Complete any pre-trial motions if needed and not already done. (Examples:
motions to dismiss; motions for temporary family law orders.)

□

Conduct discovery, if needed.

□

Ask the judge to appoint a GAL or order a Family Court Services or parenting
evaluation, if needed, and take part in any evaluation or investigation the court
orders.

□

Subpoena any witnesses or documents you will need for trial.

□

Go to trial.
If the State of Washington, through the prosecuting attorney or attorney
general, or a GAL filed a Notice of Appearance in your case, a prosecutor or
GAL will probably come to the trial.

□

After trial, prepare the final papers, based on the judge’s decision:
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•

Final Order and Findings on Petition to Change a Parenting Plan, Residential

Schedule, or Custody Order
•

Parenting Plan (if the plan you now have will change)

•

Child Support Order, Child Support Worksheets & Child Support Summary
Report (if child support is changing)

•

Order for Protection (see below for more info)

•

Law Enforcement Confidential Information Form (LECIF), if you are getting a
Protection order or if your final order has safety restraints. Do not serve a
copy of the LECIF upon the other party (parties)

•

Residential Time Summary Report

□

Have all other parties approve the final papers by signing them. If another
party will not sign, follow local procedures to schedule a hearing. At that
hearing, present the final papers to the judge for approval. Notify the other
parties of the time and place you will present the final papers.

□

Present the final orders to the judge for approval.

□

After the judge signs the papers, file them with the court. Follow “Last Steps”
below to make copies for yourself and the other party. Properly deliver them
to the other party. Finish the final tasks in your case.

H.

Last Steps

These apply no matter how you finalized the case.
Do these after the judge has signed your orders, you have filed the originals with the
clerk and gotten copies for yourself and the other party. You need just conformed
copies of most orders. You need one to two certified copies of any Protection order
or Restraining Order.

□

Always keep one certified copy of any Restraining Order or Protection Order
with you. Keep the other court papers in a safe place.

□

If your orders do not have a restraining order or protection order, or if the
restrained party or their lawyer appeared and/or signed the orders, you can
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mail conformed copies of the orders the judge signed to the other parties.
You may also mail conformed copies to any other parties against whom there
are no restraints. Have your server mail conformed (not certified) copies of the
final orders the judge signed to the other parties at their last known address.
Then have your server fill out a Proof of Mailing or Hand Delivery. File the
Proof of Mailing or Hand Delivery with the court clerk.

□

If your orders include a restraining order or protection order and you are the
protected party, file a completed Law Enforcement Confidential Information
Form (LECIF) with the court clerk. Do not serve a copy of the LECIF on other
parties.

□

If you have a restraining order and you are the protected party, you must have
the other party personally served if all of the following are true:
•

Neither the restrained party nor their lawyer appeared for the hearing
and

•

Neither the restrained party nor their lawyer signed the order.
Have the restrained party personally served with the orders the judge signed
(including a certified copy of the order that has the restraint). Then have
your server fill out a Proof of Personal Service form. (Use our File a Petition
to Change a Parenting Plan, Residential Schedule, or Custody Order packet.)
File the Proof of Personal Service with the clerk. Deliver a copy of it to the
law enforcement agency named in your order.

❖ Warning: The safety restraints may not be effective until the other party is
personally served with the order.

□

If you have a protection order protecting you, you must make sure the other
party is personally served with a certified copy of the protection order or
restraining order if all of these are true:
•

Neither the restrained party nor their lawyer appeared at the hearing.

•

Neither the restrained party nor their lawyer signed the order.
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In most cases, the protection order will include an order for the clerk to forward a
copy to the law enforcement agency where the restrained party lives for personal
service free of charge.
You do not need to have the other final orders personally served. You may mail
conformed copies to the other parties as described above. Service of the protection
order might be ordered by mail or publication.
Carefully read the “Service” section on the final page of the Order for Protection to
figure out what the judge ordered, and who must arrange it. If law enforcement is
not serving the protection order for you, you must arrange for service as described
in the protection order.
Have your server fill out a Proof of Personal Service form. Then file the Proof of
Personal Service with the court clerk, and deliver a copy of it to the law enforcement
agency named in your order.
❖ Warning: The safety restraints may not be effective until the other party is
personally served with the order.

I.

Complete Final Tasks
•

If needed, give a copy of your parenting plan and any restraining orders or
Protection Order to your children’s school and daycare.

•

Follow the court orders.
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Part 3.

Court forms in this packet

You may not need every form here. Read the next section to decide what else you
will need.
❖ Forms marked with an asterisk (*) are Washington Forms Online interviews
that will help you prepare this form at WashingtonLawHelp.org.

Court Form Title

Court Form
Number

Proof of Mailing or Hand Delivery
or use Default the Other Party if They Do Not Respond*.

FL All Family 112

Parenting Plan
or use Make a Parenting Plan*.

FL All Family 140

Motion for Default
or use Default the Other Party if They Do Not Respond*.

FL All Family 161

Order on Motion for Default
or use Default the Other Party if They Do Not Respond*.

FL All Family 162

Notice of Hearing
or use Default the Other Party if They Do Not Respond*.

FL All Family 185

Final Order and Findings on Petition to Change a Parenting
Plan, Residential Schedule, or Custody Order

FL Modify 610
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Other court forms and documents you may
need to get

Part 4.

You may need other forms or packets to finalize your Petition to Change Parenting
Plan case. Read the information below carefully. Check the boxes by what else you
need. Get them from WashingtonLawHelp.org or, if you have a low-income and have
no internet access, call CLEAR at 1-888-201-1014.
Washington Forms Online helps people fill out family law forms online. Check out
WashingtonLawHelp.org/resource/Washington-forms-online.
•

Child Support Worksheets and Order: where someone has asked for a child
support order.

•

Law Enforcement and Confidential Information Sheet (LECIF) (PO 003): if
you are entering a restraining order or protection order in your final orders.
The court clerk’s office has the form. Do not serve this form on the other
party.

•

Proof of Personal Service Form (FL All Family 101): use this if your final
orders include a Restraining Order or an Order for Protection for you, and
the restrained party did not go to court when the judge signed the order or
sign the order themselves. You must have the restrained party served with a
certified copy of the order after the judge signs it. Directions are below.

❖ Warning: Law enforcement will not enforce the restraining or protection
order until you give them proof that you had the order served on the
restrained party.
If you have a Restraining Order, you must arrange service on the restrained party.
If you have a Protection Order, the court may order law enforcement to serve the
restrained party for you. If not, you must arrange for service as described in the
protection order.
Use the Proof of Personal Service form to show the court and law enforcement that
the restrained party was served.

□

Petition for Protection Order for Protection, (PO 001): If you are asking, as part
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of this case, for a Protection Order, or to change one you already have. Get the
forms from your court clerk, domestic violence advocacy program, or from
courts.wa.gov/forms. Or you can use our How to File for a Protection Order
printable packet or our do-it-yourself interview program, Get a Protection
Order, to fill out the forms at WashingtonLawHelp.org.
❖ Talk to a lawyer before filing for a Protection Order if the court has entered a
temporary parenting plan or custody order very recently.
•

Your county’s Note for Motion Docket or Notice of Hearing form; and local
court rules. If you are filing a Motion for Default, you must schedule the
hearing. Some counties have their own note for motion or notice of hearing
form.

Many counties have forms and local rules available online. Check bit.ly/3G3MeV8.
•

Declaration about Public Assistance (FL All Family 132): This optional form
is not in our packets. You may need this form if your county requires it, or to
verify that no child in the case has gotten public assistance or been in foster
care. You can get this form at courts.wa.gov/forms.

•

Serving Papers on the State: if a party is asking for an order regarding child
support, and any of the children has gotten public assistance, medical
coupons, or Medicaid, or is in foster care or out of home placement, get this.
You must include the state as a party and serve them with papers you file.

•

Subpoenaing Witnesses and Documents: to make sure important witnesses or
documents are at trial.

•

Getting Ready for a Court Hearing or Trial: to get ready for trial.

•

Changing a Parenting/Child Custody Order: for an overview of the law.

•

Working with GALs and Parenting Evaluators: If the judge has ordered a
custody evaluation/investigation.

•

Notice of Address Change (FL All Family 120): If you move during or after
your case, you must fill this out, file it with the court, and get all other parties
a copy. You can get this form at courts.wa.gov/forms.
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Part 5.

