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RULEl 

TERMS OF COURT AND HOURS OF SESSION 

The Shelby Mun1c1pal Court shall sit continuously and not be divided mto terms The 

Court shall be open Monday through Fnday All sessions shall begm promptly at 9 00 a m 

tmless otherwise directed by the Mumc1pal Judge The Court shall be closed on and observe all 

Crty of Shelby legal holidays or other deSignated days 

Ongmal rule established August 28, 1986 



RULE2 

DUTIES OF COUNSEL 

A DESIGNATION OF TRIAL COUNSEL Attorneys and not parnes will designate 

their capacity as tnal counsel on all pleadings m civil and crunmal cases and shall include their 

office address, zip codes, and telephone number and Supreme Court Reg1strat1on number 

Normally, a law firm should not be named as tnal attorney However, substitution of counsel 

w1thm the same law firm at hearings is autbonzed 

B WITHDRAW AL OF COUNSEL. Counsel shall be allowed to withdraw from tratl 

counsel respons1b1ht1es for good cause shown m cases where counsel had been designated with 

the consent of the Muruc1pal Judge No such apphcatlon will be considered unless a wntten 

entty or motion 1s presented stating the reasons for the appbcatton, certificate of service on 

opposing counsel, and time and date of trial, if set Withdrawal of counsel will not be approved 

if application is made withm five (5) workmg days of the tnal except by formal hearmg with all 

parties present Approved withdrawal entries will be mailed immediately by the withdrawing 

counsel to his cltent's last known address 

C MOTIONS PRACTICE All motions, except those normally made at the tnal, shall 

be m wntmg, served on opposmg counsel, and made within the time !tmJts prescribed m the 

Ohio Rules of Civil and Cnmmal Procedure Motions will be supported by memoranda oflaw 

containing apphcable statutory and case law c1tat1ons Unless the followmg statement appears 

prommently upon the first page of the motion, no oral heanng will be allowed 

"Counsel requests an oral hearing of approximately __ mmutes at which __ 

witnesses will be called" 



A date and tune for oral hearing upon motions must be obtained from the AsSlgrunent 

Comm1ss1oner. Parties wishing to respond m wntmg to such actions shall do so not later than 

the tenth day followmg service of the rnouon or three days pnor to the oral heanng date, 1f an 

oral hearmg has been requested All motions not heard or decided pnor to tnal will be disposed 

ofat tnal 

D W AJVER OF JURY TRIAL It 1s the responsibility of counsel demanding tnal by 

Jury m c1vJ! and cnmmal cases to notify the Assignment Conumss1oner at least five (5) working 

days prior to trtal date, if Jury tnal 1s to be waived or the case has been settled Failure to abide 

by this nJ!e will reswt m a refusal by the Court to honor requests on the day of tnal for winch a 

Jury has been called to waive the Jury and proceed with tnal by Judge alone, or shall result m the 

assessment of additional costs to pay for Jury and the calhng of the same 

E. ENTRIES Shall conform to Civil Rules 

F COURT REPORTERS. Until further order oftlus Court, the basic mode ofrecordmg 

and preservmg all proceedmgs m the Shelby Muruc1pal Court shall be by audio electromc 

recordmg device Any PartY desmng a certified court reporter, m heu of a recordmg deV1ce, 

shall make such a request at least fourteen (14) days pnor to the trial and deposit $50 00 with the 

Court toward the court reporter's fee The costs of a court reporter shall be allocated by 

agreement of the parties or absent agreement by order of the Mumc1pal Judge 



RULE3 

CONTINUANCES 

Requests for continuances shall be granted only upon a showmg of good cause All 

requests for continuances shall be m wntmg stabng the reason with documentation of any alleges 

conflict and served on opposing counsel or 1fthe opposmg party is unrepresented, on the party 

No requests for contmuance will be considered 1fmade less than five (5) working days before 

tnal except for extreme cause. All requests for contmuances shall be signed by the movmg party 

and the attorney for the moving party 

Origmal rule establtshed August 28, 1986 



RULE4 

PRE-TRIAL CONFERENCES 

A CRIMINAL CASES All cnmmal cases m which a not gutlty plea has been entered, 

other than minor misdemeanor cases, will be set down for a pre-tnal conference The presence 

of the defendant and if represented, his counsel, the prosecuting attorney, and the complammg 

witness are requu-ed, unless excused pnor to pre-tnal by the Judge If the complaining witness 

