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TO:   Circuit Court Clerks 
 
FROM:  Marc Theriault, AOC General Counsel 
 
DATE:   July 15, 2016 
 

IMPORTANT INFORMATION 

Circuit Court Clerk Manual Updates 
 
 
Changes have been made reflecting new legislation from the 2016 General Assembly session as 
well as other general revisions and updates.  
 

Bill of Costs 
 
The direction to deliver the case file to the judge has been removed in the “Without an 
Exception” section after the clerk endorses costs recoverable as part of the judgement. 

Expungements 
 
Extensive changes have been made throughout the Expungement chapter due to new 
legislation (2016 HB 40).  
 

Please distribute this memo to each deputy in your office.    
 
Release Notes serve as an “index” to the updated sections of the manual.  It does not include the 
update in its entirety; therefore, it is very important and necessary that you and your employees go 
to each section of the manual set out in this memo and review the modifications.  Please direct any 
questions regarding these updates to the Office of Legal Services at AOC. 

http://apps.sos.ky.gov/Executive/Journal/execjournalimages/2016-Reg-HB-0040-2115.pdf
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Petition to Contest Disposition of Decedent Remains/Cremation 
 
This chapter replaces the Cremation Resolution chapter as required by new legislation (2016 SB 
103). Contests regarding cremation are now original actions in circuit court rather than district 
court.   
 
Senate Bill 103 provides that an action to contest or determine decedent’s preferences 
regarding the disposition of their remains be brought in the same manner as an action to 
contest the validity of a will.  
 
The action shall be expedited on the docket of the court as a matter requiring priority.  The 
plaintiff must post a surety bond, cash deposit, or other surety sufficient to guarantee that the 
entity holding the declarant’s remains is compensated for the safe-keeping charges incurred 
while the action is pending. 

Small Claims Cases  
 
Case type information has been updated to reflect that a small claims complaint may be 
assigned case type codes CO, PD, or PI. 

 
Special Judge Appointment 
 
The Special Judge Codes section has been updated to indicate that senior status and/or retired 
judges may be assigned an individual judge code in your county rather than using generic 
codes.   

http://apps.sos.ky.gov/Executive/Journal/execjournalimages/2016-Reg-SB-0103-2104.pdf
http://apps.sos.ky.gov/Executive/Journal/execjournalimages/2016-Reg-SB-0103-2104.pdf
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Forms  
 
New and revised expungement forms are now available. Listed below is the AOC form number 
(which is also a link to the form), the name of the form and where the form may be located. 
 

 

Form 
Number 

Form Name 

 
Appears in 
KyCourts 

Appears on 
Internet 

Appears on 
Intranet 

496 Expungement Order (For 
Misdemeanor, Violation, or Traffic 
Infraction Conviction) 

 
Y 

 
N 

 
Y 

496.1 Notification of Expungement Hearing Y N Y 

496.2 Petition for Expungement (For 
Misdemeanor, Violation, or Traffic 
Infraction Conviction) 

 
N 

 
Y 

 
Y 

497 Expungement Order (For Acquittal, 
Dismissal with Prejudice, or Failure to 
Indict) 

 
Y 

 
N 

 
Y 

497.2 Petition for Expungement (For 
Acquittal, Dismissal with Prejudice, or 
Failure to Indict) 

 
N 

 
Y 

 
Y 

496.3 Application to Vacate and Expunge 
Felony Conviction 

 

N 
 

Y 
 

Y 

496.4 Order on Application to Vacate and 
Expunge Felony Conviction 

 
Y 

 
N 

 
Y 

 
Those forms available in KYCourts as indicated above are available from the reports drop down 
on the Case-At-A-Glance screen.  
 

 

http://courtconnect/sites/forms/Forms%20Repository/496.pdf
http://courtconnect/sites/forms/Forms%20Repository/496.1.pdf
http://courtconnect/sites/forms/Forms%20Repository/496.2.pdf
http://courtconnect/sites/forms/Forms%20Repository/497.pdf
http://courtconnect/sites/forms/Forms%20Repository/497.2.pdf
http://courtconnect/sites/forms/Forms%20Repository/496.3.pdf
http://courtconnect/sites/forms/Forms%20Repository/496.4.pdf
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KyCourts II Code Additions  
 
The following codes have been added to KYCourtsII. Specific instructions for how to use these 
new codes may be found in the Expungement section of the Circuit Court Clerks Manual: 
 

Charge Disposition Type Code  
 

VEFC – Vacated Expunged Felony Conviction 
 

Document Codes  
 

AFEX- Application to Vacate and Expunge Felony Convictions 
CRFEX – Commonwealth’s Response to Felony Expungement 
EXC – Expungement Certification 
OFXD – Order Felony Expungement Denied 
OFXG – Order Felony Expungement Granted  

 

Scheduled Events Type Codes 
 

ERR – Expungement Response Review (Clerk Use Only) 
FEX – Felony Expungement Hearing 
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TO:   Circuit Court Clerks 
 
FROM:  Kelly Stephens, Court Services Manager 
 
DATE:   June 29, 2017 
 

IMPORTANT INFORMATION! 

 

Circuit Court Clerk Manual Updates 
 
 
The following chapters have been revised for compliance with new legislation from the 2017 
General Assembly:  
 

Appeals   
 
Section 4.3.13 has been updated to include planning and zoning appeal bonds pursuant to KRS 
100.3471 (2017 HB 72).  Any party appealing the Circuit Court’s final decision made in a 
planning/zoning case may be required to post a supersedeas bond of up to $250,000. The 
Circuit Court shall determine the bond amount, considering the costs, economic loss, and 
damages the appellee may suffer or incur during the pendency of or will be caused by the 
appeal, including attorney’s fees.    
 

Autopsy Images and Recordings 
 
A new chapter titled “Autopsy Images and Recordings” has been added.  KRS 72.031 (2017 HB 
67) limits distribution of autopsy photographs, images, video or audio recordings to specified 
persons and agencies unless expressly waived by the spouse or personal representative of a 
decedent. Instructions for handling autopsy images and recordings filed in the court record are 
contained in section 9.1.  
 