General instructions for filling out forms

Read these before you start filling out any forms.
The Caption is the name of your case. It is a section appearing at the top of the first
page of every form. See the sample below:

Put the county where you
are filing this form.

This case type is
for a divorce.
Superior Court of Washington, County of
In re the marriage of:
Petitioner (person who started this case):

No.

Jane Brown
And Respondent (other spouse):
John Brown

Notice of Hearing
(NTHG)

Put the case number.
The court clerk assigns
this number when the
Petitioner files the
case.
This is the form’s title.

 Clerk’s action required: 1

The caption includes your case name and number, the court’s name, the title of the
court paper, and sometimes, the type of case. It appears at the top of the first page of
every form.
Name of the court. Put the name of the county where the case was filed after
"Superior Court of Washington County of ."
Case name. Copy the case name from the petition.
Case number. When you file the papers to start the case and pay the filing fee or
have it waived (excused), the court clerk assigns a case number. Put that number
near the top on the right-hand section of the first page of every form after "No."
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When you file your case, the court clerk’s may have a stamp you can use to put the
case number on each paper. You can also print it.
❖ If you do not put the case number on the first page of everything you file
with the court and on copies for other parties, your papers may be lost, or
the clerk may return them to you. Some courts will fine you for filing
incorrect forms.
Title. Each form has a title on the right-hand side of the form under the case
number. Sometimes you must add more information. Example: On a declaration, you
put the name of the person filling out the declaration.
❖ Format: Pleadings (legal forms) you file with the court and attachments to
those pleadings must follow court rules about size and margins. You must
use regular size (8 ½ x 11”) white paper. You may write on only one side of
the paper. The first page of each paper you file must have a three-inch
margin (three inches of space) at the top. The other margins (left, right and
bottom, and the top from the second page on) must be at least one inch
wide. If your forms do not follow these rules, the court clerk may refuse to
file them or may make you pay a fine.
The contents. Fill out each form according to its instructions. In most counties, you
may print or type. It must be readable. You must use black or dark blue ink. After
filling out each form, re-read it. Make sure you have correctly filled in all blanks you
need to. Any corrections must be neat and readable.
Do not write in the margins of any page. The clerk may reject your form.
Dates. On the last page of most forms (not including orders), there is a space for the
person who filled the form out to put the date they signed it. The judge will fill in
dates in orders when they sign the order.
Signatures.
•

Your Signature: After you fill out a form, look for place(s) to sign your name.
o Some forms have one signature line for “petitioner” or “respondent.”
After filling out a form such as the petition, sign at the place that
applies to you. Look carefully. You may have to sign in more than one
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place. You may have to put the date and place (city, state) you signed
the form.
o When you prepare and file motions, you are the moving party. After
you prepare a motion, look for each place marked “signature of
moving party or lawyer.” Look carefully. You may have to sign in
more than one place. You may have to write the date and the place
(city, state) you signed the form.
o When you prepare an order and plan to present it for the judge to
sign, look for the place at the end for your signature. Check “is
presented by me.”
•

Judge’s Signature: Leave the judge’s signature line and the date blank.

•

Other party’s signature: Some forms have a place for other parties to sign.
You cannot force another party to sign a court paper. If you have prepared an
order after a hearing, the other party may be willing to sign it if they agree it
accurately states the judge’s decisions, or the judge may require the other
party to sign.
o Agreed orders. If the other party agrees with the orders you have
written, they should sign in the right place on each court order they
agree to.
o May be signed by the court without notice to me. If you are the
respondent or nonmoving party, or you did not prepare the order, the
other party may ask you to check this box and sign underneath. If you
do, you are agreeing the judge should sign the order as written and
the other party can give the order to the judge to sign without letting
you know when they are going to do it.

•

Other signatures: A witness or person serving papers who must sign a form
must fill out all information correctly and sign in the right space.

Place signed. Declarations and Proofs of Service must include the place you signed
them and the date. (Example: Signed this 10th day of October 2014 at Seattle, WA.)
Identifying Information. The next three boxes discuss court rules about privacy. They
try to protect privacy while allowing public access to some information in court files.
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Box #1 - Things to not put in most court papers:
In family law cases, almost all pleadings, orders and other papers filed with the
court are available to the public. They may also be available publicly online.
Except where instructions about a specific form tell you otherwise (Example: the
forms in Box #3), use these rules for papers you file with the court.
Address (Where you live) and Phone Number: Put an address where you can get
mail from the court. (It does not have to be your home address.) You should also
give the court a phone number where they can reach you.
Social Security/Driver’s License, ID Numbers of Adults and Children: Put only
the last four digits.
Bank Account, Credit Card Numbers: Put the bank name, type of account (savings,
checking, and so on), and last four digits of the account number.
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Box #2 - Private information you should file with sealed cover sheets:
If you use a sealed cover sheet, this information is usually available to the other
party and the court. It is not available to the public.
Financial Information: Attach any paystubs, checks, loan applications, tax returns,
credit card statements, check registers, W-2 forms, bank statements, or retirement
plan orders you file to a Sealed Financial Source Documents form. Then the public
cannot access them.
Medical or Mental Health Records or Information: Attach any papers you file
that have information about someone’s past, present, or future physical or mental
health, including insurance or payment records to a Sealed Personal Health Care
Records form. Then the public cannot access them.
Confidential Reports: Reports intended for court use must have public and private
sections. You should attach the private section to a Sealed Confidential Reports
Cover Sheet.
Retirement Plan Orders: Certain retirement information belongs in the public file.
“Retirement Plan Orders” do not. Use the Sealed Financial Source Documents Cover
Sheet for the Retirement Plan Order. See a lawyer if this affects your case.
Other Kinds of Confidential or Embarrassing Information Not Mentioned
Above. If the paper you want kept confidential is not in the above list, you may need
to file a motion asking the court to asking to have that paper, or part of it, sealed.
Talk to a lawyer.

Box #3 - When to put private information in court forms:
These forms are not in the public file. Information in them is usually not available to
the other party.
You must fill in your personal information completely (including your home
address, social security number, and so on):
Confidential Information Form
Vital Statistics Form
Law Enforcement Confidential Information Form
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Part 6.
A.

How to fill out each form

Final Order and Findings on Petition to Change a
Parenting Plan, Residential Schedule, or Custody Order FL Modify 610

Most of the information you need for this form will be similar to the Petition or your
Response to it. Have a copy of the Petition to Change Parenting Plan and any
Response in front of you while filling out the Final Order.
❖ If you are filing a Motion for Default: When you ask the judge to sign your
final orders by default, the orders cannot have anything your petition and
papers served with it did not ask for. You cannot change what you are asking
for without re-serving the other party with an amended petition (and
amended parenting plan and support worksheets, if applicable), and giving
them another chance to respond.
If you are filling in this Order because you and the other party have reached
an agreement: fill out the Order so it states your agreement.
If you are writing this Order after a trial: write the order so it states the judge’s
decision.
1. This order is based on. In the first blank, put the date the court held the
Adequate Cause hearing.
•

Check the first box if you have an agreed Order on Adequate Cause.

•

Check the second box if you are presenting the order because of the other
party’s default. Put the date of the Order of Default, if different than the date
the judge will sign this order. If you do not know the date, leave it for the
judge to fill in at the hearing.

•

Check the third box if there was a trial. Fill in the blanks.

2. Jurisdiction. This section is very similar to the Jurisdiction over Proceeding
section of the Petition or the Response to that section. Check the boxes
showing what you want, what you agree to, or what the judge decided.
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3. Major change. Check the first box and skip to 4 if no one asked for a major
change.
Check Denied and all boxes underneath that apply if you agree the judge
should deny the major change request, or you want the judge to deny the
major change request and the other party has defaulted, or the judge ordered
this after hearing.
Check Approved if you agree to the major change request, or you want the
judge to approve requested major changes and the other party has defaulted,
or the judge ordered this after hearing. In the first space, explain the reason for
the major change. Be specific. Then check all boxes underneath in check
reason/s for this change that apply.
4. Minor change. Check the first box and skip to 5 if no one asked for a minor
change.
•

Check Denied and all boxes underneath that apply if you agree the judge
should deny the request, or you want the judge to deny the minor change
request and the other party has defaulted, or the judge ordered this.

