
TITLE A: GENERAL PROVISIONS 

DR 2.    Pleadings and Motions 

(A) All pleadings, motions, and other filings must include the attorney’s 
or self-represented party’s mailing address, telephone number, and 
email address. 

 
(B) Nothing, including pleadings, motions, other papers, and any 

amendments, may be removed from any court file without a court 
order.  No person may remove a court file from the court premises 
without a court order. 

 
(C) The documents that are set forth in Appendix A must should be filed 

with all initial pleadings, answers, counterclaims, motions, and 
foreign registrations.  A self-represented party must should submit all 
documents set forth in Appendix A along with a checklist to the 
Compliance Officer for review prior to filing. 

DR 6.    Continuances and Continuing Hearings in Progress 

(A) No case which has been set for a pretrial, report, or hearing will be 
continued without the Court’s authorization. 
 

(B) A motion for continuance must state the following: 
 

(1) the reason for a continuance; 
 

(2) how long the case has been set for hearing; 
 

(3) how long the case has been pending; 
 

(4) the number of previous continuances granted; and 
 

(5) at whose request any previous continuance was granted. 
 

If a continuance is requested due to a scheduling conflict, verification 
of the scheduling conflict must be attached to the motion. 
 



(C) Hearings must be completed within the time allocated by the Court 
within its scheduling order, pretrial order, or notice of hearing. Absent 
exigent circumstances, hearings will not be continued in progress.  

 
(1) Scheduling Hearings. Hearings will be scheduled at the 

pretrial. Attorneys and self-represented parties must be 
prepared to inform the court how much total hearing time will 
be needed to present their case, including all witness 
testimony and cross-examination of adverse witnesses, so 
that the appropriate amount of hearing time is scheduled. 

 
(2) Requesting additional hearing time. If exigent 

circumstances arise between the date of the pretrial and the 
date of the hearing, requiring additional hearing time, 
attorneys and self-represented parties must request 
additional hearing time by filing a motion in advance of the 
hearing date. A motion for additional hearing time must 
include the following: 

 
(a) The date and time of the hearing; 

 
(b)  The amount of time currently scheduled for the 

hearing; 
 
(c) The amount of additional time requested; 
 
(d) The circumstances surrounding the request for 

additional hearing time.  
 
(3) Allocating Hearing Time. Each party may use up to one-half 

of the scheduled hearing time. If there is a GAL assigned to 
the case, the time used by the GAL will be allocated equally 
between the parties. While settlement negotiations are always 
encouraged, any time spent on negotiations during the 
Court’s allotted hearing time will be divided equally and 
subtracted from the time each party is allotted to present 
his/her case.  

 
(4) Exigent Circumstances. The Magistrate or Judge presiding 

over the hearing has sole discretion in determining what 



circumstances are considered “exigent circumstances” to 
warrant additional hearing time. 

TITLE B: PRETRIAL AND HEARING RULES 

DR 12.   Mandatory Disclosure 

(A) The parties must hold a discovery conference as soon as practicable 
but not later than 21 days before their first pretrial conference with 
the court.  The parties must submit their discovery plan to the court 
within 14 days of their discovery conference.  Initial and mandatory 
disclosures must be made within 30 days of the filing of an answer 
or counterclaim, but not later than the first pretrial conference with 
the court.  Parties must comply with Civ.R. 16 and 26.   
 

(B) Within 30 days of the filing of an answer or counterclaim, each party    
to a pending divorce or legal separation must disclose to the opposing 
party the following information and documents: 

 
(1) all pension, retirement and/or profit-sharing plans including 

copies of the most recent plan summary and statement; 
 

(2) all available COBRA benefits; 
 

(3) copies of all real estate deeds and vehicle titles and 
registrations; 

 
(4) all appraisals of real estate or personal property in which the 

party holds an interest; 
 

(5) copies of individual income tax returns for the last three years; 
 

(6) documentary proof of current income from all sources; 
 

(7) copies of the most recent statements for all bank accounts, 
IRAs, stock accounts, mortgages, credit accounts, and all other 
debt; and 

 
(8) verification of the cost of medical insurance policy which covers 

the minor children. 
 