1s a member of a law enforcement agency, then a representative of that agency with full 

knowledge of the case may attend 

B CML CASES A pre-tnal conference shall be held m all civil cases other than small 

clauns and forcible enuy and detlllner actions Upon notice of scheduhng of a pre-tnal 

conference, 1t shall be the duty of counsel to contact each other, and make a smcere effort to 

dispose of the matter by settlement, and to agree on any matters of evidence about which there 1s 

not genume dispute 

It shall be the duty of counsel to do the followmg at the pre·tnal heanng and fatlure to be 

prepared may result m d1sm1ssal of the case for want of prosecution or m a default Judgment or 

other such action to enforce compbance as the Muwc1pal Judge deems appropnate· 

1 All parttes and counsel must be present at pre-tnal unless such presence 1s excused by 

the Judge 

2 Each counsel shall present to the Court, m wntmg, a statement of the issues mvolved, 

of matters stipulated, and of all questions oflaw which are expected to be mvolved m the case 

3. Each counsel shall bnng to the pre-tnal all av111lable exh!btts winch are to be offered 

m eVtdence at the tnal. 



4 Each counsel, claurung same, shall present m writtng to the Court, an 1tem1zahon of 

all special damages claims 

5 Each counsel shall present to the Court, m wntmg, a statement md1catmg the names of 

all wttnesses, both expert and non-expert, expected to be called at the tnal, whether or not a Jury 

tnal previously demanded will now be wruved and 1f not, the number of Jurors demanded and 

whether the case 1s one where the issue of bab1ltty should be tned separately which a subsequent 

tnal on the issue of drunages, 1f hab1hty be found 

6 Each counsel shall come to pre-tnal fully prepared lllld authonzed to negollate towards 

settlement of the case 

7 The text of and c1tatJ.ons of authonty for mstructJ.ons requested by counsel, 1f 

available 

8 Counsel's best estimate of the time required to try the case The written statement 

referred to m this rule shall be filed at or before the pre-tnal hearing 

The Court may, and on the request of either party, shall make a wntten order which 

recites the action taken at the conference The Court shall enter the order and submit copies to 

the parties The order, subject to Ctvtl Rule 60 (A), shall control subsequent course of the action 

unless modified at the tnal to prevent marufest mJust1ce 



RULES 

ASSIGNMENT OF CASES 

The Clerk 1s hereby appomted Assignment Comm1ss1oner of Shelby Mumc1pal Court 

Cases shall be assigned for tnal on the basis of the oldest cases first with criminal taking pnonty 

over civil cases The Assignment Col1lllllss1oner shall nottfy m wntmg the parties or 1f 

represented by counsel, the counsel of all pre-tnal dates It 1s the respons1b1hty of the party, or 1f 

represented, counsel, to secure the attendance of necessary witnesses by subpoena or othel'Wlse 

Ongmal rule established August 28, 1986 



RULE6 

DEFAULT JUDGMENTS 

All motions for default Judgment shall be made m wntmg and clearly state the date the 

complamt was filed, how service was made, proof of service, and answer date. All mottons for 

default Judgment shall also contam a hst of all damages supported by documentary or other 

evidence Motions for reheffromJudgment under tlus rule shall be made m accordance to Oluo 

Rule ofC1v1! Procedure 60 (b) All motions for default Judgment on an account shall m add1t1on 

to the above mclude an updated copy of the account as of the date of the request for default 

judgment 

Onginal rule established August 28, 1986 



RULE7 

TRAFFIC VIOLATIONS BUREAU 

In accordance with Oluo Traffic Rule 13, there 1s hereby established m the Shelby 

Mumc1pal Court, a Traffic V1olat1ons Bureau with authonty to process and dispose of those 

traffic offenses for which no Court appearance 1s required by law, the Court, or the d1scretlon of 

the arresting officer The Clerk IS hereby appointed v10lat1ons Clerk with authonty to delegate 

the duties of the office as the Clerk sees fit A schedule of fines has been adopted and 1s 

available at the office of the V1olat1ons Clerk or Deputy Clerks authonzed to accept waivers of 

tnal and pleas of gmlty Such schedule 1s subJect to change by the Mumctpal Judge 

Ongmal rule estabhshed August 28, 1986 



RULES 

MINOR MISDEMEANOR VIOLA TION'S BUREAU 

In accordance with the Ohio Rules of Cnmmal Procedure 4 l, there 1s hereby established 

withm the Shelby Mumc1pal Court a Mmor Misdemeanor V1olat10ns Bureau, with authonty to 

process and dispose of mmor misdemeanors other than traffic offenses for which no Court 

appearance ts requited either at the d1scret1on of the arrestlng officer or the Court The Clerk 1s 

hereby appointed V1olat1ons Clerk with authonty to delegate the duties ofthls office as the Clerk 

sees fit A schedule of fines has been adopted and 1s available at the office of the V 1ola11ons 

