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Local Rule 5.1 Reporting to Law Enforcement & Compliance%“’coum‘ -

{A) Pursuant to Rule 5(F) of the Rules of Superintendence for the Courts of Ohio, the
Oberlin Municipal Court has a duty to ensure complete, accurate, and timely submission
of information into the state’s computerized criminal history repository at the Bureau of

Criminal Investigation {BCl), the Ohio Law Enforcement Automated Data System (LEADS),
and other law enforcement databases.

(B) The court, in collaboration with the clerk of court, law enforcement agencies,
and any other applicable justice system partners, will develop a Reporting to Law
Enforcement & Compliance Plan {Appendix D).

(C) The Reporting to Law Enforcement & Compliance Plan will identify procedures
and timelines for:

1. Obtaining and reporting fingerprints as prescribed by the Revised Code and
Supreme Court of Ohio rules, including R.C. 109.57{A}(2), 109.60(A), 2923.14, 2929.44(B),
and 2945.402(E)(1), Sup.R. 95(C) and Crim.R. 9{A);

2. Reporting information regarding protection orders as prescribed by the Revised

Code and Supreme Court rules, including R.C. 2903.213, 2903.214, and 2919.26, and
Sup.R. 10(A);

3. Reporting information to the Ohio Department of Public Safety’s Bureau of Motor
Vehicles as prescribed by R.C. 4510.03, 4513.37, and 5502.10 and Supreme Court rules;

4. Maintaining complete and accurate records in accordance with 18 U.S.C. 922(g),
the Revised Code, including R.C. 2923.13, and Supreme Court rules in the event of an audit
by the Federal Bureau of Investigation, BCI, or state or local auditors; and

5. Reporting sealed and expunged records to BCI, LEADS, and other law

enforcement databases pursuant to the Revised Code, including R.C. Ch. 2953 and R.C.
2903.214 and 2930.171.

{D) The Court will review the Reporting to Law Enforcement & Compliance Plan
every three years from its adoption date.
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Reporting to Law Enforcement & Reporting Plan
OBE! Oberlin Municipal Court

The Reporting to Law Enforcement & Reporting Plan has been created for the purpose of
ensuring complete, accurate, and timely submission of information into Ohio’s
computerized criminal history repository at the Bureau of Criminal Investigation (BCl), the
Ohio Law Enforcement Automated Data System (LEADS), and other taw enforcement
databases and in compliance with Rule 5 of the Rules of Superintendence for Ohio Courts.

This Plan was developed in collaboration with:
Clerk of the Oberlin Municipal Court

Lorain County Sheriff

Chiefs of Police of the City of Amherst, City of Oberlin, Vitlage of Kipton, Village of South
Amherst, and the Village of Wellington

Lieutenant or other officer in charge of Ohio State Highway Patrol Post 47

Lieutenant or other officer in charge of Ohio State Highway Patrol Post 90

Chief Law Enforcement Officer of Lorain County Metroparks

Chief Law Enforcement Officer of the Ohio Department of Natural Resources

Other law enforcement partners

A. Obtaining & Reporting Fingerprinting

Below are the procedures and timelines for obtaining and reporting fingerprints as
prescribed by the Revised Code and Supreme Court rules, including R.C.

109.57(A}(2), 109.60(A), 2151.311, 2151.313, 2152.71(A){2), 2923.14, 2929.44(B),
2945.402(E)(1), and Sup.R. 95(C) and Crim.R. 9(A).

1. Law enforcement’s process for obtaining fingerprints and generating the related
incident tracking number (ITN), including upon arrest, taking into custody, and upon
court-ordered fingerprinting

Lorain County Sheriff’s Office, Village of Kipton, Village of South Amherst,
Metroparks, and Ohio Department of Natural Resources Procedures:



Fingerprints of adults are taken by the Lorain County Sheriff's Office upon arrest for
misdemeanors listed in R.C. 109.572(A)(1)(a), {A)8)(a), or {A}(10)(a). Fingerprints are
taken by the agency’s digital fingerprint terminal which automatically generates an
ITN. The fingerprint card shall be forwarded to the superintendent of the bureau of
criminal investigation {BCI) and the BC| Form 2-71 to the clerk of courts.
Fingerprints must be captured when law enforcement or a custodial agent has a
defendant in their custody or a detention facility.