Please distribute this memo to each deputy in your office.    
 
Release Notes serve as an index the updated sections of the manual.  It does not include the 
update in its entirety; therefore, it is very important and necessary that you and your employees go 
to each section of the manual set out in this memo and review the modifications.  Please direct any 
questions regarding these updates to the ITS Court Services Division at AOC. 
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Those wishing to have access to autopsy images and recordings without a waiver must petition 
Circuit Court for an order granting access. Instructions for this process are contained in section 
9.2.  
 

Cremation/Disposition of Decedent Remains 
 

This chapter (previously “Petition to Contest Disposition of Decedent Remains/Cremation”) has 
been updated to reflect changes to legislation (2017 HB 208) that moves cremation actions 
from Circuit Court to District Court and allows a party to petition the court to authorize 
cremation of a decedent.   

A crematory may utilize AOC Form 858 Petition to Authorize Cremation of Decedent and Order. 

Also, a crematory or next of kin of a person who has filed a preneed cremation form may file a 
petition with the District Court to stop the cremation. 
 

Elections 
 
The “Challenge to Election Candidacy and Election Contests” chapter has been renamed to 
“Elections” and a new section “Local Option Election Bond” has been added. KRS 242.020 (2017 
HB 319) requires any person or persons that wants to circulate a petition for a local option 
election to post a bond with the Circuit Court to cover all costs of the election within five days 
of filing the petition if the local option election will be held on any day other than a primary or 
regular election date. The county judge executive must determine the amount of the bond. 
 
A posting of a bond in this instance will create a circuit civil case.  Upon receipt of an order to 
release the bond, do so as directed. 
 

Circuit Criminal, Citations, District Criminal, and Warrants 
 
These chapters have been updated to reflect legislation (2017 SB 120) impacting the collection 
of court costs, fees, and fines when the defendant is unable to pay.  
 
A defendant who has not paid court costs, fees or fines may not be incarcerated for failure to 
pay unless the failure was willful and not due to an inability to pay. Defendants permitted to 
pay on an installment payment plan shall be given notice of the total amount due, payment 
frequency, and the date by which all payments shall be made.  
 

http://courts.ky.gov/resources/legalforms/LegalForms/858.pdf
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The notice shall be on a form provided by the AOC and indicate that if the defendant has not 
complied with payments by show cause date, he or she shall appear on that date to show good 
cause as to why he or she is unable to satisfy the obligations. 
 
Defendants incarcerated for nonpayment or failure to appear and show cause for nonpayment 
shall be given jail credit pursuant to KRS 534.070 and released by the jailer upon service of 
sufficient number of days.  
 
Sections on imposition of court costs, fees, and fines, nonpayment, and jail credit have been 
added as follows:  
 
Circuit Criminal – section 14.9 
Citations - section 15.12 
District Criminal – section 33.6 
Warrants – section 102.1 

Expungement  
  
The section on Juvenile Expungement has been updated to reflect changes required by 2017 SB 
195: 
 
A juvenile status or public offense case which is dismissed because the child is eligible for 
diversion must automatically be ordered expunged. This process is explained in section 39.7.1, 
Expunging Juvenile Records When Charges Dismissed Because Child is Eligible for Diversion 
(JCRPP 2, 15).  Section I of AOC JV-29 should be used for this purpose.  
                    
A juvenile status or public offense case where the case was dismissed for any other reason or 
the child was found to be not delinquent must automatically be ordered expunged. The child is 
not required to take any action in order for the case to be expunged. This process is explained 
in section 39.7.2, Expunging Juvenile Records When Charges Dismissed or Child Found Not 
Delinquent (KRS 610.330(7)). Section II of AOC JV-29 should be used for this purpose.   
 
Additionally, a juvenile may expunge misdemeanors, violations, status offenses, a single felony, 
or a series of felonies arising from a single incident. This process requires a petition and hearing 
and is explained in sections 39.7.3 and 39.7.4, Petition to Expunge Records Following 
Adjudication and Order of Expungement Upon Petition. AOC Forms JV-30 and 29.1 should be 
used for this purpose.  

http://courtconnect/sites/forms/Forms%20Repository/JV-29.pdf
http://courtconnect/sites/forms/Forms%20Repository/JV-29.pdf
http://courtconnect/sites/forms/Forms%20Repository/JV-30.pdf
http://courtconnect/sites/forms/Forms%20Repository/JV-29.1.pdf
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Medical Malpractice Review Panels 
 
A new chapter “Medical Malpractice Review Panels” has been added to the manual per KRS 
216C (2017 SB 4) which creates medical malpractice review panels to be administered by CHFS. 
All medical malpractice and malpractice related claims must be brought before the review 
panel before it may be filed in a court in the Commonwealth.  
 
The medical malpractice review panel will express its opinion as to whether the evidence 
supports the conclusion that the defendant acted or failed to act within the appropriate 
standard of care and whether any such failure was a substantial factor in providing a negative 
outcome for the patient. This opinion shall be entered into evidence as an expert opinion in any 
subsequent court proceeding.  
 
It is not the responsibility of the Circuit Court Clerk to determine whether an action has been 
reviewed by a panel. 
 
While a case is pending before a medical review panel, the Circuit Court can only entertain 
motions to compel or limit discovery, motions to enforce or quash subpoenas, and motions for 
sanctions for failure to comply with review panel procedures. Instructions for this process are 
included in section 55.1, Petition, Proposed Complaint and Motion.  
 
After the medical malpractice review panel has completed its process, the plaintiff may 
commence a civil action in court. This is a separate action from any earlier proceeding to 
compel or limit discovery, enforce or quash subpoenas, or impose sanctions. Instructions for 
handling a medical malpractice complaint are contained in section 55.3, Medical Malpractice 
Complaints. Mental Health 
 
KRS 202A.0811-0831 (2017 SB 91 or “Tim’s Law”) permits involuntary court ordered outpatient 
mental treatment to be ordered. KRS 202A.0829 says implementation of Tim’s Law is 
contingent upon funding. Jurisdictions with Tim’s Law funding should contact ITS Court Services 
for case processing instructions. 
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TO:   Circuit Court Clerks 
 

FROM:  Marc Theriault, AOC General Counsel 
 

DATE:   December 30, 2015 
 

IMPORTANT INFORMATION! 