Clerk or Deputy Clerks authorized to accept Wlllvers of tnal and pleas of guilty Such scheduled 

1s subJect to change by the Mumcipal Judge 

Ongmal rule established August 28, 1986 



RULE9 

UNPAID FINES 

Effecuve nnmed1ately, when fmes or court costs remam wipaid for ten (10) days after the 

date ongmally set for completion of payment, the Clerk or Deputy Clerk shall forthwith cause a 

summons to be issued to the defendant to appear m open court and advise the Court as to why the 

fine has not been paid. 

[f the md1vidual fails to appear, a bench warrant shall be issued for his or her appearance 

The Court shall 1mpose whatever payment program 1t deems fair and equitable to ensure 

payment of the fines and costs within the gwdelmes ofO!uo law 

In addition to the above the Clerk of Courts may file for Declaration of Forfeiture of the 

defendant's hcense pursuant to the Ohto Revised Code Section 2937 221, 2935 27, and 4507 168 

or s1mtlar secuon 

Ongmal rule estabhshed August 28, 1986 



RULE IO 

BOND OR BAIL 

Bad shall be and 1s hereby established pursuant to Crmuna.l Rule 46 of the Oh10 Rules of 

Cnmmal Procedure Reasonable bail shall be established as follows· 

1st degree nusdemea.nor 
2nd degree nusdemea.nor 
3rd degree nusdemeanor 
4th degree misdemeanor 
Minor nusdemeanor 

$2500 00 
$200000 
$1000.00 
$1000 00 
No bail- See Wruver Schedule 

If the defendant pleads gwlty or no contest, or 1s found gudty, the bond shall be apphed to 

fine or costs, 1s posted by the defendant, or returned to the md1v1dual who posted the bond 

pursuant to Criminal Rule 46 

The Clerk shall note on the jacket or by some other d1stmct1ve means on each case file 

when a bond is being held by the Court There shall be no need to mark any file where no bond 

1s requrred. 

Ongmal rule estabhshed August 29, 1986 



RULE 11 

SEARCH WARRANTS 

All search warrants and related documents filed m the Court shall be approved by the 

Richland County Prosecutor or Ins representative or by the Law Director havtng authority over 

the respective muruc1pahty or township 

Original rule estabhshed November 20, 1987 



RULEl2 

EXHIBITS AND STENOTYPE RECORDS 

IT SHALL BE AND IS HEREBY ORDERED 

A Stenotype records shall be retained for five years after the last heanng m the case and 

then destroyed 

B Subst1tut10n of exlnb1ts Any time after the hearing or II!al a party shall, with 

nonce to all other parnes in the case, subst1Me a copy for an onginal document or substitute a 

photograph for an exlub1t winch 1s a bulky physical obJect, chart or diagram Fwlure to supply 

such copy shall be deemed notice to the Court that the party does not want the item/document 

returned and consents to its disposal by the Court as provided below 

C Exhibits, transcnpts, and depos1nons shall be retained for ninety (90) days after the 

conclusion of the case and then disposed of If the exh1b1ts are other than papers and appear to 

have some s1gmficant economic value, the Court Wlll try to contact the attorney or the party who 

submitted the exlub1ts and give that person sixty (60) days to pick them up All exlub1ts not 

picked up witlnn sixty ( 60) days after notification, will be destroyed or otherwise disposed of at 

the end of the retenuon penod 

Effective May l, 2009 



RULE13 

PERSONAL IDENTITIES 

IT IS ORDERED 

Pursuant to Ohio Rule of Supenntendence 45 (D)(l) "When subnuttmg a case document 
to a court or filmg a case document with the Clerk of Court, a party to a Judicial action or 
proceeding shall omit personal identifiers from the document Pursuant to Ohio Rule of 
Superintendence 44 (H), "personal identifiers" means social secunty numbers, except for the last 
four d1g1ts, frnanc1al account numbers, mcludmg but not hmited to debit card, charge card, and 
credit card numbers, employer and employee 1denttficat1on numbers, and ajuvemle's name man 
abuse, neglect, or dependency case, except for the Juvenile's m1t1als or a genenc abbreV1at1on 
such as "CV" for "child victun " 