(C) Notice of noncompliance must be raised prior to scheduling the final 
hearing date.  The Court will not reschedule the final hearing for 
noncompliance with this Rule. 

 
(D) Failure to comply with this Rule may result in sanctions, including but 

not limited to a contempt citation, possible dismissal of claims, or 
restrictions on the submission of evidence. 

TITLE D: ALLOCATION OF PARENTAL RIGHTS AND RESPONSIBILITIES 

DR 29.   Appointment of Guardian Ad Litem (GAL) 

(A) The Court may appoint a guardian ad litem (“GAL”) to protect the 
best interest of the child/ren pursuant to Sup.R. 48.   

(B) Scope.  
 

(1) The GAL must gather and assess all information necessary to 
allow the GAL to make an informed recommendation as to the 
best interest of the child/ren.  Sup.R. 48 provides guidelines to 
the GAL.   
 

(2) Upon request the Court will provide the GAL with a copy of the 
Ohio Courts Network (OCN) report on each party.  

 
(3) The Court will notify the GAL of all hearings and proceedings.  

As provided in Sup.R. 48, the GAL must attend all hearings in 
the case that involve parenting issues and any in camera 
interviews.  The attorneys/self-represented parties must serve 
the GAL with all pleadings, motions, notices, and other 
documents filed in the case related to parenting issues.   

 
(4) In representing the best interest of the child/ren and providing 

the Court with relevant information, the GAL may review all 
confidential records involving the child/ren by request, 
subpoena, and deposition, subpoena and examine 
independent witnesses, and cross-examine all witnesses called 
by the parties to the case. 

 
(5) Unless otherwise ordered by the Court, at the conclusion of the 

parties’ parenting evidence, the GAL will testify on direct.  The 
GAL will be subject to cross-examination by both parties at the 
conclusion of the GAL’s direct testimony. 

 
(6) The Court may appoint an attorney for the child/ren when there 



is a conflict between the GAL’s recommendation and the 
child/ren’s wishes. 

 
(C) Procedure. 

 
(1) The Court will appoint the GAL from a roster of eligible 

candidates.  The Court will conduct annual performance and 
compliance reviews of all GALs. 

 
(2) The Court will order the parties to pay the GAL’s appropriate 

fees.  Parties must pay the GAL deposit and fees directly to the 
GAL.  The GAL’s fees may exceed the deposit.  All GAL fees, 
including fees paid through the deposit, are subject to 
reallocation between the parties in the final hearing. 

 
(3) The GAL will be paid $125 per hour for his/her billable 

time.  Unless waived by both parties, the GAL must provide a 
monthly statement of the fees to date to the attorney/self-
represented parties, so that all parties are aware of the amount 
of the bill and the amount remaining on deposit.  The GAL may 
deduct his/her current fees from any funds on deposit with the 
GAL.  When requesting an order for payment of GAL services, 
the GAL must file a motion and an itemized statement of all 
services rendered and costs incurred. 

 
(4) The GAL must file a report with the Court as required under 

Sup.R.48. 
 

(5) The GAL’s appointment is terminated automatically with the 
filing of the final decree or final entry. 

 
(D) Qualifications.  In addition to the requirements set forth in Sup.R.48, 

the GAL must accept one pro bono assignment per year.  Refusal of 
this assignment will result in removal from the list of eligible GALs. 

 
(E) Complaint Process.  Any comments or complaints regarding a GAL’s 

performance must be submitted in writing to the Court Administrator.  
The Court Administrator will forward any comments and complaints to 
the Judge for consideration and appropriate action.  The Court 
Administrator will notify the person making the comment or complaint 
and the GAL of the disposition.   A record of the complaint and 
disposition will be included in the GAL’s file and annual Court 
performance review. 