•

Check Approved if you agree to the requested minor changes, or you want
the judge to approve requested minor changes and the other party has
defaulted, or the judge ordered this. If necessary, put in the first blank the
date the judge signed or is signing your parenting/custody order. In the
longer blank, explain the reason for the minor change. Be specific. Then
check all boxes underneath in check reason/s for this change that apply
and fill in any other blanks as needed.
Are there any limitations on the parent whose time is being increased? Check
the box that is true in this case.
Has the parent whose time would be increased completed any required
evaluations, treatment, or classes? Check the box that is true in this case.

5. Restrictions on the parent with less parenting time. Check the first box and
skip to 6 if no one asked for limitations, or the judge did not order any after
hearing.
Check Limit if you have agreed to limitations, or you want limitations and the
other party has defaulted, or the judge ordered them. If necessary, put in the
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first blank the date the judge signed or is signing your parenting/custody
order. Read the Adjust paragraph. Check if true in your case. If necessary, put
in the first blank the date the judge signed or is signing your
parenting/custody order.
6. Other changes. Check the first box and skip to 7 if there are no non-time
related orders you asked the judge to change, or the judge did not change
these. Check the second box and all boxes underneath that apply if you agree to
these changes, or you asked the judge to change any of these and the other
party has defaulted, or the judge ordered any of them.
7. Child Support. Check the first box and skip to 8 if no one asked to change child
support.
Check Denied and all boxes underneath that apply if someone asked for a
support change but you do not want it, or you have agreed not to pursue these
after all, or the judge denied the request.
Check Approved and all boxes underneath that apply if you agree to a support
change, or want a support change and the other party has defaulted, or the
judge ordered it.
8. Protection Order. Check the first box and skip to 9 if no one asked for a
Protection Order.
❖ There is no statewide procedure for combining a protection order from
another case into your parenting plan case. Try to ask about the procedure in
your county before you start.
Check Approved if you agree to a Protection Order, or you want one and the
other party has defaulted, or the judge ordered one. Check Denied if someone
asked for a Protection Order but you do not want one and the other party has
defaulted, or you have agreed not to pursue the protection order, or the judge
denied the request.
Check Renewed/Changed if you agree to change or extend your current
Protection Order, or you want the judge to change or extend it and the other
party has defaulted, or the judge ordered this. Check the appropriate box
underneath.
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9. Restraining Order. Check the first box and skip to 10 if no one asked for a
Restraining Order. Check Approved if you agree to a Restraining Order, or you
want a Restraining Order and the other party has defaulted, or the judge
ordered one. Check Denied if someone asked for a Restraining Order but you
do not want it, or the judge denied the request.
10. Other findings. The judge may use this if they make other findings.
11. Decision. Check Denied if you do not want the judge to approve the Petition
to Change Parenting/Custody Order, or you agreed that the judge should deny
it, or the judge did deny it.
Check Approved if you agree the judge should to approve the Petition, or you
want this and the other party has defaulted, or the judge approved it. Check the
boxes underneath that apply. If you check the last box, you must fill in the
blank.
12. Other Orders. This space is for the judge.
Ordered. The judge fills this out.
Petitioner and Respondent or their lawyers fill out below. There are two
columns of boxes to check, one for each party. You should check whichever boxes in
your column that applies to you. You should sign and print your name and the date
where it says. If you and the other party agree, have the other party fill out their
column.

B.

Parenting Plan – FL All Family 140

You will need a final parenting plan if the judge is changing the parenting plan in any
way. Use the information in the parenting plan you filled out with your Petition or
Response. Except in default cases, make any needed changes to it. (Examples: You
and the other party agreed to make changes, or your trial judge made changes to
your proposed parenting plan.)
❖ Read the instructions carefully. Take your time.
If you need more help, your county superior court may have a facilitator who can
give more information or help filling out problem spots in the forms. Ask the clerk if
your county has one.
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•

If you are completing this form as part of your Motion for Default, you must
fill it out the same as you did any previous proposed parenting plan you
submitted in this Petition to Change Parenting Plan case.

•

If you are filling this out after the judge has ruled at a show cause hearing,
have it show the judge’s decision, even if different than what you asked for.

•

If you and the other party have reached an agreement, have it show the
agreement you made.

Fill out the caption.
1. “This Parenting Plan is a:” Check proposal if this is a proposed parenting plan.
Check court order if true. Then check the box immediately underneath showing
what kind of order it is.
2. Children. List the names and ages of the children under age 18 you want the
parenting plan to cover.
3. Reasons for putting limitations on a parent. This is where you tell the Court if
it ought to limit the other parent’s time with the children, and why.
3a. Check the first box and skip to 3b if the other parent or someone living with
them has not done anything listed here. Check the second box if someone has done
anything listed. Then underneath check which apply. Put the parent’s name where
needed.
3b. Check the first box and skip to section 4 if neither the other parent nor anyone
living with them has any of the listed issues. Check the second box if someone does
have any listed issues. Then underneath, check which issues. Put the parent’s name
where needed.
❖ If the Court agrees the issue exists, it will probably order restrictions.
Examples: The court may order supervised visits, or that the other parent
cannot make any major decisions about the children.
Neglect. If you check this box, in section 14 (Other) you can ask the court to order
supervised visitation for the other parent until they successfully complete a
parenting skills program and give the court and you written proof of this.
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Abusive Use of Conflict. Check this box if the other parent has made derogatory
comments to the children about you or untrue accusation to others (example:
makes repeated calls to CPS on you for no reason). In 14 (Other), you can ask the
court to order the other parent to stop doing these things. In 4 (limitations on a
parent), under Evaluation or treatment required, you can ask the court to stop
visits if the other parent engages in this behavior and order that visits will only start
back up once the other parent completes a parenting skills class.
4. Limitations on a parent. Check the first box and skip to 5 if you checked the first
boxes in 3a and 3b.
Check the second box and skip to 5 if you checked problems or behaviors in 3a
and/or 3b but you do not believe there need to be limitations on the parent. In the
blank, explain why.
❖ If this is a proposed parenting plan, you must convince the judge the children
will be safe when they are with the other parent. Otherwise, the judge might
not sign your parenting plan.
Check the third box if you checked problems or behaviors in 3a and/or 3b and you
believe these are harmful to the children, or the court found they are harmful. In the
blank, put the other parent’s name. Then check all boxes underneath that apply.
Supervised contact. Check this if you want the judge to order supervised visits OR the
judge ordered this after hearing. Put the other parent’s name.
•

Check the first box underneath if you want (or the judge ordered) a
professional supervisor. Put their name.
Otherwise, check the second box underneath. Put the supervisor’s name.

•

Check the third box if the schedule for supervised visits will be in sections 8
– 11.

•

Check the fourth box and fill in the blanks if you can briefly list the schedule
here. Visitation times in sections 8 - 11 be consistent with the supervision in
this paragraph. Example: If visitation lasts all weekend, you may not be able
to have someone supervise.

Check other limitations or conditions if, for example, the supervisor must follow
any standard “supervised visitation order” your court uses and/or you want the
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court to set conditions during visits, such as the supervisor being there for the entire
visit and being required to stop any conduct that could harm the children.
❖ The supervisor must be someone who can and will protect the children from
harm. If you choose a relative or household member to supervise visits, the
plan must include conditions for the relative or household member to follow
during visits.
❖ The judge will not appoint someone who does not want to be a supervisor.
Evaluation or treatment required. Check this box and put the other parent’s name
if you want the judge to order them to be evaluated for and/or complete any kind of
state-certified treatment program before allowing unsupervised or (or, in severe
cases, any) visits, or the judge ordered this after hearing.
•

Check the first box directly underneath if you want the court to order an
evaluation or the court ordered this. Put the type of evaluation. Examples:
drug or alcohol, sexual offender, domestic violence.

•

Check the second box directly underneath if you want the judge to order the
other parent to start and complete treatment, or the judge ordered this.
Check the box underneath showing the specifics.

•

Check the third box if you want the judge to order the other parent to submit
proof of their evaluation and other records of treatment, OR the judge
ordered this.