If a party beheves it is cnttcal or necessary to use any of the above personal identifiers m 
!us or her case, the party shall funush the Court with said personal 1denhfiers such as account 
numbers on a separate form setting forth each md1vidual 1dent1fymg a separate form or pleadmg 
which shall be withheld from others and not d1Scnminated by the Clerk or other Court personnel 

Effective May 1, 2009 



RULE14 

JUDGMENT AND STATUTORY RATE 

When used a Judgment entzy "Judgment Rate" and "Statutory Rate" shall mean 

the same tlung The rate 1s currently 5% per annum and shall change annually as 

detemuned by law 

Effective July 8, 2009 



SHELBY MUNICIPAL COURT 

RULE 15 

JUDGMENT ENTRY 

JT IS ORDERED TO FOLLOWING SHALL BE Local Rule of Court# 15 

Any apphcat1on, motmn, or other request for a Default Judgment, Summary Judgment, or 

Judgment on the pleachngs where the claun is based on an assignment, no Judgment Wlll be 

granted unless the motion 1s accompanied by an affidavit from the ongmal assignor that the 

claim and/or debt was never discharged by the Defendant m bankruptcy 

Effective October 5, 20ll 



IN TilE MUNICIPAL COURT OF SHELBY, OHIO 

In RE· Local Rule 17 

The names ofpotentla!Jurors shall be available to counsel for the Plamt1ff(State) and 

the Defendant seven days pnor to tnal date For the safety and protectJ.on of the jurors and their 

farm!Jes, the Juror mformat1on fonns shall not be released to counsel for the state or parties until 

the mormng of the tnal After the Jury 1s selected, all copies of the Juror mformatton sheets shall 

be 1mmed1ately returned to the Court 

It 1s Ordered the above Local Rule 17 shall and 1s hereby adopted and becomes effective 

May 1, 2013 

It is Further Ordered the Clerk shall Journalize tbrs Order and forward a copy, to the 
Ohro 

Supreme Court and make the same available to counsel practicing m this Court 



IN THE MUNICIPAL COURT OF SHELBY, omo 

In RE Local Rule 18 

Effective muned1ately the Court adopts the followmg Rule of Court 

All funds received by the Clerk of Courts shall be applied m the followmg order 
1) Court Costs 
2) Probation fees and testmg 
3) Rest1tu1Jon 
4) Fmes on cnmmal cases 
5) Fines on Traffic cases 

Any exception to the above shall be by specific Judgment entry md1cating 
apphcatton other than above 

A copy of tbts order shall be mailed by the Clerk to the O Supreme Court and 
all local counsel and posted with the Court's other rules 

Schaefer, Judge 



IN THE MUNICIPAL COURT OF SHELBY, OHIO 

In RE Local Rule 19 Specialized Docket- Treatment Court 

A Estabhshment of Treatment Court Specialized Docket 
Tuts Court is estabhshmg a specialized docket to address the mcreasmg number os crunmal 
cases resultmg from growing cnme and rec1d1vism associated with substance abuse and 
addtcbon The Court believes we have a respons1b1bty to ensure that part1c1pants m 

spec1ahzed court programs designed to reduce cnme and receive the mterventton and 
treatment they need, December I, 2015 to establish a Treatment Court Spec1ahzed Docket 
Program which will be governed under the Ohm Supreme Court Sup R 36 20 for Specialized 
Dockets It 1s the goal of the Treatment Court Spec1al1zed Docket Program to hnk part1c1pants 
with various support programs, and treatment to reduce rec1d1v1sm among those participants 
with substance abuse, add1ct10n and behavioral health issues in the cnmmal jUSttce system, to 
reduce the need for incarceration, as well as penods of incarceration for those sentenced with 
treatable medical, substance abuse and behavioral health issues, and to successfully graduate 
participants from the Treatment Court Specialized Docket 