DR 30.   Mediation of Parenting Responsibilities 

(A) When Ordered.  The Court may order the parties to participate in 
mediation pursuant to Sup. R. 16.14 through 16.43 and the “Ohio 
Uniform Mediation Act” under R.C. Chapter 2710. 
 

(B) Scope.  The Court will not order mediation in any of the following 
situations: 

 
(1) as an alternative to the prosecution or adjudication of domestic 

violence; 
 

(2) in determining whether to grant, modify, or terminate a 
Domestic Violence Civil Protection Order; 

 
(3) in determining the terms and conditions of a Domestic Violence 

Civil Protection Order; or 
 

(4) in determining the penalty for violation of a Domestic Violence 
Civil Protection Order. 

 
(C) Procedure. 

 
(1) Each party may have his/her attorney or another support person 

attend the mediation session.  If a party is bringing an attorney 
or another support person, that party must notify the Mediator 
in advance, so that the Mediator can ensure adequate space 
for the mediation.  If a party fails to notify the Mediator in 
advance, it may be necessary to reschedule the mediation. 
 

(2) Any case referred for mediation is screened for domestic 
violence prior to beginning the mediation and throughout the 
mediation as necessary. 

 
(3) When domestic violence or fear of domestic violence is alleged, 

suspected, or present, mediation will take place only under the 
following conditions: 

 
a. the alleged victim is fully informed about the mediation 

process, his/her right to decline to participate in mediation, 
and his/her right to have a support person present; 



 
b. the Court and the Mediator determine that the parties have 

the capacity to mediate without fear of coercion or control; 
and 

 
c. appropriate security measures are in place to provide for 

the safety of all parties involved in the mediation. 
 

(4) The Mediator will terminate mediation if he/she believes there 
is a threat of domestic violence or coercion between the parties. 
 

(5) The court has the discretion to order the parties to appear for 
the mediation either in person or via video conference. 
 

(D) Qualifications.  A mediator employed by the Court, or to whom the 
Court makes referrals for mediation, must have the following 
minimum qualifications: 
(1) A bachelor’s degree, or equivalent education experience, 

satisfactory to the Court, and at least two years of professional 
experience with families.  Professional experience with 
families includes mediation, casework, legal representation in 
family law matters, or such other equivalent experience that is 
satisfactory to the Court; 
 

(2) Complete all applicable trainings approved by the Supreme 
Court Dispute Resolution Section in accordance with 
standards established by the Commission on Dispute 
Resolution pursuant to Sup. R. 16.23.  

 
(3) Completion of at least 12 hours of basic mediation training or 

equivalent experience that is satisfactory to the Court, and at 
least 40 hours of specialized family or divorce mediation 
training conducted in a program approved by the Commission 
on Continuing Legal Education in accordance with the 
administrative guidelines established by the Committee on 
Dispute Resolution of the Ohio Supreme Court; and 

(4) When domestic violence or fear of domestic violence is 
alleged, suspected, or present, the Mediator must have 
completed at least 14 hours of specialized training in domestic 
abuse and mediation through a training program approved by 



the Ohio Supreme Court Advisory Committee on Dispute 
Resolution. If not, he/she must co-mediate with a Mediator 
who has completed the specialized training. 

(E) Confidentiality.  The statements made during the course of the 
mediation screening, mediation sessions, and the notes of either the 
Mediator or the individual conducting the screening are not 
discoverable or admissible as evidence.  The foregoing 
confidentiality requirements do not exempt any person from the 
statutory duty to report the following:   
 
(1) child abuse pursuant to R.C. 2151.421;  

 
(2) statements that a felony has been or is being committed;  

 
(3) violent acts that occur during mediation; and  

 
(4) threats of harm to other people. 