In the last blank, put what happens if the other parent does not follow this part of
the parenting plan.
Examples: The other parent gets supervised visits only. The other parent loses all
visitation rights. The other parent’s visits stop immediately until you can go back to
court.
5. Decision-making.
a. Major Decisions. If both parents should decide together about a type of major
decision, check joint next to it. If only one parent should decide, check limited. At
other, put any major issues not listed elsewhere. Some examples: getting a driver’s
license, getting married before age 18, or enlisting in the military before age 18.
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b. Reasons for limits on major decision–making.
•

Check the first box and skip to section 6 if you did not check any boxes in
sections 3a or 3b.

•

Check the second box if you checked anything in 3a.

•

Check the third box if both parents are against joint decision-making OR one
of the boxes below applies.

Check the second box if you think only one parent should have decision-making
authority. Check the box next to that parent. Check the box showing the reason.
6. Dispute Resolution.
❖ Skip this and go to 7 if you put limitations in 3a.
The parenting plan has three alternative dispute resolution processes. You must use
the option you check every time you and the other parent have a big disagreement
about the children that you cannot work out. The process may cost a lot. Still, it can
be easier and cheaper than going back to court.
6a. Mediation: commonly used. You and the other parent meet with a mediator (a
neutral person who could be a lawyer, professional mediator, or mental health
professional) to try to work out the problems by agreement.
•

Arbitration: you and the other parent meet with an arbitrator (a neutral
person who is usually a lawyer or retired judge). The arbitrator listens to you
both and makes a decision you both must follow if you cannot reach an
agreement.

•

Counseling: you and the other parent meet with a counselor to try to reach
agreement.

•

Court. Check this if you should not use the other options, such you cannot
afford it or one parent has committed domestic violence against the other.

6b. If you chose mediation, arbitration, or counseling, you must also choose how one
parent will notify the other that they want to use it. Under the parents will pay for
the mediation, check the box for how you will divide the cost.
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❖ You can divide the cost of dispute resolution 50-50 or some other
percentage, based on your incomes in the child support worksheet. Or you
can let the mediator, counselor, or arbitrator help you decide.
7. Custodian. Put who the children will be living with more than half the time. Do
not make any other changes to this section.
If you and the other parent have agreed on joint custody, and you will each have the
children one-half of the time, you may alternate the designation by odd and even
year. Get legal advice about your case. Find out if this would be a good idea for you.
Parenting Time Schedule.
❖ This section may be confusing. Talk with a lawyer or the family law facilitator.
Reading Divorce and Other Options for Ending Your Marriage with Children in
Washington State may help.
❖ Check the first box and skip to section 12 if the only contact the other parent
will have with the children is in section 4. Otherwise, check the second box.
Make sure the schedule you write is best for your children.
8. School Schedule.
8a. Children under School-Age.
•

Check the first box and skip to 8b if all the children are in school already.

•

Check the second box if the schedule will be the same as for school-age
children.

•

Check the third box if the schedule for children under school age will be
different from the one for school-age children.

❖ “Every other week” is different from “first and third week.” There are
sometimes five weeks in a month.
8b. School-Age Children. Fill this section out even if none of your children is yet in
school. Check the boxes showing when you want this schedule to apply (or when the
court ordered it to apply).
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After the children are scheduled to live with, in the first blank, put who they will
live with most of the time. In the second, put the other parent’s name. Then check
the boxes underneath showing when they will live with the other parent.
❖ “Every other week” is different from “first and third week.” There are
sometimes five weeks in a month.
9. Summer Schedule.
•

In the first sentence, check the first box if you want “summer” to start and
end according to the school calendar, or the court ordered that.

•

Check the second box if you want something other than the school calendar,
or the court ordered something different.

•

Check “the summer schedule is the same as” and skip to section 10 if that is
what you want, or what the court ordered.

•

Check the third box if the parents should each have uninterrupted vacation
time with the children. Fill in the blank.

•

Check “the summer schedule is different than” if that is what you want, or
what the court ordered. Check the box showing when you want the summer
schedule to take effect. After “During the summer the children are scheduled
to live with,” in the first blank, put who they will live with most of the time. In
the second, put the other parent’s name. Then check the boxes underneath
showing when they will live with the other parent.

•

Check other if you do not want to set specific dates. In the blank, you can put
that one or both parents notify each other by a certain date of the time they
would like for that summer.
Example: “The children will live with the father during the summer except
for four weeks with the mother. The mother shall tell the father by May 15
which weeks she wants.”

You can also put if the time will be all at once or split up.
Example: “Four weeks, taken in two, two-week sessions.”
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10. Holiday Schedule. Check the first box and skip to section 11 if you will follow
the school schedule.
❖ You do not need a special schedule for holidays if you do not want one.
Otherwise, check the second box. Then check the box showing which children the
holiday schedule applies to. Fill in the table showing what you want the holiday
schedule to be, or what the court ordered.
❖ If you will alternate holidays by year, specify “odd” and “even” years.
❖ If you will split a holiday each year (Example: Christmas morning with one
parent, Christmas afternoon and evening with the other), check “Every” for
both parents. Fill out the split times for that holiday in the section below in
the begin day/time and end day/time blanks.
Other occasion important to the family (page 10): You can use this for:
•

Any special religious or cultural holidays not otherwise listed. Some of the
listed holidays may not be important in your family. The form does not list
other important holidays.

•

A child’s birthday, a parent’s birthday, an annual family reunion, and so on.

11. Conflicts in Scheduling. This section says what happens when parts of the
Parenting Time Schedule conflict, such as when mom’s Christmas Day falls on dad’s
weekend. Check the box showing what you want, or what the judge ordered. You
can check other to create your own priorities, or if the judge ordered something
different from the first two options.
12. Transportation Arrangements. In the first paragraph, check the box showing
where you will exchange the children. You can check other location if you want a
neutral, public place, like a local fast-food restaurant or park. Do this if you know you
and the other parent will fight in front of the children or you have reason to be scared
the other parent will hurt you. You can put more safeguards to protect your safety if
you are at risk during exchanges.
In the second paragraph, check the box showing who is responsible for arranging
transportation.
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❖ Arrangements for the cost of transportation go in the Child Support Order.
Use the other section to put other conditions on transportation. Example: If the
other parent does not have a driver’s license, you can put here that the other parent
must arrange for someone with a license to transport the children.
13. Moving with the Children (Relocation). This section is about the laws that
apply when a parent wants to move with the children. Do not delete or change this
section.
14. Other. Here are some suggestions for how to use this section:
Following Requirements of Other Court Orders: You can ask the court to order
the other parent to complete requirements already required by another court order
(such as a dependency order or an Order for Protection) before she can have time
(or unsupervised time) with the children. You can ask the court to order the other
parent to provide written proof of completion of the requirements.
Example: You have a Protection Order requiring the other parent to complete
domestic violence treatment. You can put here “[Other parent] shall successfully
complete all domestic violence treatment required under the Order of Protection
entered on [date] under case number [protection order case number], and provide
the court and all parties written proof of such successful completion, before she may
request residential time with the children.”
Removal of Children from the State: You can put here that the other parent may
not remove the children from the State of Washington without your written consent.
Example: You already know the other parent will be taking the child to another
state for an annual family reunion. You would state that as an exception.
If you want other rules in your parenting plan, such as giving or denying access to
school or medical records, being able to go to or get notice of school or extracurricular events (sports, church events, music recitals, and so on), or phone
contact, put them here.
Here is some sample language:
•

Phone Calls - Each parent may call the children at reasonable times when
they are with the other parent.
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•

Activities Outside of School - Neither parent shall sign the children up for
activities that will interfere with the other parent's time, without the other
parent’s agreement.

•

Address and Phone of Parents - Both parents shall keep each other advised of
their current home address and phone number.

•

School and Activities - Both parents shall have the right to go to school,
sports, and other activities of the children.

15. Proposal. Check the first box and skip to 16 if you are writing this parenting
plan as a court order. Otherwise, check the second box. At “parent requesting plan
signs here,” and sign and put the date and place you are signing. If the other parent
agrees with your proposed parenting plan, they should sign and date underneath.
16. Court Order. Check the first box if this is a proposed parenting plan. Check the
second box if this is a final order or a temporary parenting plan after a hearing.
Leave the rest of this section for the judge to fill out and sign.
If this is a court order, the parties sign below: In the left-hand column, check is
an agreement of the parties if true and have the other parent check the same in
the right-hand column. Check is presented by me. You will sign in the space on the
left-hand side and put your name and the date under that. If the other parent agrees
to your parenting plan, they sign in the space on the right-hand side and put their
name and the date under that.
❖ When you have finished filling out your Parenting Plan, read through it
several times. Make sure you understand it and have filled everything in you
want.
If you are finalizing this case by agreement, both of you should check is an
agreement of the parties and then whichever other boxes apply to you before
signing and printing your name and dating where it says.
If you are not finalizing this case by agreement, you should check is presented by
me. You should also sign and print your name and the date where it says.