Oberlin Police Department and Village of Wellington:

Fingerprints of adults are taken by the agency upon arrest for misdemeanors listed
in R.C. 109.572(A){(1)(a), (A)8)(a), or (A){10)(a). Fingerprints are taken by the agency’s
digital fingerprint terminal which automatically generates an ITN. The fingerprint
card shall be forwarded to the superintendent of the bureau of criminal
investigation (BCI) and the BCl Form 2-71 to the clerk of courts. Fingerprints must
be captured when law enforcement or a custodial agent has a defendant in their
custody or a detention facility.

Ohio State Highway Patrol Post 47, Ohio State Highway Patrol Post 90, and Amherst
Police Department:

Fingerprints of adults are taken by the agency upon arrest for misdemeanors listed
in R.C. 109.572(A){1)(a), (A)B)(a), or (A)(10){a). A digital fingerprint terminal has been
obtained but is not fully operable at this time. Until the digital fingerprint terminal is
available for use, fingerprints are taken using a fingerprint card which must include
ITN. The fingerprint card shall be forwarded to the superintendent of the bureau of
criminal investigation (BCI) and the BCI Form 2-71 to the clerk of courts.
Fingerprints must be captured when law enforcement or a custodial agent has a
defendant in their custody or a detention facility.

2. Law enforcement’s process for reporting the ITN to the clerk of court

When the ITN is generated by the agency’s fingerprint terminal, the ITN and the
corresponding fingerprint data is sent to the clerk’s office by printing the BCI
Disposition From 2-71 and providing it to the Clerk when charges are filed.
Otherwise, the arresting agency shall complete BCi Form 2-71 including the ITN and



submit the form to the clerk. If not completed at time of the filing of charges, the
form is submitted to the Clerk within seven (7) days of fingerprinting.

3. Court’s process for inquiring and ordering fingerprinting at initial appearance or
sentencing, including:

e Process of identifying individuals who need to be fingerprinted and notifying the
judicial officer before the individual’s next appearance in court

Upon receipt of a complaint or citation, the Clerk shall determine if a fingerprint

card is required by doing the following: 1) reviewing the charges against the list of

charges requiring fingerprints; 2) reviewing the incident report to see if the arresting

officer indicates fingerprints were taken; and/or 3) calling dispatch or the arresting

law enforcement agency to inquire whether fingerprints were taken.

If Defendant was not fingerprinted, the Clerk generates an order for Defendant to
report to the arresting agency or the Lorain County Sheriff for fingerprints within
twenty-four (24) hours. The order shall be placed on the front of the file to be signed
by the judge at arraignment. If Defendant is jailed, the Clerk shall generate an order
for the sheriff to fingerprint the Defendant on behalf of the original arresting agency.

e Process for incarcerated defendants served with charges via a summons

After confirming no fingerprints were taken, the Clerk generates a fingerprint order
as outlined herein.

If a person has not been arrested and first appears before the Court in response to a
summons, or if a sheriff or chief of police or other law enforcement officer has not
taken, or caused to be taken, a person's fingerprints by the time of the arraignment
or first appearance of the person the court shall enter one of the following orders: (i}
If the person is released, order the person to appear before the sheriff or chief of
police or other law enforcement officer within twenty-four hours or such other time
as is practicable to have the person's fingerprints taken; or (ii) If the person remains
in custody order the sheriff or chief of police or other law enforcement officer to
cause the person’s fingerprints to be taken prior to the person’s release or to
appear before the sheriff or chief of police or other law enforcement officer within
twenty-four hours of the person release or such other period as is practicable; or (iii)
If the person remains in custody, if the facility where the person has the means or
capability to take the fingerprints the court may order the person in charge of the



facility to take the person’s fingerprints and the sheriff or chief of police or personin
charge of the facility shall take the person's fingerprints, or cause the fingerprints to
be taken, according to the fingerprint system of identification on the forms
furnished by BCi and, immediately after the person's arraignment or first
appearance or as soon thereafter as practicable, forward copies of the completed

forms, any other description that may be required, and the history of the offense
committed to BCI and to the clerk of the court.