B Placement m Treatment Court Specialized Docket 
In order to have his/her cnrnmal case placed on the Treatment Court Specialized Docket, a 
cnmmal defendant must make an application for admission To qualify for adm1ss1on, a 
cnmmal defendant must meet the following legal cntena, be charged with a rmsdemeanor of 
the fourth, third, second and/or first degree unless approved otherwise by the docket Judge, be 
amendable to treatment and acknowledge a wtlhngness to comply with the recommendation of 
the treatment team, be able to benefit from court momtored treatment and superv1s1on, and the 
participant must voluntartly enter the Treatment Court Spec1al1zed Docket Program 

Application for placement m Treatment Court Spec1ahzed Docket Program shall be subject to 
initial assessment by defense counsel, law director, and/or probat10n officer, subject to 
approval by the Judge and accordmg to the criteria adopted by the Court Persons charged with 
sex cnmes ( excludmg public mdecency), and rmnor misdemeanors are normally not ehg1ble 
for the Treatment Court Specialized Docket Program Treatment Court Spec1ahzed Docket 
Program 1s not avatlable 1f felony charges are pending without approval from the Judge Upon 
1mt1al acceptance mto the Treatment Court Spec1aI1zed Docket Program, the part1c1pant 1s 

referrer for diagnostic evaluation to confirm the he/she meets clm1cal cntena Chmcal cntena 
include treatable add1ct1on, medical, psycholog1cal, substance abuse or mental health 

cond1tton that may be contnbuted to the part1c1pant's mvolvement with the cnmmal jUSt1ce 
system The defendant may be referred to the Mental Health Court 1fthe d1agnos1s ts 



consistent with severe and persistent mental illness He/she must have sufficient stabtltty to 
understand and comply with the program requirements and the defendant must not pose a 
nsk to program staff, family or commumty to be accepted Followmg the assessments and 
evaluations, 1t 1s subJect to approval by the Judge assigned to the case will determme 1f the 
defendant qualifies for the Treatment Court Specialized Docket Program 

C Treatment Court Spec1al1zed Docket Program Management 
Cnmmal defendants accepted mto the Treatment Court Specialized Docket Program will 

partake m counseling, bemg that of md1v1dual and/or group sessions, as well as substance 
abuse treatment, 1f appropnate The treatment plan may also mclude obtammg stable housmg 
and reliable transportation, completing high school or obtaming a GED, part1c1pating m 
vocattonal assessment and entering appropnate trammg obtammg and mamtammg 
employment, either full or part time The Program Descnpt1on, Part1c1pant Handbook, and 
Participant Agreement are mcorporated by reference 

D Graduation from Treatment Court Spec1ahzed Docket Program 
Termmatton from Treatment Court Spec1ahzed Docket Program 
Upon successful completion of the treatment plan, and the part1c1pant 1s graduated from the 
Treatment Court Specialized Docket Program and may be placed on non-reporttng probation 
for one add1t1onal year If the criminal defendant ts unsuccessfully terminated from the 

Treatment Court Specialized Docket Program, a probation v10lat1on hearing may be scheduled 
In the event the Court finds the probation terms have been v10lated, the remaining suspended 
sentence may be Imposed as well as any suspended fines A cnnunal defendant may also be 
neutrally discharged 1f they are nor longer capable of completing the Treatment Court 

Spec1ahzed Docket Program, due to approved circumstances that may occur 



IN THE MUNICIPAL COURT OF SHELBY, OHIO 

In Re· Local Rules of Court 

The Olno Supreme Court Rules of Supenntendence provides for local rules of court to use 

electrorucally or computer produced Traffic Tickets 

IT IS THEREFORE ORDERED the Shelby Municipal Court Local Rule # 16 shall 

provide for and permit the use of a ticket that 1s produced by computer or other electronic 

means, provided that the bcket confonns m all substantive respects, mcludmg layout and 

content, to the "Olno Umform Traffic Ticket." The prov1s1on of the rule relative to the color 

and weight of paper and method ofbmchng shall not be apphcable to any Ticket that 1s produced 

by a computer or other electromc means 

IT JS FURTI:IER ORDERED that any Ticket produced by computer or electronic means 

may be filed by electromc means If an electromc or computer generated ticket 1s issued at the 

scene of an alleged offense, the issumg officer shall provide the defendant with a paper copy of 

the Ticket • A law enforcement officer who files a Ticket electromcally shall be considered to 

have certified the ticket and shall have the same nghts, respons1b1ltt1es, and hab1ht1es as with all 

other Tickets issued 

Signed at Shelby, Oluo this i).1 day of J on~tl 
1 
"J.017 