C.

Child Support Order and Worksheets

You must fill out the Child Support Order and Worksheets if the judge is changing
child support. Use the information in the worksheets you filled out with the Petition
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or Response. Except in default cases, you must make any needed changes
(Examples: You and the other party agreed to make changes, or your trial judge
made changes to your proposed worksheets). Use our Child Support Worksheets
and Order packet. If the judge is changing support, you must also fill out the Child
Support Order.

D.

Residential Time Summary Report

❖ The judge does not sign this form.
Use the same form for all the children in the parenting plan unless they have
different residential schedules. If they have different residential schedules, fill out a
separate form for each schedule.
1. The Parenting Plan. In the first box, put the date the court signs the parenting
plan.
•

In the second, on the left side, check if both parties agreed to the plan, the
court ordered it by default, or after a hearing or trial.

•

In the third box, on the right side, check the bottom check.

•

In the last box, fill in the number of children this order covers.

2. Residential Schedule from Part III of the Parenting Plan. Look at Part III of
the Parenting Plan when filling this out. Check the one row that best
summarizes the percent (%) of time the schedule shows the children will
spend with each of you.
Example: The children spend four days every two weeks with Petitioner (4 x
26 = 104 days), one week at winter school break (seven days), and one month
in the summer (30 days). You would check the row that says 60% of the time
with Respondent and 40% with Petitioner.
(104 + 7 + 30 = 141 days total divided by 365 days in the year = 38% with
father.)
3. Information about the Parents. For each party:
•

Check if that parent represented themselves or had a lawyer.
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•

Look back at sections 3a and 3b of the parenting plan. Check the box showing
what the parenting plan states.

4. Dispute Resolution. Check the box showing the type of dispute resolution
ordered in section 6 of the parenting plan.
The person preparing this form signs and dates it at the end.
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Part 7.

Motion for Default

If the other party filed a Response, skip this section.
If you are the other party, and have filed and served a Response, skip this section.
Otherwise, go to “Steps to Take to Finalize the Case by Agreement,” on agreed cases,
or “If You and the Other Party Do Not Agree.” The requesting party may ask the
court for an order of default against the other party any time after their deadline for
responding has run. This section has forms and instructions to ask for default. First,
fill out the default forms.
❖ Reminder: A party who was personally served in Washington State has 20
days to respond, not including the date of service. A party personally served
out of state has 60 days to respond, not including the date of service. A party
served by publication has 60 days from the date of first publication to
respond. A party served by certified mail has 90 days to respond from the
date the forms were mailed.

A.

Motion for Default – FL All Family 161

Petitioner: use this when a respondent has not responded to the petition by their
deadline. You must also use the Order on Motion for Default, below. Use a separate
form for each respondent in default.
Caption. Fill out the caption.
1. Put your name.
2. Request. Put the name of the party you believe is in default.
3. Notice about the motion. Check the box that applies.
Check the first box if everything in it is true in your case. Otherwise, check the
second box.
4. Service of Summons and Petition. Put the date you had the party in default
served. Check the box if they were served outside Washington state. Explain
why (Example: the party lives outside Washington state.)
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5. Timing and type of service. Check the box that applies.
❖ You must wait the right amount of time based on how you served the other
party and where you served them before you can file a motion for default.
6. Correct Court. Put the information requested.
7. Active duty military. You must try to find out if the party in default is on active
military duty or a military dependent.
A. Check scra-w.dmdc.osd.mil/scra/#/home, or
B. Contact the Defense Manpower Data Center, 1600 Wilson Blvd., Suite 400,
Attn: Military Verification, Arlington, VA22209-2593; phone (703) 696-6762
or 5790. You must also have served the Notice to Military Dependent form.
(If you already served this Notice with your petition, do not serve it again.)
Check the first box if the party in default is not on military duty or a military
dependent.
Check the first indented box underneath if you checked scraw.dmdc.osd.mil/scra/#/home. Staple the report you got to this form.
Check the second indented box underneath if you sent the party the Notice re
Military Dependent. Under that, check the box and fill out the blank showing
how you sent it.
Check the third indented box underneath only if it applies and explain.
Check the second box if both of these are true:
•

The party in default is on active military duty or a military dependent.

•

They have a lawyer or they have not responded OR the court has not
postponed this matter.
Check the third box if it is true. In the blank, explain.
Example: you contacted relatives, friends, and/or employers of the other
party.

Person making this motion fills out below: Put the place you are signing this
form. Sign and print your name. Put the date you are signing.
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B.

Order on Motion for Default – FL All Family 162

❖ You will only use this form, and the one before it, if you are the person who
filed this case.
You should use a separate form for each respondent in default.
If you use this form, you also need the Motion for Default above.
Caption. Fill out the caption.
1. Put your name.
2. Response.Put the name of the party you think is in default. Check the box that
applies.
3. Notice about the motion. Check the box that applies. If you check the first
box, put the date you had the party in default served with your Motion for
Default.
4. Service of Summons and Petition. Check the first box. Put the date the other
party was served.
5. Timing and type of service. Check the first box and then the box underneath
that applies.
❖ Do not check For a Petition to Modify Child Support Order only or any boxes
immediately underneath it.
6. Correct Court. Check the first box.
7. Active duty military. Check the first box if the party in default is not on
military duty or a military dependent.Check the second if the party is on
military duty or a military dependent. The judge fills out the rest.
8. Other findings. The judge may put something here.
9. Check Granted. Put the other party’s name.
10. Other orders. The judge may put something here.
Ordered. The judge fills this out.
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Presented by: check Petitioner. Sign and print where it says. If you have had a trial
and a party does not agree with your final papers, that party may ask to have a
presentation hearing. (See section 11.)

C.

If the other parent did not appear or file a Response, you
may be able to present your final orders without filing a
Notice of Hearing

You can file for default and ask the judge to sign your final orders if all these are
true:
•

The other party did not file or serve a Response, Notice of Appearance, or
other court papers

•

The other party did not appear at any hearings

•

The other party did not contact you at all about the case

•

Your default and final orders hearing will happen less than a year after
service of the summons and petition

❖ If more than one year has passed since you served the other parent with
your Summons and Petition, you must give the other parent notice of the
motion for default. Follow the instructions in the “Order on Default” section.
You should give notice. (See “Give the Other Party Notice,” below.) Sometimes a
party will later file a motion to vacate (cancel) default orders. Having proof that you
gave them another chance to respond before the entry of final orders may help you
keep the other party from convincing the judge to vacate (cancel) your orders later.
Also, your court might require you to file a Notice of Hearing to schedule a hearing
to enter your final orders even if you do not have to give the other party notice.
If you do not want to serve a Notice of Hearing, and there is only one other party, or
any other parties have signed all your final papers, you may be able to take your
final orders to the courthouse whenever a judge is available.
Check local court rules, or ask the facilitator or clerk when you can enter your final
orders by default, and if you must file a Notice of Hearing. Tell the clerk the other
party did not respond at all.
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Motions for entry of final orders by default in Petition to Change Parenting Plan
cases are often scheduled in the ex parte department. Your court may schedule them
on the family law docket or with a judge. If local rules do not require a Notice of
Hearing, and you decide not to serve a Notice of Hearing despite our
recommendation, the directions for going to your hearing are below.
If you decide or have to file and serve notice of your motion, follow the directions
starting in the next paragraph.

D.

If the other party appeared, but did not Respond, give the
other party notice of your Motion for Default using a
Notice of Hearing

If the other party appeared but did not file a Response, you can file for default. You
must give the other party notice of the motion and your intent to ask the judge to
sign your final papers. If you do not yet have an Order on Adequate Cause signed by
the judge, you may also have to file and serve a motion for adequate cause and notice
of hearing for adequate cause determination. Ask the facilitator. Our File a Petition to
Change a Parenting Plan, Residential Schedule, or Custody Order packet describes
the process.
❖ If the other party contacted you in any way after they were served with the
Petition to Change Parenting Plan papers, you should give them notice of the
final hearing.
The Notice of Hearing lets the court and other parties know the hearing date, time,
place, and reason. Many counties have their own form. Ask the facilitator or clerk
if they have a special form. If not, use the form here.
1.