Prior to or at the time of sentencing the court shall inquire whether or not the person
has been fingerprinted for the original arrest or court appearance upon which the
sentence is based. If the person was not fingerprinted for the original arrest or court
appearance upon which the sentence is based, the court shall enter one of the
following orders: {i) If the person is released order the person to appear before the
sheriff or chief of police or other law enforcement officer within twenty-four hours or
such other time as is practicable to have the person's fingerprints taken; or (ii) If the
person remains in custody order the sheriff or chief of police or other law
enforcement officer to cause the person’s fingerprints to be taken prior to the
person’s release or to appear before the sheriff or chief of police or other law
enforcement officer within twenty-four hours of the person release or such other
period as is practicable; or (iii) If the person remains in custody, if the facility where
the person has the means or capability to take the fingerprints the court may order
the person in charge of the facility to take the person’s fingerprints and the sheriff or
chief of police or person in charge of the facility shall take the person's fingerprints,
or cause the fingerprints to be taken, according to the fingerprint system of
identification on the forms furnished by BCl and, immediately after the person's
sentencing or as soon thereafter as practicable, forward copies of the completed
forms, any other description that may be required, and the history of the offense
committed to BCl and to the clerk of the court.

4. Process for reporting cases with a disposition of dismissed and those where no
disposition is expected

The Clerk sends BCI Disposition Form 2-71 to BCI with the dismissal code and
attaches a copy of the court entry to the form.

5. Process for reporting fingerprints and dispositions when cases are transferred to

another court (e.g., municipal court to general division or a transfer to a court in
another county)



The Clerk completes BCI Disposition Form 2-71 with the bind over code and sends
the form to BCI with a copy of the court entry. Then the Clerk sends the BCI
Disposition Form 2-71 to the Lorain County Court of Common Pleas. If the matter is
dismissed without prejudice to be filed directly with the Grand Jury, the clerk sends
the form with the correct code to BCI.

6. Procedures for quality assurance and records validation

Within three (3) weeks of the disposition being sent to BCI, the Clerk will review a
random selection of cases in OHLEG to ensure the disposition was added to the
defendant’s record.

B. Procedures and timelines for obtaining and reporting information pursuant to R.C.
2929.44(B). R.C. 2945.402(E}{1), Sup.R. 95(C) and Crim. 9(A)

1. Procedures to notify the local law enforcement agency of conviction of offense of
violence and requirement of mental health evaluation or treatment for mental
illness

Whenever the Court orders a person who pleads guilty to or who is convicted of an
offense of violence to receive a mental health evatuation or treatment for mentat
illness, the Court shall report the conviction and required evaluation or treatment to
the arresting law enforcement agency and to the law enforcement agency where the
person resides or if not known the last known residence, no later than the next
business day that the Court is in session.

2. R.C. 2945.402(E)(1) - If the Court approves a conditional release, the court shall
report the approval and information pertaining to the release to the arresting law
enforcement agency and to the law enforcement agency where the person resides
or will be residing or if not known the last known residence, as soon as possible and
prior to the release beingissued.

3. Sup. R. 95(C}- The Clerk of Court shall complete “Form 95” upon issuance,
modification, or termination of a court order doing any of the following: (1) Ordering
a person who pled guilty to or who was convicted of an offense of violence to
receive a mental health evaluation; (2) Ordering a person who pled guilty to or who
was convicted of an offense of violence to receive treatment for mental illness; {3)
Approving a conditional release of a person who was found not guilty by reason of
insanity; (4) Approving a conditional release of a person who was found



incompetent to stand trial with no substantial probability of becoming competent
again even with a course of treatment. Within twenty-four (24) hours of issuance of
order or receipt of information regarding compliance or lack thereof, the
Community Control Department shall provide the information regarding
defendant’s compliance or noncompliance with the court's order for mental health

evaluation or treatment for mental illness to the Clerk for purposes of completing
“Form 95.”