 

Circuit Court Clerk Manual Modifications 
 
Changes have been made throughout the manual for new legislation from the 2015 General Assembly 
session and other general revisions and updates.  

Domestic Violence and Interpersonal Protective Orders 
 
Extensive changes have been made throughout the domestic violence chapter to reflect legislation 
(2015 HB 8) regarding domestic violence and interpersonal protective orders.  
 
This chapter has been renamed from “Domestic Violence” to “Domestic Violence and Interpersonal 
Protective Orders” to reflect 2015 HB 8’s extension of the ability of a victim of dating violence and 
abuse, sexual assault, or stalking to get a civil order of protection (KRS 456.010-180.)   
 
The entire chapter has been updated to include procedures for the issuance of interpersonal protective 
orders. Although the procedures for both domestic violence cases and interpersonal protective order 
cases are very similar, please read the instructions closely.  
 
 
New Section:  Cases Involving Minors 
 

 Any adult person can file a petition on behalf of a minor.  It does not have to be filed by a 
family member. 
 

 A minor may file a petition on his or her own behalf.  A minor can request an IPO on the 
basis of a dating relationship, stalking, or sexual assault or can request an EPO if the 

Please distribute this memo to each deputy in your office.    
 
Release Notes serve as an “index” to the updated sections of the manual.  It does not include the 
update in its entirety; therefore, it is very important and necessary that you and your employees go 
to each section of the manual set out in this memo and review the modifications.  Please direct any 
questions regarding these updates to the Office of Legal Services at AOC. 
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Respondent is a family member, or if they were married, formerly married, or share a child 
in common. 

 

 Proceedings involving minors are not confidential, though the petitioner’s address and DOB 
are still protected.  You do not need to use initials or abbreviations for either a minor 
petitioner or a minor respondent’s name. 

 

 A minor may be a respondent.  Serve the minor respondent unless otherwise directed to 
serve a parent or appoint a guardian ad litem for service.  

 
New Section:  Expungement  
 
The records in a case where the petition did not result in the issuance of a DVO or an IPO may now be 
expunged for good cause if 6 months have elapsed since the case was dismissed; and during the 6 
months preceding the expungement request, the respondent has not been bound by an order of 
protection issued for the protection of any person. 
  
New Section:  Interpersonal Protective Order Following Stalking/Sexual Assault Conviction  
 
A conviction for an offense in KRS 508.140 or 508.150 (stalking) or for any degree of rape, sodomy, or 
sexual abuse shall operate as an application for an interpersonal protective order unless the victim 
requests otherwise. Information about this form of IPO is also included in the District Criminal and 
Circuit Criminal Complaint chapters.  
 

District Criminal and Circuit Criminal Complaint Chapters 
 
These chapters have been updated to remove the section “Restraining Order Following a Stalking 
Conviction” and replaced with heading “Interpersonal Protective Order Following Stalking or Sexual 
Assault Offense Convictions.”    
 
Per 2015 HB 8:  A conviction in a criminal stalking or sexual assault case shall operate as an automatic 
application for an interpersonal protective order.  This order replaces the restraining order for stalking 
convictions.  AOC Form 446 has been updated to reflect these changes.  
  
 

Foreign Protective Order Chapter 
 
This chapter has also been updated to reflect legislation (2015 HB 8) regarding domestic violence and 
interpersonal protective orders.  
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Statistical Information 
 
The statistical codes and definitions section has been updated to include the following: 
 

Case Type Description 

DIP – Denied Interpersonal Protective Petition Civil proceeding for Denied Interpersonal 
Protective Petition. 

IP – Interpersonal Protection Civil proceeding which allow victims of dating 
violence and abuse, stalking, and/or sexual assault 
to obtain short/long term protection against 
further violence and abuse, stalking, and/or sexual 
assault. 

 
Case Disposition Type Description 

IPD – Interpersonal Protective Order Indicates that an interpersonal protective petition 
was denied.  A summons and/or temporary 
protective order was not issued. 

 
 

Forms  
 
Revised court forms are being released to reflect legislative changes made by HB 8, the new law 
on domestic violence and interpersonal protective orders. These forms are available online.  
 

Form Number Form Name 
 

275 Protective Order Summons  

275.1 Petition/Motion for Order of Protection                                         

275.2 Order of Protection (EPO/TIPO)   

275.3 Order of Protection (DVO/IPO)   

275.4 Forthwith Order of Arrest 

275.5 Show Cause Order 

275.6 Motion to Amend Prior Order of Protection 

275.7 Warrant of Arrest  
Protective Order Bench Warrant 

275.8 Temporary Order of Protection 
Foreign Protective Affidavit and Order 

275.9 Order of Protection  
Foreign Protective Affidavit and Order 
(to be used for certified foreign orders) 

275.10 Amended Order of Protection and Affidavit for Certified Foreign Protective Order 

http://courtconnect/sites/forms/SitePages/Forms%20Home.aspx
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275.11 Amended Temporary Order of Protection an Affidavit for Uncertified Foreign 
Protective Order  

275.12 10 Day Notice to Affiant RE: Status of Temporary Foreign Protective Order  

275.13 Notice 
Notice of Impending Expiration  
Un-served Emergency/Temporary Order of Protection 

275.14 Respondent’s Financial Statement, Affidavit of Indigency, Request for Reduced GPMS 
Costs, and Order 

275.15 GPMS Order and Notification 
Modified GPMS Order 
Vacated GPMS Order 

275.16 Order Sealing Information Obtained by Global Positioning Monitoring System 

275.17 Personal Identifier Data Sheet 

446 Interpersonal Protective Order  
(Following Stalking/Sexual Assault Conviction) 

 
 
New court forms are being released to reflect legislative changes made by HB 8, the new law on 
domestic violence and interpersonal protective orders.   
 

