IN THE COURT OF COMMON PLEAS
Ottawa County, Ohio
Rule 36. Reporting to Law Enforcement Compliance Plan 

A. Obtaining and Reporting Fingerprinting

1. Law Enforcement’s Process for Obtaining Fingerprints and Generating the Incident Tracking Number (ITN):

· The Ottawa County Detention Facility fingerprints each individual upon booking into the jail and generates a fingerprint card, which is provided to Clerk of Courts staff. The Incident Tracking Number (ITN) is entered into the required field in the case management system.
· If an individual is released by law enforcement and the applicable Ohio Revised Code section is a reportable offense, the Court shall order fingerprinting at the individual’s first appearance. The completed fingerprint card is then provided to Clerk of Courts staff.

2. Law Enforcement’s Process for Reporting the ITN to Clerk of Courts:

· Upon booking at the Ottawa County Detention Facility, a fingerprint card is produced and the ITN is provided to Clerk of Courts staff with the fingerprint card.
· Clerk of Courts staff dockets receipt of the fingerprint card in the electronic case record.

3. Court’s Process for Ensuring Fingerprinting Occurred:

· To ensure fingerprinting compliance, the Court shall inquire on the record at Initial Appearance and Arraignment whether the fingerprint card has been received and docketed by Clerk of Courts staff.
· If fingerprinting has not occurred, the Court shall order fingerprinting to be completed at the Ottawa County Detention Facility immediately following the hearing.
· For Defendants who are incarcerated and served by summons, fingerprinting shall be ordered at the first court appearance.
· The Presentence Investigation (PSI) shall note whether a fingerprint card has been obtained. If not obtained, fingerprinting shall be ordered in the disposition entry.

4. Process for Reporting Dismissals and When No Disposition Is Expected:

· Prior to dismissing a case, the Prosecutor shall ensure that a fingerprint card has been obtained. If it has not, the Prosecutor shall coordinate with the Defense Attorney to ensure that it is completed prior to the dismissal being filed.
· Clerk of Courts staff shall provide a copy of the fingerprint card and the dismissal entry to the Bureau of Criminal Investigation (BCI) by mail.
· If a fingerprint card is unavailable, Clerk of Courts staff shall provide personal identifying information for the individual to BCI.


5. Process for Reporting Dispositions of Transferred Cases:

· When a case is transferred to Municipal Court, the case shall remain pending in the Court of Common Pleas. Upon disposition in Municipal Court, the case shall then be dismissed in the Court of Common Pleas. Clerk of Courts staff shall provide a copy of the fingerprint card and dismissal entry to BCI by mail.
· If a case is transferred to a court in another county, Clerk of Courts staff shall provide the judgment entry transferring the case, along with the fingerprint card, to BCI by mail.

6. Process for Granting an Application for Relief from Weapons Disability:

· When relief from weapons disability is granted, Clerk of Courts staff shall provide the judgment entry granting relief and the fingerprint card to BCI by mail.
· The Court shall ensure a fingerprint card has been obtained prior to granting relief. If not obtained, fingerprinting shall be ordered in the relief entry.

7. Process for Quality Assurance and Records Validation:

· Clerk of Courts staff shall process all documents uniformly and in accordance with established policies and procedures.
· Clerk of Courts staff shall work with the Court to ensure that final entries accurately reflect the disposition of all charges.
· Clerk of Courts staff shall generate a weekly report from the case management system to ensure all disposed cases were reported to BCI.

8. Other

· Clerk of Courts staff, the Court of Common Pleas, the Sheriff, and the Prosecutor shall collaborate to ensure compliance with this plan and maintain ongoing communication to update the plan as necessary.


B. Reporting Mental Health Adjudications in Probate Court

· The Ottawa County Court of Common Pleas is a General Division court handling criminal, civil, and domestic relations matters and does not adjudicate probate matters.

C. Reporting Protection Orders

1. Court’s Process for Sending the NCIC Form for Entry into LEADS:

· Upon issuance, modification, dismissal, or termination of an ex parte order, consent agreement, or full protection order, the Court prepares the NCIC form.
· Clerk of Courts staff processes the form, ensures completeness, and provides it to the Civil Division of the Ottawa County Sheriff’s Office for entry into LEADS.

2. Law Enforcement’s Process for Entering the NCIC Form into LEADS:

· Upon receipt of the NCIC form from Clerk of Courts staff, the Civil Division of the Sheriff’s Office enters the information into LEADS.
· LEADS is updated by the Civil Division when the respondent is served with the ex parte order.

3. Notification Process for Unserved Ex Parte Orders:

· If an ex parte protection order remains unserved, Clerk of Courts staff generates a Failure of Service Notice and provides copies to all parties of record.
· When a Sheriff’s Deputy completes a Notification of Protection Order Form, the form is provided to Clerk of Courts staff and docketed. The Civil Division updates LEADS accordingly.

4. Process When a Misdemeanor Case Is Dismissed for Felony Indictment:

· The Ottawa County Court of Common Pleas is a General Division court for felony matters and does not dismiss misdemeanor cases for felony indictment.