Getting a hearing date

Ask the facilitator or clerk when to schedule your motion for default. The family law
department or ex parte department might hear motions for default in family law
cases. Your county may schedule Petition to Change Parenting Plan cases only on
certain days. In some counties, motions for default that give the other party notice
are scheduled in a different courtroom from motions for default that do not require
notice. If the State is a party to your case (such as when the children have received
public assistance), you may have to schedule the hearing on a date that the
prosecutor is present for family law motions.
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2.

Giving the other party notice

You must give your motion and other legal papers to the other parties and the court
at least 5 court days (business days that are not court holidays) before the
hearing date. Do not count weekends, holidays, or the day you mail or deliver the
papers.
Many counties require more than 5 court days’ notice for family law hearings.
Check with the facilitator or clerk.
If your default and final orders hearing will take place more than one year after you
served the other party with the summons and petition, you must give the other
party at least ten days’ notice of the motion. It may be more in some counties. You
must also serve the notice of the motion personally or by certified mail.
Add Days for Mailing: If you have the papers mailed, not personally delivered, you
must add at least 3 days to the number of days’ notice your county’s rules require.
Example: You mail a document on a Monday. It will be presumed to have been
served on Thursday. If the third day after the papers are mailed is a weekend or
holiday, add days so that the papers arrive on a business day that is not a legal
holiday or weekend. Try to give more than the minimum number of days for notice
of the hearing. If for some reason the other party does not get enough notice, you
must reschedule the hearing – even if the other party does not show up and object.

E.

Instructions for the Notice of Hearing form – FL All Family
185

Caption. Fill out the caption.
To the Clerk of the Court and all parties. Put your hearing date and time. Put the
courthouse address, courtroom number, and name of the docket or judge’s name.
2. Put Motion for Default and Presentation of Order on Adequate Cause and Final
Order and Findings on Petition to Change a Parenting Plan, Residential Schedule or
Custody Order.”
This hearing was requested by. Check the box showing which party you are.
Person asking for this hearing signs here. Sign and print your name and address.
Put the date. Read the box about your address.
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F.

Filing and serving notice of the Motion for Default and
presentation of final orders

Unless more than one year will have passed between your hearing date and the date
you served the other party with the Summons and Petition to Change Parenting
Plan, you can serve the other party with the motion and final papers using first class
mail or hand delivery.
Send a second copy certified mail, return receipt requested, for extra proof of the
date you mailed notice, if you think the other party will sign for certified mail.
Your motion must be filed and served in time to give the court and other party
enough notice before the hearing date. See the Instructions for the Notice of
Hearing, above. This also includes any other parties, such as the GAL or prosecutor.
For more on serving the prosecutor, see our Serving Papers on the State packet.
Before going to the courthouse, copy and organize your papers. Make one copy
of every paper for each of the other parties, and for the judge for working papers.
Exception: Do not make a copy of the LECIF (if you are using this form) for any
other party. Make a set of the papers for each. (Do not need to give the other
parties the Proof of Mailing or Hand Delivery. Do not give them the LECIF.)
Keep a full set of copies for yourself.
Put each of the other parties’ sets of papers in an envelope, addressed to that party,
with your return address. Use these sets for service.
File the original Notice of Hearing (or any local form) and other papers you
have prepared for your default hearing in the clerk’s office of the Superior
Courthouse where the Petition to Change Parenting Plan was filed.
Ask the clerk to stamp the copies showing the place and date the originals were
filed. Ask the clerk how to deliver the working papers and what to do with proposed
orders you have prepared.
❖ Make sure every other party is served with copies of the papers you have
filed with your motion (except any confidential information form or LECIF)
and with your proposed orders. You can have the papers hand delivered or
mailed using the procedure described in the next paragraphs.
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1.

Giving the Papers to the Other Party by Mail or Hand Delivery

If the other party has given an address for receiving legal papers in the case,
send the papers to them at that location. (Look for their address, for example, at
the end of their Response, Notice of Appearance, or Notice of Address Change.) If
they have a lawyer in this case, serve the lawyer.
Not all courts let you serve your own papers after the Summons and Petition have
been served. To be safe, ask an adult friend or relative to do it for you.
When your friend has mailed or delivered the papers to a party, have them fill
out the Proof of Mailing or Hand Delivery the same day. Your friend should fill
out a separate form for each person they mail or deliver papers to. You file the
original Proof of Mailing or Hand Delivery forms with the court clerk. Keep a
conformed copy for your records.
Make sure papers are mailed or delivered before your deadline. When
counting, do not count the day of delivery or mailing, weekends, or court holidays.
Mailing: If your friend mails the papers, add at least 3 days to the number of days’
notice required.
Example: You mail a document on a Monday. It will be presumed to have been
served on Thursday. If the third day is a weekend or holiday, add days so that the
papers arrive on a business day. Try to give more than the minimum notice of your
hearing. If for some reason the other party does not get enough notice, you must
reschedule your hearing – even if they do not show up and object.
If a document is sent by regular mail, and you think the party will not show up at a
hearing, have an extra copy sent by certified mail, return receipt requested, for more
proof of mailing. Staple the green return receipt card to the Proof of Mailing or Hand
Delivery.
Hand Delivery. Your friend may deliver the papers to the other party, rather than
mail them. “Delivering” the papers to another party (or the other party’s lawyer)
means one of these:
•

handing it to the lawyer or to the party

•

leaving it at his office with their clerk or other person in charge of the office
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❖ You should only serve another party at their offices if they have used that as
their service address in a Notice of Appearance, Petition, or Response form.
•

if there is no one in charge, leaving it in a place in the office where someone
can easily find it (Example: on top of the front desk)

•

if the office is closed or the person to be served has no office, leaving it at his
home with an adult living there

2.

Instructions for the Proof of Mailing or Hand Delivery - FL All
Family 112

Make some blank copies of this form. You may need to fill it out and file it several
times. You will use this form to show that copies of papers you filed in court have
been given delivered to the other parties.
Use a separate form for each party to whom papers were mailed or delivered.
Caption. Fill out the caption.
1. Have your server check the third box and put their name.
2. In the first blank, the server should put the date they served the papers. In the
second blank, they should put who they served. Then they should check the boxes
and fill out any blanks as needed to show how they served the other party.
3. List all documents you served: Your server must check the box for every form
they delivered to the other party. If you they leave out a form, you will have no proof
it was served.
I declare under penalty of perjury. Your server should sign and date the form,
state the place signed (city and state), and print their name where it says.
3.

Filing the Proof of Mailing or Hand Delivery forms

Make one copy of each completed Proof of Mailing or Hand Delivery form. Do
not give copies of this form to the other parties.
If you mailed a copy of the forms by certified mail, and have a certified mail receipt
back from the post office, attach it to the Proof of Mailing or Hand Delivery you file
with the clerk.
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Make a copy for your records. If you used certified mail but do not have the green
receipt back when filing the Proof of Mailing or Hand Delivery, file the receipt later,
attached to a page labeled with your case caption.

G.

Working Papers and Confirming Your Hearing

In many counties, you must:
•

Deliver an extra copy of all of papers (including proposed orders) for your
hearing for the judge to read. We call this set of copies Working Papers or
Working Copies. Read What are Working Copies to learn more.

•

Confirm the hearing a few days before the hearing date. This means telling
the court the hearing will take place as scheduled.

To learn the rules for working papers and confirming the hearing in your county,
read local court rules, and check with the facilitator or clerk.
❖ If you do not give the judge working papers and do not confirm your hearing
in a county that requires this, the court may cancel your hearing, or the judge
might not consider any of your papers.

H.

