

Rochester Police Department

Technical Services Section


	Module 6-003

effective date: November 18, 2004

Revised: March 25, 2016
	subject: Identification Unit – Sealing Clerk

 

	rescinds: ALL PRIOR PROCEDURES
	reference standards: GO, CALEA, NYSLEA AFSCME and Locust Club contracts, Power Point Presentation, Manual for sealing in LERMS


I.  
BACKGROUND
The Sealing Clerk is responsible for the sealing of all records according to the Criminal Procedure Law (CPL).  The clerk receives the City Court docket from the Disposition Clerk, the Grand Jury Risings from email and County Court Dockets from the judge’s Court Clerk via e-mail.  The sealing clerk will receive sealing orders from City Court via mail and sealing orders from County Court via email.  Based on this information, the Sealing Clerk will seal arrests  according to the CPL.

II. POLICY

To return or destroy all fingerprints and photos that were taken for arrest purposes per the Criminal Procedure Law.

III. PROCEDURES

A. Sealing Clerk – City Court 
Sealing clerk will receive the docket from the disposition clerk.  The sealing clerk will follow the power point presentation on “Sealing Criminal Records”
B.  Sealing Clerk – County Court

Sealing Clerk will receive court dockets via email and follow power point presentation on “Sealing Criminal Records”

C.  Sealing Clerk – Grand Jury Rising

Sealing Clerk will receive sealing order for NO BILLS via email.

D.  Sealing Clerk- LERMS

Sealing Clerk will seal by the City Court docket and by the Sealing Order from county court.  The sealing clerk will follow the Manual for Sealing in LERMS.

E. Receiving Sealing Orders from City Court AND COUNTY COURT 
When sealing orders are received from the courts, you must do the following:

1. Verify in MoRIS that the event was sealed, and seal any arrests that have not been sealed.

2. Set aside orders that need dispositions before sealing them.

3. County Court orders will be used to seal in LERMS.
4. Pull the MoRIS folder for each sealing order.

5. Attach the appropriate PDR or PDR’s to the sealing order.

6. File folders back into the file.