5. Process for Quality Assurance and Records Validation:

· Clerk of Courts staff shall process all documents uniformly in accordance with established policies and procedures.
· Each month, a report of current ex parte orders and full order expiration dates is generated and provided to the Court and the Civil Division of the Sheriff’s Office.
· Clerk of Courts staff terminates expired orders in the case management system.

6. Other:

· Clerk of Courts staff, the Court of Common Pleas, and the Sheriff shall collaborate to ensure compliance with this plan.

D. Reporting to the Ohio Department of Public Safety

1. Process for Sending Certified Abstracts to the BMV for traffic violations:

· Upon receipt of a disposition entry, the Clerk of Courts staff disposes of all charges in the case management system.
· For cases involving traffic violations, the Clerk of Courts staff completes the BMV information packet and faxes it, along with the disposition entry, to the BMV.

2. Process for Sending Certified Abstracts to the BMV upon Conviction in Cases Involving Aggravated Vehicular Homicide, Vehicular Homicide, or Felony Offenses Involving a Vehicle:

· Upon receipt of a disposition entry, the Clerk of Courts staff disposes of all charges in the case management system.
· For cases involving aggravated vehicular homicide, vehicular homicide, or felony offenses involving a vehicle, the Clerk of Courts staff completes the BMV information packet and faxes it, along with the disposition entry, to the BMV.

3. Process for Sending Certified Abstracts to the BMV for OVI Convictions:

· Upon receipt of a disposition entry, the Clerk of Courts staff disposes of all charges in the case management system.
· For cases involving OVI convictions, the Clerk of Courts staff completes the BMV information packet and faxes it, along with the disposition entry, to the BMV.

4. Process for Quality Assurance and Records Validation

· Clerk of Courts staff generates weekly reports from the case management system to ensure all required abstracts were completed and transmitted to the BMV.

4. Other

· Clerk of Courts staff, the Court of Common Pleas, the Sheriff, and the Prosecutor shall collaborate to ensure compliance with this plan.
· Clerk of Courts staff report all license suspensions, orders regarding driving priveldges, and orders lifting license suspensions to the BMC. 


E. Procedures for Maintaining Reporting Records

1. Staff Schedule to Regularly Validate Records:

· Clerk of Courts staff shall follow daily uniform procedures for processing documents and generate weekly reports to ensure timely reporting to BCI and the BMV.

2. Process for Correcting Inaccurate, Incomplete, or Rejected Submissions:

· Clerk of Courts staff shall coordinate with Court staff to correct inaccurate or incomplete entries.
· Clerk of Courts staff shall communicate with BCI and the BMV as necessary to resolve reporting issues promptly as they arise. 

3. Process for Gathering and Identifying Records for Audits: 

· All docketed documents are maintained in paper form and scanned into the case management system as electronic records.
· Clerk of Courts staff shall produce requested records and reports for state and federal auditors and comply with audit requirements as directed.

4. Process for Annually Checking for Updates for State and Federal Requirements: 

· Clerk of Courts staff shall remain informed of updates to applicable state and federal laws, rules, and reporting requirements through annual training and continuing education, including programs provided by the Supreme Court of Ohio.
· Clerk of Courts staff shall also monitor guidance issued by the Supreme Court of Ohio, the Ohio Attorney General’s Office, the Bureau of Criminal Investigation, and relevant Ohio Clerk of Courts associations.
· Any identified updates shall be reviewed and incorporated into policies and procedures, and into this plan as necessary.

5. Records Retention Schedule: 

· Clerk of Courts staff shall retain records in accordance with local court rules, the Ohio Revised Code, and retention schedules approved by the Ottawa County Records Commission. Records shall be disposed of only in compliance with approved procedures.

6. Other

· Clerk of Courts staff, the Court of Common Pleas, the Sheriff, the Ottawa County Auditor, the Ottawa County Commissioners, and the Prosecutor shall collaborate to ensure compliance with this plan.


F. Procedures for Sealing and Expunging Records

1. Process for Notifying Victims under Marsy’s Law

· Upon the filing of a Motion to Seal or Expunge, the Court shall issue a scheduling order directing the Prosecutor to respond.
· The Victim Advocate in the Prosecutor’s office shall notify the victim when applicable and file any objections in a timely manner.

2. Process for Notifying Law Enforcement and BCI:	

· When a case is ordered sealed or expunged, the Court shall issue an order identifying the agencies to be notified.
· Clerk of Courts staff shall notify each agency as ordered by certified mail.

3. Process for Securing Sealed Records:

· Upon an order to seal a case, the case shall be marked sealed in the case management system and removed from public access.
· Clerk of Courts staff shall secure the physical file in a sealed envelope and store it in a locked location.

4. Process for Removing Expunged Records

· Upon an expungement order, the case shall be marked sealed in the case management system and removed from public access.
· Clerk of Courts staff shall secure the physical file in a sealed envelope and store it in a locked location.

5. Other

· Clerk of Courts staff, the Court of Common Pleas, the Prosecutor, and law enforcement agencies shall collaborate to ensure compliance with this plan.

G. Additional Information

· Clerk of Courts staff and partnering agencies shall use professional judgment when circumstances arise that are not expressly addressed in this plan and shall document actions taken to ensure transparency and accountability. Any such circumstances may be reviewed and incorporated into future updates of this plan as appropriate.

            