Going to the Hearing

1. Take your court papers with you. Take any originals and copies of all final
papers with you. (See the list at #5 in “Checklist of Steps.”) Also have your
proof of service of the Petition and the Motion with you. Bring copies of all the
papers you filed and served on the other party in case the judge has a question
about them but does not have the court file.
2. Get to your hearing early. Dress neatly. Bring a pad of paper and black pen to
write notes with. Do not bring your children if you can help it. The judge will
usually not let them sit in the courtroom. If you are not there on time, the judge
will cancel the hearing (or the other party may win).
3. When you get to the courtroom. When you get there, tell the person in
charge in the courtroom (the clerk or bailiff) your name and the name and
number of your case. Take a seat. When the judge walks in the room, stand.
When they call your case name, tell the court you are present. Remain in court
until they call your case for hearing.
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4. When told to come forward, do so.
Give the court the originals of the Order of Default, the Order on Adequate
Cause (unless the judge has already signed it), the Parenting Plan, the Final
Order and Findings on Petition to Change a Parenting Plan, Residential
Schedule or Custody Order, and any Child Support Order and Worksheets you
filled out.
5. Getting a default order. If the other party does not appear, show the judge
your Proof of Mailing or Hand Delivery. Ask the judge to sign your orders.
Examples: Order of Default, Order on Adequate Cause (if not already signed),
Final Order and Findings on Petition to Change a Parenting Plan, final
Parenting Plan and any Child Support Order and Worksheets. The judge may
ask some questions to make sure the information is complete and correct. They
may also ask about the requested parenting plan change and your reasons for
it. The judge may want to see your Proof of Personal Service (the form that
shows that you served the other party with the Summons, Petition, and other
papers).
6. Presenting your case.
If the party who has not filed a Response shows up at the hearing, the judge
probably will not grant your motion for default or sign your final papers. Ask
the judge to set a Review Hearing so you can present your Order of Default and
other papers again if the respondent has not filed and served a Response by
that time.
If the respondent does not file a Response by the court’s deadline, go to the
review hearing and ask the judge to sign your Order of Default and, if
applicable, your Order on Adequate Cause and final papers.
If the respondent does file a Response before the review hearing, you cannot
get an order of default against them. You must either reach agreement or get
ready for trial.
If you do not already have a signed Order on Adequate Cause, you must follow
the steps in our Filing a Petition to Change Your Parenting Plan, Residential
Schedule, or Custody Order packet to schedule the adequate cause hearing.
7. Do not interrupt the judge.
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8. Getting copies of the orders.
If the judge does sign your final papers, get a copy of the orders as signed
by the judge. Ask the clerk how to do this. The clerk may give you the originals
and tell you to go make copies in the library or at the clerk’s office.
Do not leave the courthouse with, change, or destroy court orders the
judge has signed. If you do not know what to do with the originals, ask at the
clerk’s office to help. The “Steps to Take” section explains what to do with the
final orders after you have them.
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Part 8.

Finalizing the case by agreement

If you and the other party do not agree about everything in the final orders, skip
this section. Go to “If You and the Other Party Do Not Agree.”
If you agree, you can use this section whether you are the requesting party or the
other party.
1. Complete your Final Court Orders: See the list of forms at #6in Checklist of
steps,” above. Fill out an Order on Adequate Cause, if you have not done so
already. Make sure you also have the beginning papers you need. See lists in
our File a Petition to Change a Parenting Plan, Residential Schedule, or Custody
Order or Respond to a Petition to Change a Parenting Plan, Residential
Schedule, or Custody Order packets.
2. Have the other party sign all completed forms. Decide if both parties will go
to court on the day the papers are presented to the judge. The prosecutor, GAL,
and/or any other party involved in your case must also review and sign all
forms before you present them to a judge. For help reaching an agreement,
read Mediation: Should I Use It to learn more. The facilitator may also have
information about settlement conferences. The only time the other party
does not need to sign the final papers is if:
A. they are signed an Agreement to Join Petition (Joinder) and did not check
theboxasking for notice of further proceedings (look at the form if you are
unsure) or
B. they did not file or serve a Response and
C. Your final papers have exactly the same relief as you asked for in your
Petition, proposed parenting plan, and any child support worksheets.
3. Schedule Presentation of your Final Orders. Find out if you must file a
Notice of Hearing to schedule a hearing for a judge to sign your final papers.
Courts usually call this “presentation of agreed final orders.”
Then follow the directions for filling out, filing and serving the Notice of
Hearing. See the paragraphs in the “Default” section on how to schedule a final
hearing, and fill out and serve a Notice of Hearing.
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Exceptions: You will be asking the judge to sign agreed final papers, but not an
order of default, so:
•

on the Notice of Hearing take out “Motion for Default.” Just put
“Presentation of Final Agreed Orders.”

•

at the hearing you will ask the judge to sign your final papers, not any
Order on Motion for Default.

4. Make at least one copy of each of the final court order forms.
5. Go to the courtroom where you scheduled your presentation at the date
and time scheduled.
If you did not need to schedule a date in advance, go to the courtroom where
“Ex Parte” matters are heard.
If possible, both the requesting party and the other party should go to court to
present the papers. Enter the courtroom quietly. Go up to the judge’s clerk.
Hand the clerk your papers. Sit down and wait to be called.
When you are called, approach the judge. Explain that you are there to present
agreed final orders in the Petition to Change Parenting Plan case. The judge
will review your papers, may ask you some questions, and usually will sign
your final orders.
The “How to Finalize” section, above, at #8 (“last steps”) explains what to do with
your final orders.

p. 48

3262EN | September 2022

If you and the other party do not agree,
and you do not get an order of default, get ready to
go to trial

Part 9.

If the other party files a Response, and you cannot reach agreement about changing
the parenting plan (and/or support), and the case is not dismissed, get ready for
trial. “Words and Expressions You Should Know” explains the difference between a
trial and a hearing. You must follow court rules about trial preparation.
Some counties have a case schedule or other notice explaining some of what to do to
get ready for trial. Ask the facilitator.
If you do not have a case schedule, do not wait until the last minute to get ready for
trial. Start weeks, if not months, in advance. Find out about how your trial is
scheduled. You might have to ask for a trial date.
Find out if your type case will have a full trial or something different. Your court
may decide minor changes differently than major changes.
If you and the other party disagree about your parenting plan, and there are claims
the children are not safe with one or both parents (Examples: A parent has engaged
in domestic violence, child abuse, neglect, or has drug or alcohol problems), you may
want to ask for a parenting evaluation or the appointment of a GAL. Read Parenting
Plans: General Info and Guardian Ad Litems in Family Law Cases to learn more.
At trial, you each get to tell the judge why the judge should rule in your favor. You
must each present the judge with evidence (Examples: Documents or testimony)
proving your claims. We do not have detailed information about getting ready for
trial. Reading Mediation: Should I Use It?, Subpoenaing Witnesses and Documents,
and Getting Ready for a Court Hearing or Trial may help. Or talk with a lawyer.
At the end of your trial, the judge will announce the judge’s decision and reasons for
it. The case is not final until the judge signs final papers. The judge will usually
ask one a party, or a party’s lawyer if there is one, to prepare the final papers for the
judge to approve. Those papers get presented to the judge at a “presentment” or
“presentation” hearing.
The judge may announce the presentation hearing date at the end of the trial. If not,
the person preparing the final papers must give the other parties advance notice of
the hearing date, time, and place.
p. 49