Form Number Form Name 
 

275.18 Motion for Expungement of Emergency/Temporary Order of Protection   

275.19 Order for Expungement of Emergency/Temporary Order of Protection        

 
These forms are available as smart forms on the intranet at: 
http://courtconnect/sites/forms/SitePages/Forms%20Home.aspx  

KyCourts II Changes 
 
KyCourts II has been updated to reflect the following changes for HB 8. Specific instructions for how to 
use these new case types and codes can be found in the Circuit Court Clerks Manual: 
 

 New Case Types have been added for interpersonal protective order cases.  
o DIP – Denied Interpersonal Protective Petition  
o IP – Interpersonal Protection  

 

 New Summons Type 
o PO - protective order summons. This summons type is to be used for both domestic violence 

and interpersonal protective order cases.  
 

 New Case Disposition Type has been added for denied protective order petitions.  
o IPD – interpersonal protective order denied 

http://courtconnect/sites/forms/SitePages/Forms%20Home.aspx
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CIRCUIT COURT CLERKS’ MANUAL 

RELEASE NOTES 
 

TO:  Circuit Court Clerks 
 

FROM: Marc Theriault, AOC General Counsel 
 

DATE:  June 8, 2015 
 

IMPORTANT INFORMATION! 

 

Formatting Modifications 
 
The Circuit Court Clerks’ Manual has been modified to reflect a number of formatting changes as a result 
of a multi-year manual revision project.  Updates include: 
 

 Reformatting to feature full-length instructions as well as quick reference instructions on the 
right-hand side for all chapters.  All quick reference instructions align with corresponding 
instructions on the left, so if something is not clear, you can quickly reference the appropriate 
full length instruction for further information.  

 Hyperlinks can be found throughout the manual to connect the clerk to specific references in 
the Accounting Manual, KyCourts User Manual, KCOJ Forms, and Workflow Process Maps.  

 Hyperlinks can be found throughout the manual to connect the user to other chapters within 
the Clerks’ Manual to minimize redundancies i.e., service of process, notice of entry. 

 All UOR tables/charts are now available via hyperlinks. 

 Chapters with similar content have been consolidated and have section headings (including 
hyperlinks) to help the user quickly assess information within the chapter. (Example: Appeals is 
now one chapter with multiple section headers rather than three separate chapters.) 

 A glossary has been added to the manual. 

 An index has been added to the manual. 

Please distribute this memo to each deputy in your office.    
 
Release Notes serve as an “index” to the updated sections of the manual.  It does not include the 
update in its entirety; therefore, it is very important and necessary that you and your employees go 
to each section of the manual set out in this memo and review the modifications.  Please direct any 
questions regarding these updates to the Office of Legal Services at AOC. 
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 Release notes will be available in the manual via hyperlinks per date of release (including 
archived release notes.) 

The KyCourts II Manual has been updated simultaneously with the Clerks’ Manual to allow the two 
manuals to be interconnected and reduce the amount of time it requires for the clerk to search and 
locate needed information.  It is important to note that the revision project does not include updates 
relating to the AR (Accounts Receivable Program) or the eFiling (electronic filing project.)  Training and 
user materials relating to those projects will be presented to clerks at your county go live date.  The 
Clerks’ and KyCourts Manuals will be updated at a later date to include user instructions relating to 
these projects. 

Circuit Court Clerk Manual Modifications 
 
Every chapter in the manual has been reviewed and edited as a part of the manual revision project.  
Although most changes in the manual are primarily formatting modifications updates have been made 
as appropriate to ensure the manual accurately reflects all legal authorities.  It is highly recommended 
that each clerk/deputy review the manual in full to ensure awareness of all updates made throughout 
the manual.  Highlights of substantive changes are included below. 
 
Adoptions 
 
The adoptions chapter now includes a section on inspection of adoption records and foreign adoptions.  
In addition, a new section regarding temporary custody has been added and the manual has been 
updated to reflect that the CHFS may inspect a sealed adoption file without a court order per KRS 
625.015. 
 
Appeals 
 
All previous appeals chapters have been consolidated into one chapter with section headings including:  
Appeals from Administrative Agencies, District to Circuit Court Appeals, Appeals to Court of 
Appeals/Supreme Court, and Appeal Bonds. 
 
Application For Transfer of Structured Settlement 
 
Additional information has been added regarding the payee or transferee’s obligation to file and serve 
notice of the proposed transfer and the application for approval.  The chapter now sets forth what the 
notice shall include and that if a hearing is set, the hearing is to be scheduled no less than twenty (20) 
days from the date of the notice. 
 
Audio Recordings 
 
This chapter has been renamed Recordings:  Audio/Video and is consolidated with the previous chapter 
Video Recordings. 
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Bail Jumping Warrant 
 
The chapter has been revised to indicate that upon receipt of a warrant for bail jumping a new case is 
created UNLESS the judge directs the charges to be placed in the existing case. 
 
Bankruptcy Notice 
  
Chapter has been renamed Notice of Bankruptcy. 
 
Bonds and Sureties 
 
Bail Bonds has been renamed to Bonds and Sureties and includes:  Bonds and Sureties in Criminal Cases, 
Bonds and Sureties in Civil Cases, Replevin Bond, and Bonds in Appeals Cases. 
 
Cases Referred to the Grand Jury  
 
This chapter has been renamed to Grand Jury and also includes the previous chapter Grand Jury 
Dispositions. 
 
Cases Under Submission  
 
Has been renamed to Notice of Submission of Case for Final Adjudication. 
 
Challenge to Election Candidacy 
 
Updated to include Election Contests. 
 
Change of Venue 
 
This chapter has been renamed to:  Transfer of Case/Change of Venue. 
 
Citations 
 
Updated to include a section on eCitation and Motor Carrier Citations.    
 