Upon completion of “Form 95,” the Clerk of Court shatl submit a copy of the court
order and the form to the local law enforcement agency for entrance of the
information into the “National Crime Information Center Supervised Release File”
through the “Law Enforcement Automated Data System” pursuant to R.C.
2929.44(B) and 2945.402(E){1).

C. Reporting of Protection Orders

Below are the procedures and timelines for reporting a protection order as
prescribed by the Revised Code and Supreme Court rules, including 2903.213,
2903.214, 2919.26, and 3113.31, and Sup.R. 10.00 - 10.06.

1. Court’s process for sending the Protection Order Notice to NCIC Form (NCIC
Form) to law enforcement for entry into the Law Enforcement Automated Data
System (LEADS) upon the issuance, modification, dismissal, or termination of an ex
parte order, consent agreement, or full order protection order

Immediately as soon as practicable but no later than the same day, each time the
court grants, approves, modifies, renews, or terminates a domestic violence or
criminal protection order or otherwise makes a clerical correction on a previously
issued order including but not limited to any protection order issued under R.C.
2919.26 or R.C. 2903.213, the Clerk of Court shall follow the instructions on Sup. R.
Form 10-B and complete Form 10-A Protection Order “Notice to NCIC” and forward
a completed Form 10-A and a copy of the order to the arresting agency or its

designee for entry of the order into the “National Crime Information Center
Protection Order File.”

2. Law enforcement’s process for entering the NCIC Form information into LEADS

forinitial entry, as well as the process for updating LEADS when the defendant or
the respondent is served with the ex parte order



Immediately upon receipt of Form 10-A, the arresting law enforcement agency
enters the information for the protection order into LEADS and immediately upon
service of the ex parte order, the arresting law enforcement agency updates the
service in LEADS.

3. Process for notifying the defendant or respondent of an unserved ex parte
protection order pursuant to R.C. 2919.27(D), including the completion of the

Notification of Protection Order Form, and for updating LEADS once notice has
been given

When the court is informed of an unserved ex parte protection order, the judge
reads on the record the terms of the protection order and advises defendant of the
law pursuant to R.C. 2919.27(D). The Notification of Protection Order Form 10-D is
generated and completed.

Immediately or no later than three (3) business days after the court completes Form
10-D, the Clerk of Court shall forward the completed Form 10-D to the Clerk of
Court of the court that issued the protection order for entry into the docket.

4. Process for when a misdemeanor case containing a protection order is dismissed
for felony indictment, including:

» The process to ensure that the protection order information from the
misdemeanor case is added to the felony case under R.C. 2919.26(D)(4}):

The Clerk sends a copy of the entry to the Lorain County Court of Common Pleas.

If a municipal court or a county court issues a temporary protection order under
R.C. 2919.26 and if, subsequent to the issuance of the order, the alleged offender
whao is the subject of the order is bound over to the court of common pleas for
prosecution of a felony arising out of the same activities as those that were the
basis of the complaint upon which the order is based, notwithstanding the fact that
the order was issued by a municipal court or county court, the order shall remain in
effect, as though it were an order of the court of common pleas, while the charges
against the alleged offender are pending in the court of common pleas, for the
period of time described in division (E){(2) of R.C. 2919.28, and the court of common
pleas has exclusive jurisdiction to modify the order issued by the municipal court or
county court. R.C. 2929.26 applies when the alleged offender is bound over to the
court of common pteas as a result of the person waiving a preliminary hearing on



the felony charge, as a result of the municipal court or county court having
determined at a preliminary hearing that there is probable cause to believe that the
felony has been committed and that the alleged offender committed it, as a result
of the alleged offender having been indicted for the felony, or in any other manner.

e The common pleas court clerk’s process for informing the municipal court clerk
and law enforcement agency that entered the protection orderinto LEADS when
the felony case and the protection order are disposed of, to ensure the
protection orderis removed from LEADS.