3262EN | September 2022

The person who prepares the final papers they want the judge to sign must also give
the other parties advance copies of those papers to review. That person must draft
the final papers to say exactly what the judge ordered – not what that party wanted.
Any party who does not think the proposed final orders say what the judge ordered
can come to the hearing to explain the objection.
In some counties, the disagreeing party must propose different final papers that
they believe more accurately show the judge’s decision, and get them in advance to
the judge and other parties.
See the “Checklist of Steps” section, above, at #8 (“last steps”), for the list of the final
papers needed after trial.
If you are preparing final papers, they must show the judge’s reasons and decision.
After you have prepared the final papers, schedule the “presentment” hearing.
Follow the steps for setting up a hearing, filing notice of the hearing date, and
notifying the other parties described in the paragraphs of the “Default” section
above, beginning with “how much notice to give the other party.” (The judge who
conducted your trial must be the one to approve the final papers.
Call the judge’s office to get a hearing date with that particular judge.) Use the Notice
of Hearing form in the default section (or a different locally required form). Describe
the “Nature of Motion” as “Presentation of Final Orders in Petition to Change
Parenting/Custody Order.
Follow the remaining steps in the default section, beginning with Working Papers,
except you will ask the judge to sign the final papers, but no Order of Default. Then,
go to the “Checklist of Steps” section at #8 (“last steps”) to find out what to do with
your final orders.
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Part 10. Words and expressions you should know
You may not need every definition here.
Adequate Cause Hearing (threshold hearing): a hearing required before trial in
petitions to change parenting plan cases. Its purpose is to decide if the requesting
party has presented enough reason for the case to go to trial.
Appearance: Informing the court and parties of your whereabouts and your desire
to take part in the case. You can appear in writing or in-person at a Court hearing.
Most people do filing and serving a Notice of Appearance. Certain informal actions,
such as negotiating, phoning about the case, or writing a letter, that show a
knowledge of the claims in the case and an intent to defend, might also count as an
appearance.
Attachment: a document stapled to a court form and referred to in the form.
Attachments should follow format rules for court forms. (The General Instructions
section of this packet has more about format rules.)
Bailiff: A member of the judge’s staff in charge of courtroom procedure and
security. Can be the same person as the clerk.
Caption: The heading of each legal document. It has the names of the court and
parties, the case number, the name of the document itself, and, sometimes, the type
of case.
Case Schedule: A printed schedule some courts issue. It shows major dates and
deadlines in your case.
Certified Copy: A copy of a document from the court file made by the court clerk
that has an official stamp on it stating it is a true copy. Usually, you pay for a
certified copy.
Clerk of the Court, or court clerk: An officer of the court handling clerical matters
like keeping records, entering judgments and providing certified copies. Each
courthouse has a Superior Court Clerk’s Office. Someone from the clerk’s office staff
is also usually in the courtroom during hearings.
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Commissioner or Court Commissioner: Like a judge, but only makes decisions
relating to a specific subject matter. Many counties have family law commissioners
who decide only family law cases. Here, we usually just say “judge.”
Confirm a Hearing or Trial: Notifying the court that you still plan to have the
hearing or trial scheduled in your case. How to confirm varies by county. Not all
counties require it. You may have to call the court a few days before the hearing or
trial. Local rules explain each county’s requirements. If notice is required and not
given, the clerk may cancel the hearing or trial.
Conformed Copy: A copy of any court document filed with the clerk. Must be
stamped with the date filed. A court order must also have the name of the judge who
signed it written or stamped on it.
Custodian (also Custodial Parent): The person the children live with most of the
time.
Declaration: A written statement you make to the court under oath.
Default: The failure to respond to court papers within the legal deadline.
Default Order: An order Petitioner can request if one of these is true:
•

the other party does not file a Response before the deadline

•

if they have appeared in the case, if they do not file a Response after being
served with a Motion for Default

Dispute Resolution: the part of the parenting plan stating how you will try to
resolve disagreements (Examples: mediation, counseling, court action).
Docket: the court’s schedule of cases it will hear on a particular day.
Ex Parte: Going before the court without notifying the other party, or giving very
little notice. Sometimes also refers to the courtroom where you see a judge without
notifying the other party.
Exhibit: Documents, records, and photos introduced into evidence at trial or
hearing. Attachments to legal forms that are exhibits should follow format rules for
court forms. (The General Instructions section has more about format rules.)
Filing: Giving court papers to the Court Clerk to place in the case file.
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Guardian ad Litem (GAL): a person the judge can appoint to investigate the issues
and make recommendations to the court about the children’s best interests. If the
court appoints a GAL in your case, you must serve them with any papers filed. The
GAL may be a party. The GAL’s signature may be required on court orders.
Hearing: Going in front of a judge to ask for a court order or to defend against
another party’s request. Hearings usually take place before the trial date and
concern specific issues (Example: temporary relief). Hearings on important issues
(Example: motions to dismiss) may end the case. In many counties, the court does
not allow live witness testimony at hearings. Instead, you must file and serve
materials in advance in writing. In some counties, the judge may decide certain
types of Petition to Change Parenting Plan cases by hearing rather than by full trial.
Immediate Restraining Order: An order the judge signs if emergency warrants
require protection before there can be a temporary hearing.
Jurisdiction: The court’s authority to make decisions regarding certain people and
issues. A court that does not have jurisdiction has no authority to make orders over
the person or subject affected.
LECIF: Law Enforcement Confidential Information Form.
Mediation: A meeting between the parties to a case and a neutral third party
(examples: a mental health professional, judge, retired judge, or lawyer not
otherwise involved in the case), where you try to reach agreement about the issues.
Motion: A formal request to the court for an order, usually about a specific issue.
Motion Docket: The court’s schedule of motions it will hear.
Noncustodial parent: The parent the child does not live with most of the time.
Note/Notice of Hearing/Note for Motion Docket: A form that lets the clerk know
to schedule a hearing and tells the other parties the hearing subject, place and time.
Notice of Appearance: A paper you can file with the court and serve on other
parties showing you want to take part in the case, and saying where to send papers
filed about the case.
Order: A court document a judge signs requiring someone to do (or not do)
something.
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•

Examples: restraining orders, orders on adequate cause, parenting plans or
Findings and Conclusions. The judge must have signed them for them to take
effect. If you disobey an order of the court, the judge may hold you in
contempt. An order is not in effect until a judge has signed it. (See
“proposed order” definition.)

Other party: Every party to the case, besides you. In court forms, the “other party”
can also mean one particular party.
•

Example: when the Motion for Default says “other party,” it means the party
you believe is in default.

Parenting Plan: A proposal or, if signed by a judge, a court order stating when the
child will be with each party, who makes major decisions about the child, and how
you must resolve future disputes about the child.
Party: A Petitioner or Respondent. GALs and the State of Washington may also be
parties.
Petition: The document that starts a case and asks for a final order.
Petitioner: The person who files a legal case. Petitioner in the caption of a form
does not change, even when the other party later files motions.
Proposed Order: A document one party will ask the judge to sign. Many counties
require you to file and serve proposed orders with motions or responses to motions,
to show how you want the court to decide the motion. Even if your county does not
require it, you should still prepare and serve them and deliver copies to the court. A
proposed order becomes an order if the judge signs it.
Respondent: The person against whom a legal case was originally filed.
Response: A formal written answer to a Petition filed with the court. Also, can
describe the papers you file in response to a motion. It can be confusing. Here,
“Response” with a capital “R” refers to the Response form. We say “response” with a
small “r” for all types of responses, including for example, responses to motions as
well as to petitions.
Restraining Order: A court order to keep a party from doing something that may
harm the other party or child.
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Service: Giving court papers to the other party. The law defines how you must serve
someone. When Petitioner files a petition to change a parenting plan, residential
schedule, or child support order, they must arrange for the Summons, Petition, and
other accompanying papers to be properly hand-delivered or, in some cases, sent by
certified mail or published in a newspaper. After the initial Summons and Petition
have been served, many later papers can be served by first class mail, with enough
advance notice.
Settlement Conference: A formal meeting between the parties to a case and a
neutral third party (such as a judge, retired judge, or lawyer not otherwise involved
in the case), where you try to reach agreement about the issues. Some counties
require you to have a settlement conference before going to trial. Some counties
have programs to provide family law settlement conferences available free of
charge.
Summons: Written notice that a case has been started.
Temporary Family Law Order: An order entered after a case is filed and before it
is final. It is only in effect while the case is pending. Some temporary orders may end
at a fixed time, even before the case ends.
Time to Respond (or deadline to respond): The length of time you have to
respond to something filed by another party. The time to file a Response to a
Summons is 20 to 90 days after service, depending upon type and location of
service. The time to respond to motions is usually much shorter.
Trial: The hearing where the judge listens to live testimony from parties and
witnesses, considers evidence properly introduced, hears argument, and decides the
outcome of the case.
Working papers/working copies: Local court rules may require you to deliver an
extra copy of all of papers (including proposed orders) for your hearing for the
judge to read. We call this set of copies Working Papers. To learn the rules for
working papers and confirming the hearing in your county, read local court rules,
and check with the family law facilitator or court clerk. Read What are Working
Copies.
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Part 11.

Blank Forms

The rest of this packet has blank forms for your use. Make a copy of each form so
that you have an extra in case your first draft needs lots of changes. You may need
forms from other packets. You may not need all the forms here.
The Washington Administrative Office of the Courts also has Microsoft Word and
PDF versions of many of these forms available on their website at
courts.wa.gov/forms.
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