Civil Actions 
 
The Civil Actions chapter now includes the following sections:  Amended Complaints, Counterclaims and 
Cross Claims, and Third Party Complaints.  Previously, these were all separate chapters in the manual.  
The chapter also includes information regarding additional costs for extraordinary services. 
 
Civil Actions Filed by Inmates 
 
Revised per KRS 454.410 to reflect that when a motion for In Forma Pauperis is denied the summons is 
not processed concerning the inmate’s case and is not served until the filing fee and fee relating to 
service of process is paid. 
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Civil Summons 
 
This chapter has been updated to reflect KRS 454.125 which indicates that a civil summons may  be 
issued on holidays and served on Sundays and holidays upon an affidavit that the process cannot be 
executed after that day.  In addition, references relating to service of a civil summons per KRS 454.125 
have been updated throughout the manual. 
 
Compel a Witness 
 
New chapter has been created to address procedures to compel a witness of this state per KRS 421.240.  
 
Cremation Resolution 
 
A section on authorizing a cremation has been added. 
 
Criminal Summons and Arrest Warrants 
 
Has been renamed “Warrants and Criminal Summons” and has been updated to include  sections:  
eWarrants and Search Warrants. 
 
Dissolution of Marriage/Legal Separation/Annulment  
 
This chapter was previously titled only Dissolution of Marriage. 
 
Drug Court 
 
The drug court chapter has been edited to more clearly direct the handling of transfer cases.  A section 
regarding expungement of drug court cases has been added noting that when receiving an Order to 
expunge a drug court case or charge(s) and the case was transferred to  your court from another 
jurisdiction forward a copy of the expungement order to the originating  county along with a copy of the 
original order transferring the case.  
  
Expungement 
 
All previous expungement chapters have been combined into one chapter and include the following 
sections:  Expungement Certification, Expungement of Dismissed or Acquittal Cases, Expungement of 
Misdemeanor and Violation Convictions, Expungement of Juvenile Record, Expungement of Purged or 
Destroyed Cases, Expungement of Non-Criminal Cases, and Expunging a Charge. 
 
 
Fees and Costs 
 
This chapter has been deleted.  References to fees and costs provide a link to the Accounting Manual. 
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Grand Jury 
  
The chapters Cases Referred to Grand Jury and Grand Jury Dispositions have been combined into one 
chapter called Grand Jury.  
 
Juvenile Cases 
 
The chapter now reflects updates made to the FCRPP indicating that specific forms are no longer 
mandatory but are available for use, including the following forms:  AOC-DNA-1, AOC-DNA-2, AOC-DNA-
2.1, AOC-DNA-2.2, AOC-DNA-3, AOC-DNA-4, AOC-DNA-5, AOC-DNA-6, AOC-DNA-9, and AOC-JW-40. 
 
Jury Information 
 
This chapter has been updated to include more information regarding the jury management program. 
 
Mental Health 
 
Mental Health chapters have been combined into one primary chapter with subheadings including:  
Involuntary Admission, Involuntary Hospitalization, 72-Hour Emergency, Involuntary Treatment of 
Drug/Alcohol Abuse, Juvenile Mental Health, and Expungement. 
 
Military Arrests 
 
This chapter has been deemed obsolete and deleted in its entirety. 
 
No Pass/No Drive Law 
  
New chapter (previously a section in citations.) 
  
Notice of Entry 
 
New chapter. 
 
Nunc  Pro Tunc 
 
New chapter. 
 
Organization of Case Records 
  
Now includes Case Management Standards, Case Numbering and Color Coding, and Docket Entries. 
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Redemption of Land 
 
This chapter has been divided into two sections:  Execution of Land Sold under Execution and 
Redemption of Land Sold by Judicial Sale. 
 
Settlement for Minor or Person under Disability 
 
This chapter has been consolidated with Disability Proceedings. 
 
Statistical Information 
 
An update has been made to the statistical reopening/reclosing process.  When a motion or other 
document is received that reopens a case the case will need a special status screen will be completed at 
that time to indicate it has been reopened.  The case will be closed by completing a special status screen 
upon receipt of an order or a judgment ruling on the motion/document  that reopened the case.  The 
quarterly pending case list should be reviewed quarterly to ensure that all eligible cases have been 
reclosed as appropriate. 
  
Statistical codes and definitions have been updated, including the addition of case disposition types.  
 
Subpoenas 
 
Revised to include sections:  Enforce, Quash, or Modify a Subpoena and Foreign Subpoenas (including 
Depositions to be used in Other States.)  
 
 Tendered Documents 
 
This chapter has been consolidated with the Filing Papers and Other Pleadings chapter. 
 
Violation of Domestic Violence Order 
 
This chapter has been consolidated with the Domestic Violence chapter. 
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FORMS  
 

 AOC Form 216 (Forcible Detainer Complaint) has been updated to include the total amount of 
back rent and late fee(s) owed to the plaintiff from the defendant. 

 

 AOC Form 446 (Restraining Order Following Stalking Conviction) document codes have been 
updated to include both ORSC (granted) and ODRSC (denied).  Prior, the form only had one code 
ORSC. 

 

 AOC Form 859 (Petition to Prevent Cremation of Decedent) has been updated to include an 
Order section for the judge to grant or deny the petition. 
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TO:  Circuit Court Clerks 
 

FROM: Marc Theriault, AOC General Counsel 
 

DATE:  August 31, 2015 
 

IMPORTANT INFORMATION! 

 

Circuit Court Clerk Manual Modifications 
 
Changes have been made throughout the manual for new legislation from the 2015 General Assembly 
session, newly enacted Juvenile Rules of Practice and Procedure, and other general revisions and 
updates.  

Citations 
 
Changes have been made throughout the citations chapter to reflect legislation (2015 SB 133) regarding 
ignition interlock licenses and devices.  
 
Section 15.13 – DUI Citations  
 
15.13.4:   Updated to reflect a person who is subject to pretrial suspension may make application to the 
court for authorization to apply for an ignition interlock license and device.  An ignition interlock 
application may be made at arraignment or any time thereafter.  A pretrial order authorizing application 
for ignition interlock license and device must be sent daily to Drivers Licensing (DOT.) 
 