Immediately upon issuance, the Lorain County Court of Common Pleas sends by

facsimile a copy of the entry terminating the protection order to the Clerk and to the
arresting law enforcement agency.

5. Procedures for quality assurance and records validation

The Clerk sends by facsimile and provides a certified copy of the protection order to
the arresting law enforcement agency as well as calls dispatch to verify receipt.
Within forty-eight (48) hours of issuance of a protection order, the Clerk will search

for a random selection of records of the protection order in OHLEG to confirm the
record was added.

For quality assurance, the law enforcement agency sends a monthly validation

report including terminations of protection orders for cross-check with the court’s
records.

6. Procedures and timelines for reporting information regarding post-conviction no
contact orders

Immediately after the court grants, approves, modifies, renews, or terminates a
Post-Conviction No Contact Order or otherwise makes a clerical correctionon a
previously issued order the Clerk of Court shall follow the instructions on Sup.R.
Form 10-B and complete Form 10-A Protection Order “Notice to NCIC” and forward
a completed Form 10-A and a copy of the order to the arresting agency or its

designee for entry of the order into the “National Crime Information Center
Protection Order File.”



The arresting agency shall immediately or as soon as practicable enter the
information from the Form 10-A in the National Crime Information Center computer
database.

D. Reporting to the Ohio Department of Public Safety

Below are the procedures and timelines for reporting information to the Ohio
Department of Public Safety’s Bureau of Motor Vehicles (BMV)} pursuantto R.C. |
4510.03, 4513.37, and 5502.10 and Supreme Court rules.

1. Process for sending the BMV the certified abstract of the courtrecord upon the
conviction or bail forfeiture for cases involving traffic violations and the operation of
vehicles, streetcars, and trackless trolleys

If a person is convicted of or forfeits bail in relation to a violation of sections 4511.01
10 4511.771 or 4513.01 to 4513.36 of the Revised Code or of any other law or
ordinance regulating the operation of vehicles on highways or streets, the Clerk of
Court, within seven (7) days after the conviction or bail forfeiture, shall prepare and
immediately forward to the bureau of motor vehicles (BMV), in a secure electronic
format, an abstract certified by the preparer to be true and correct, of the court
record covering the case in which the person was convicted or forfeited bail.

Each abstract shall be made upon a form approved and furnished by the BMV and
shall include, to the extent known and with due diligence can be discovered, the
name and address of the person charged, the number of the person's driver's or
commercial driver's license, probationary driver's license, or temporary instruction
permit, the registration number of the vehicle involved, the nature of the offense,
the date of the offense, the date of hearing, the plea, the judgment, or whether bail
was forfeited, and the amount of the fine or forfeiture.

2. Court’s process for sending the BMV the certified abstracts of the court record
upon the conviction in cases involving vehicular homicide:

If a person is convicted a violation of sections 2903.06(A}(3) of the Revised Code or
of any ordinance for the same or equivalent offense, the Clerk of Court, within
seven {7} days after the conviction, shall prepare and immediately forward to the
bureau of motor vehicles (BMV), in a secure electronic format, an abstract certified
by the preparer to be true and correct, of the court record covering the case in
which the person was convicted.



Each abstract shall be made upon a form approved and furnished by the BMV and
shall include, to the extent known and with due diligence can be discovered, the
name and address of the person charged, the number of the person’'s driver's or
commercial driver's license, probationary driver's license, or temporary instruction
permit, the registration number of the vehicle involved, the nature of the offense,
the date of the offense, the date of hearing, the plea, and the judgment.

Court’s process for sending the BMV the certified abstracts of the court record

upon the conviction in cases involving reporting convictions of operating a vehicle
impaired (OVI)

If a person is convicted a violation of sections 4511.19 et seq. and inclusive of any
conviction of operating a motor vehicle under the influence in 5502.10 of the
Revised Code or of any ordinance for the same or equivalent offense, the Clerk of
Court, within seven (7) days after the conviction, shall prepare and immediately
forward to the bureau of motor vehicles (BMV), in a secure electronic format, an
abstract certified by the preparer to be true and correct, of the court record covering
the case in which the person was convicted.