15.13.8:  A section has been added regarding post-acquittal ignition interlock application and order. An 
order authorizing ignition interlock license and device must be sent daily to DOT Drivers Licensing. 
 
15.13.9:  This section has been updated to include that a defendant may apply for an ignition interlock 
license upon conviction.  An order authorizing the application for an ignition interlock license must be 
sent daily to DOT Drivers Licensing. 

Please distribute this memo to each deputy in your office.    
 
Release Notes serve as an “index” to the updated sections of the manual.  It does not include the 
update in its entirety; therefore, it is very important and necessary that you and your employees go 
to each section of the manual set out in this memo and review the modifications.  Please direct any 
questions regarding these updates to the Office of Legal Services at AOC. 



 

 
Release Notes August 31, 2015  Page 3 

 
 

15.13.11:  A section has been added regarding the return of a license plate when an application for 
authorization to apply for an ignition interlock license and device is granted at the same time the license 
plate is ordered impounded. 
 
15.13.13:  The prior section regarding installation of ignition interlock device has been deleted and 
replaced with ignition interlock license violations and amendments.  Upon receipt of a notice of a 
violation file the document and schedule a hearing.  Notify the defendant of the court date. Any 
amendments to the terms of a defendant’s interlock license must be sent daily to DOT Driver Licensing. 
 

Juvenile Cases 
 
Changes have been made throughout the juvenile chapter to reflect the Juvenile Court Rules of 
Procedure and Practice (JCRPP). 
 
Section 52.3 – Dependency, Neglect, Abuse 
 
52.3.8:  The following disposition codes have been removed from the disposition section. 
 

o FEDP - Finding of Dependency 
o FNEG – Finding of Neglect  
o FABU – Finding of Abuse 
o SDEP – Stipulate Dependency 
o SNEG – Stipulate Neglect 
o SABU – Stipulate Abuse 

 
Section 52.5 – Status/Public Offenses 
 

52.5.1:  Updated to reflect case assignment and consolidation details.   

 Upon receiving a status offense petition in a family court jurisdiction determine if the 
juvenile has a pending charge or charges in district court.  If a pending charge or charges 
exist, open the status offense case in district court. Assign the status offense case to the 
district court division presiding over the pending public offense case. If no pending charge or 
charges exist in district court, open the status offense case in family court.  KRS Chapter 635, 
KRS Chapter 640, JCRPP 2(D). 

 If a public offense charge is filed that involves the same child in a pending status offense 
case, notify the family court judge of the public offense petition by completing AOC JV-54 
(Notice of Filing of Public Offense Petition and Order Transferring to District Court) and 
deliver to the family court judge.  
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 Upon receipt of an order transferring a status offense case to the district division presiding 
over a public offense case, transfer the case and consolidate the status offense case with 
the public offense case for the purpose of hearing.  JCRPP 2.    NOTE: Transfer the case by 
reassigning to the appropriate judge. You do not need to complete a TRF disposition.  

 In a non-family court jurisdiction, when a status offense is filed in district court that involves 
the same child in a pending public offense case, consolidate the status offense case with the 
public offense case for the purpose of hearing.  JCRPP 2. 

 Cases consolidated for the purposes of hearing as described above should be kept together 
to ensure future events are scheduled for same times.   

o If paper files are maintained within a single case jacket, file a copy of the order 
consolidating in the trailer number in the tab containing the status offense. Flag or 
otherwise indicate it is consolidated on the tab.   

o If physical files are maintained in separate case jackets, staple or band the case record 
being consolidated (secondary case) to the back of the senior action (primary case) and 
fold the older case record flap in.  Place an out card in the location of the file that was 
consolidated (secondary case) noting the case number, case style and indicate the case 
has been consolidated per the entered order. 

 If a status case is consolidated with a public offense case set the case for a hearing at the 
child’s next scheduled public offense hearing, if the hearing is set to occur within 15 days; 
otherwise, set the case on the first available public offense docket of the district judge 
presiding over the case.  Send notice of the hearing date to the parties in the public offense 
case.  JCRPP 2. 

 

52.5.4:  Updated to reflect status and public offense petition and complaint forms/process.   

 When receiving a JV-1 (Juvenile Petition) form you will also receive JW-57 (JV Complaint 
Status Offense) or JW-58 (JV Compliant Public Offense) forms.  (Previously the complaint 
was included in the JV-1 form.  JW-57 and JW-58 are new forms.) 

Per FCRPP 5, the CDW will attach the citation with the petition. 

The juvenile complaint may be submitted by the CDW which does not have all required 
signatures.  You may nevertheless accept the complaint and use the information to create a 
case if one does not exist. 

 

52.5.8:  A new section on detention hearings has been added. 
 

 If the juvenile is being detained and the child is alleged to be a status offender, schedule a 
detention hearing within 24 hours or within 48 hours if the child is alleged to be a public 
offender, exclusive of weekends and holidays, of the time the juvenile was taken into 
custody or follow local protocol for scheduling this hearing. 
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52.5.10:  A new section “Informal Adjustment” has been added. 
 

 Upon receipt of an informal adjustment order and agreement (AOC-JV-53), schedule a 
review as directed by the judge, or if not specified, for six months after the entry of the 
informal adjustment order.  Close the charge screen using disposition type INF. 

 
Section 52.6 – Habitual Runaway 
 
A new section has been created per JCRPP 11 and JCRPP 12 regarding a habitual runaway. If a child 
cannot be released to a parent or is not otherwise placed the child qualifies as a habitual runaway, the 
peace officer shall initiate a complaint with the CDW to seek an ex parte emergency protective custody 
order from the court.  
 
The section details how to process the new AOC form JV-52 (Complaint, Affidavit, and Order for 
Emergency Protective Custody).  New document codes have been created to correspond with new 
forms JV-52 and JV 52.1 (Emergency Protective Custody Release Order) forms.   
 

o AEPC:  Affidavit/Complaint Emergency Protective Custody 
o OTEC: Temporary emergency custody to a relative or other suitable person 
o ODN: Temporary detention in a non-secure facility 
o OSEC: Temporary detention in a secure facility 
o OREL:  Emergency Protective Custody Release Order 
 

Medical Records 
 
Formerly titled “Medical Records to Be Used in a Deposition,” this chapter has been renamed in order to 
address other substance abuse test records that may be sealed pursuant to a new section of KRS 
625.010(6) that was enacted in 2015 SB 192 and 2015 SB 54. 
 
Section 54.1 – Substance Abuse Test Records 
A new section on substance abuse records has been added.  Upon receipt of an application to seal 
records relating to a positive substance abuse test deliver the application to the judge.  If ordered 
sealed, seal the records as directed and do not release the sealed envelope from your custody.  If a 
request to review the case file is received, remove the sealed envelope from the case file.  
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Appeals 
 
Section 4.1.1 - Petition for Review 
 
An exception has been added stating that a petition for review of a local policy disciplinary action is filed 
in circuit court. KRS 15.520. 

Adoptions 
 
Section 1.5.2 – Sealing the File 
 
The exception that a representative of the CHFS may open and inspect a sealed adoption without a 
written order has been deleted. 

Probate 
 
The Department of Revenue Inheritance and Estate Tax Area’s address as been updated throughout this 
chapter.  The address is:  Department of Revenue Inheritance and Estate Tax Area, Station 61, 501 High 
Street, Frankfort, KY  40601-2103. 

Unsatisfied Civil Judgement Involving a Motor Vehicle Accident 
 
This chapter has been updated to reflect that Form TC 94-65 may be mailed to the plaintiff’s attorney 
and to the defendant by first class mail rather than by certified mail. 
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Forms  
 
Ignition Interlock License and Device Forms 
 

Form Number Form Name 
 

495.4 Pretrial Application for Authorization to Apply for an Ignition Interlock License and 
Device 

495.5 Pretrial Order Authorizing Application for Ignition Interlock License and Device 

495.8 Financial Statement, Affidavit of Indigency, Request for Reduced Ignition Interlock 
Device Costs 

495.9 Order Amending Ignition Interlock License 

495.10 Post-Acquittal Application for Authorization to Apply for an Ignition Interlock License 
and Device 

495.11 Order Upon Acquittal Authorizing Ignition Interlock License and Device 

495.12 Application to Court Upon Conviction for Authorization to Apply for an Ignition 
Interlock 

495.13 Order Upon Conviction Authorizing Application for Ignition Interlock License and 
Device 

 
Juvenile Forms 
 
Below is a list of updated and/or new forms created pursuant to the new Juvenile Court Rules of 
Procedure and Practice (JCRPP.)  
 

Form Number Form Name 
 

JV-1 Juvenile Petition 

JV-1.1 Notification of Charge Juvenile Petition 

JV-15 Temporary Custody Order (Status Offenses) 

JV-16 Order for Medical Examination or Treatment of Juvenile 

JV-17 Juvenile Summons                                                                     UPDATED in KYCOURTS 

JV-18 Promise to Appear in Juvenile Proceeding 

JV-19 Juvenile Summons for Witnesses                                            UPDATED in KYCOURTS 

JV-28 Youthful Offender Transfer Hearing Order 

JV – 31 Disposition Order Status Offense 

JV- 31.1 Disposition Order Public Offense 

JV – 34 Juvenile Detention Order for Public Offense 

JV -35 Juvenile Detention Order for Status Offense 

JV-36 Pre-Adjudicative Court Ordered Terms (Status Offenses) 

JV-36.1 Pre-Adjudicative Court Ordered Terms (Public Offenses) 

JV-48 Order Appointing Public Defender Under KRS Chapters 630 or 635 
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JV-49 Notice of Juvenile Rights and Consequences for Status Offenders 

JV-50 Adjudication Order 

JV-51 Admission or Confession and Waiver of Formal Adjudication Hearing 

JV-52 Complaint, Affidavit, and Order for Emergency Protective Custody of a Child Suspected 
of Being a Habitual Runaway 

JV-52.1 Emergency Protective Custody Release Order (Suspected Habitual Runaway) 

JV-53 Informal Adjustment Order and Agreement 

JV-53.1 Informal Adjustment Review and Order 

JV-54 Notice of Filing of a Public Offense Petition in District Court and Order of Transfer 

JW-57 Juvenile Complaint (Status Offense) 

JW-58 Juvenile Complaint (Public Offense) 

 
 



LIST OF UPDATES TO THE CIRCUIT CLERK’S MANUAL 
 
 
TO:   Circuit Court Clerks 
 
FROM:  Marc Theriault, AOC General Counsel 
 
DATE:  April 24, 2015 
 
 
IMPORTANT INFORMATION! 
 
Please copy this memo and distribute to each deputy in your office. 
 
This letter serves as an “index” to the updated sections of the manual.  It does not 
include the update in its entirety; therefore, it is very important and necessary that you 
and your employees go to each section of the manual set out in this memo and review 
the modifications.  Please direct any questions regarding these updates to the Office of 
Legal Services at AOC. 
 
 
Juvenile Chapter 
 
Various updates have been made to this section to conform to the Family Court Rules 
of Procedure and Practice. 
 

AOC-DNA-1 (petition) now reflects that Neglect and Abuse are grouped together 
as a single charge and a single case type. When adding a case involving neglect 
and abuse, UOR code 002826 should be utilized. Clerks should use case type 
CA (Child Abuse/Neglect) instead of CHA (child abuse) or NEG (neglect).  
 
New forms have been provided to assist in the notification of interested parties 
who may have a right to be heard in a DNA action.  AOC Form DNA-13, “Notice 
of Names and Addresses of Interested Parties to be Noticed by Clerk for 
Hearings” or DPP-165 (Permanency Hearing Notification) may be filed by the 
cabinet to indicate interested parties who may have a right to be heard prior to 
scheduled hearings.   When a hearing is scheduled, the clerk should prepare 
AOC Form DNA-14, “Notice of Hearing to Interested Persons in 
Dependency/Neglect, or Abuse Action” and notice all parties as indicated on the 
AOC DNA-13 form. 