Each abstract shall be made upon a form approved and furnished by the BMV and
shall include, to the extent known and with due diligence can be discovered, the
name and address of the person charged, the number of the person's driver's or
commercial driver's license, probationary driver's license, or temporary instruction
permit, the registration number of the vehicle involved, the nature of the offense,
the date of the offense, the date of hearing, the plea, and the judgment.

3. Procedures for quality assurance and records validation
Within forty-eight (48) hours of submitting the record to the BMV, the Clerk selects
random court records and compares the court record to the BMV website to ensure

the information listed on the BMV site accurately reflects the court’s entry.

E. Procedures for Maintaining Reporting Records

Below are the procedures to ensure completeness and accuracy of records as
required by the statutes and rules listed in divisions Sup.R. 5(F){1){(a) and (b), 18



U.S8.C. 922(g), and R.C. 2923.13 in the event of an audit by the Federal Bureau of
Investigation, BCI, or state or local auditors.

1. Staff schedule to regularly validate records that have been reported

Monthly a deputy clerk pulls and reviews the BCl cards. Weekly the Clerk reviews
the BMV records. Annually the State completes an audit of randomly selected
records, and the Clerk assists with the audit by providing the appropriate records.

2. Process for correcting inaccurate, incomplete, or rejected reporting submissions
to the appropriate entities

When the clerk receives a rejection of a record or records submitted electronically
to BCI, the clerk pulls the court record, corrects the information, and resubmits the
record electronically to BCI.

3. Process for gathering and identifying records to be provided to state and federal
auditors

The Clerk works with the State Auditor to provide the records or files requested and
assists the State Auditor with any information needed for an audit. Each year audits
are initiated in February and completed within four to six months.

4. Process for annually checking for updates to state and federal reporting
requirements

The court shall monitor changes to the Rules of Superintendence, state, and federal
laws by attending trainings and continuing education programs provided by the
Judicial College and local, state, and national judicial associations.

5. Retention schedules for these records

Section 1901.41 of the Revised Code and the record retention schedules in Rules
26.01 to 26.05 of the Rules of Superintendence or such other rule or rules of the
rules of Superintendence that may be enacted shall be followed.



F. Procedures for Sealing & Expunging Records

Below are the procedures and timelines for reporting sealed and expunged records into
BCIl’'s computerized criminal history repository, LEADS, and other law enforcement
databases pursuant to the Revised Code, including Revised Code Chapters 2151 and 2953

and R.C. 2930.171 and 3113.31.
1. Process for notifying victims under Marsy’s Law requirements

The court issues an entry notifying the Prosecutor of the date and time of the
hearing and Prosecutor provides victim and advocate notification.

2. Process for notifying the appropriate law enforcement agencies and BCl when
records have been sealed or expunged

Upon issuance of an order sealing or expunging a record, the Clerk emails BCl the
appropriate BCI form with the court’s entry. The defendant is provided a certified
copy of the entry either in person or by mail. The Clerk mails the Lorain County
Sheriff’s Office a certified copy of the order. All other law enforcement agencies
operating within the court’s jurisdiction appear in person and sign for a certified
copy of the order.

3. Process for securing sealed records

The sealed records are held until service is completed on the law enforcement
agency, the sealed record is stored in a locked cabinet. The record is then deleted
from the court’s computer system, removed from the case management system,
and manually removed from the court’s printed index.

4. Process for removing expunged records from the case management system and
back-up document storage applications as appropriate

Within two (2) weeks of the issuance of the expungement order, the record is
completely removed from the court’s back-up and tapes, which includes any offsite
or cioud storage.

G. Additional information

This Plan was hereby adopted on July 13, 2026, and shall be reviewed and updated

every three years. s
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