 
When transferring a DNA juvenile case the originating court will now need to 
prepare the certification on new form AOC-DNA-21 “Order to Transfer 
Dependency/Neglect or Abuse Case and Certification of the Record.” 



 
A receiving court of a transfer of a DNA case will need to schedule a hearing as 
directed on AOC-DNA-21 and provide a copy of the notice to the assigned judge. 

 
Termination of Parental Rights 
 
AOC-DNA-15 “Certification of Order Terminating Parental Rights” has been created to 
assist the clerk in certifying a copy of a TPR order and forwarding the order to the clerk 
of the court in an underlying dependency, neglect and abuse case per FCRPP 35. 
 



LIST OF UPDATES TO THE CIRCUIT CLERK’S MANUAL 
 
 
TO:   Circuit Court Clerks 

 
FROM:  Marc Theriault, AOC General Counsel 

 
DATE:  February 10, 2015 
 

 
IMPORTANT INFORMATION! 

 
PLEASE COPY THIS MEMO AND DISTRIBUTE TO EACH DEPUTY IN YOUR 
OFFICE. 

 
THIS LETTER SERVES AS AN “INDEX” TO THE UPDATED SECTIONS OF THE 
MANUAL.  IT DOES NOT INCLUDE THE UPDATE IN ITS ENTERITY; THEREFORE, 
IT IS VERY IMPORTANT AND NECESSARY THAT YOU AND YOUR EMPLOYEES 
GO TO EACH SECTION OF THE MANUAL SET OUT IN THIS MEMO AND REVIEW 
THE CHANGES/MODIFICATIONS.  PLEASE DIRECT ANY QUESTIONS 
REGARDING THESE UPDATES TO THE DEPARTMENT OF LEGAL SERVICES AT 
AOC. 
 
Expungement Chapters 
 

Expungement chapters have been revised to indicate that KRS 431.079 requires 
every petition for expungement of a misdemeanor and/or violation conviction to 
include a certificate of eligibility for expungement.  An expungement certification 
is not required for a motion for expungement for acquittal or dismissal with 
prejudice, or a juvenile expungement petition. 

 

AOC expungement forms have been updated to reflect accurate form titles: 

 AOC Form 496.2 – Petition for Expungement of Misdemeanor or Violation 
Conviction 

 AOC Form 497.2 – Motion for Expungement for Acquittal or Dismissal with 
Prejudice   

 
Cases Referred to Grand Jury and Grand Jury Information 
 
Revisions to these chapters include Amendments to the Rules of Criminal Procedure, 
which became effective January 1, 2015 and are as follows: 

 

 When a case is referred to the grand jury upon a defendant’s waiver of a 
preliminary hearing, or if probable cause is established, transmit a copy of 



all papers in the proceeding to the Commonwealth Attorney. RCr 3.22.  
Previously, this rule said that the clerk transmits the papers to the court 
where the defendant has been held. 
 

 If a defendant has been held to answer per RCr 3.14(1) and the grand jury 
fails to indict, the grand jury adjourns without having either indicted a 
defendant or referred the matter to the next grand jury the circuit court shall 
make an order dismissing all charges or counts against such defendant 
without prejudice, discharging the defendant from custody, and exonerating 
the defendant’s bail and any conditions thereon and order a refund of any 
money or bonds deposited as bail. RCr 5.22.  
 

 In any event the defendant has been held to answer without being indicted 
for longer than 60 days from the finding of probable cause the circuit court 
shall, upon motion, make an order discharging the defendant from custody, 
exonerate the defendant’s bail and any conditions thereon and order a 
refund of any money or bonds deposited as bail.  RCr 5.22. 

NOTE:  Failure of the grand jury to return an indictment against a 
defendant does not prevent any charge against such a defendant from 
being submitted to another grand jury.  RCr 5.22. 

 
Video Recordings 
 
Revisions to this chapter include Amendments to the Rules of Criminal Procedure, 
which  became effective January 1, 2015.   
 
 RCr 13.12 now states that “[w]hen evidence of sexual conduct of a minor is 
 entered as an exhibit during a hearing or trial, the court shall ensure the material 
 is not recorded onto the video record of the proceedings. Any exhibits containing 
 such material shall be sealed and marked as “child pornography.”  Clerks and 
 judges presiding over cases involving child pornography should work in close 
 conjunction together with counsel in the case to ensure compliance with this rule. 
 








































































































































	RN20160715.pdf
	Circuit Court Clerk Manual Updates
	Bill of Costs
	Expungements
	Petition to Contest Disposition of Decedent Remains/Cremation
	Small Claims Cases
	Special Judge Appointment

	Forms
	KyCourts II Code Additions
	Charge Disposition Type Code
	Document Codes
	Scheduled Events Type Codes


	RN20170629.pdf
	RN20151230.pdf
	RN20150608.pdf
	DATE:  June 8, 2015
	Formatting Modifications
	Circuit Court Clerk Manual Modifications
	FORMS

	RN20150831.pdf
	RN20150424.pdf
	DATE:  April 24, 2015

	RN20150210.pdf
	DATE:  February 10, 2015

	RN20140715.pdf
	RN20140701.pdf
	RN20131231.pdf
	RN20130625.pdf
	RN20120920.pdf
	RN20120712.pdf
	RN20120606.pdf
	RN20110908.pdf
	RN20110608.pdf
	RN20110215.pdf
	RN20110101.pdf
	RN20101013.pdf
	RN20100715.pdf
	RN20100224.pdf
	RN20090723.pdf
	RN20090401.pdf
	RN20090511.pdf
	RN20071130.pdf
	RN20071116.pdf
	RN20051001.pdf
	RN20060712.pdf
	RN20050131.pdf
	RN20040622.pdf
	RN20040713.pdf
	RN20040229.pdf