(F) Complaint Process.  Any comments or complaints regarding a 
Mediator’s performance must be submitted in writing to the Court 
Administrator.  The Court Administrator will forward any comments and 
complaints to the Judge for consideration and appropriate action.  The 
Court Administrator will notify the person making the comment or 
complaint and the Mediator of the disposition.  A record of the 
complaint and disposition will be included in the Mediator’s file and 
annual Court performance review. 

TITLE E. DECISIONS AND ENTRIES 

DR 34.   Qualified Domestic Relations Orders, Division of Property Orders, 
and Court Order Acceptable for Processing 

(A) A Qualified Domestic Relations Orders (QDRO), Division of Property 
Order (DOPO), and Court Order Acceptable for Processing (COAP) 
must meet the following requirements: 
 
(1) Unless otherwise required by the plan administrator, only the 

attorneys/self-represented parties must sign the original. 
 

(2) When submitting a QDRO, DOPO, or COAP, the submitting 
party must include the plan administrator’s name and address 



so the Clerk of Courts can serve the plan administrator with a 
certified copy of the order.    
 

(3) If the QDRO contains personal identifiers, the original and a 
copy must be submitted to the Court.  The copy must redact 
all personal identifiers, such as Social Security numbers 
(except for the last four digits), financial account numbers, and 
employee identification numbers.  If personal identifiers are 
only present only on an addendum to be submitted to the plan 
administrator, the submitting party must submit the original 
QDRO, the original addendum, and a redacted addendum. a 
redacted copy of the addendum must be submitted. with the 
original.   
 

(4) If the opposing party or his/her attorney fails or refuses to sign 
the order, the attorney or party may still present the order 
provided the attorney or party submitting the order complies 
with DR 35(A). 

 
(5) The order must be stamped “costs paid” or “costs waived” by 

the Clerk of Courts prior to its submission to the Court. 
 

(6) A preapproval letter from the plan administrator is not 
required.  It is, however, the filer’s responsibility to draft an 
order acceptable to the plan administrator. 

 
(B) The Clerk of Courts will file the redacted copy in the public court file.  

The Clerk of Courts will keep the original in the red folder unavailable 
for public viewing.  The Clerk of Courts will send a certified copy of 
the original to the plan administrator. 
 

(C) The Decree of Divorce, Dissolution, or Legal Separation must 
reserve jurisdiction to approve, amend, and/or modify any properly 
accepted QDRO, DOPO, or COAP to comply with the requirements 
of the plan administrator. 

 

DR 35. Preparation of Decrees, Entries, and Orders  

(A) When an attorney/self-represented party is ordered to prepare a decree, 
entry, or order, he/she must prepare the document and submit it to the 



opposing attorney/self-represented party with a cover letter.  That letter 
must instructing him/her to review, sign, and return the document to the 
preparer within 14 days or the document will be submitted without his/her 
signature.  If the opposing attorney/self-represented party does not respond 
within 14 days, the document may be submitted to the Court without the 
signature of the opposing attorney/self-represented party, but with a copy 
of the cover letter sent to the opposing attorney/self-represented party.  

(B) The decree, entry, or order must be stamped “costs paid” or “costs 
waived” by the Clerk of Courts prior to its submission to the Court. 

DR 36.   Agreed Entries 

(A) If a case has been closed, a motion must be filed prior to the 
submission of an agreed entry with the exception of objections to a 
CSE Administrative Recommendation.  If a case is open, agreed 
entries may be submitted without a motion. 
 

(B) If the parties reach an agreement but do not have sufficient time to 
submit a signed agreed entry prior to the hearing, then all parties and 
attorneys must appear in court at the scheduled time and read the 
agreement into the record.   

 
(C) The Court may adopt agreed entries without a hearing provided that 

at least one party is represented, no further documentation is 
needed, and the Court determines that a hearing was not necessary. 

 
(D) The agreed entry must be stamped “costs paid” or “costs waived” by 

the Clerk of Courts prior to its submission to the Court. 

TITLE F: MAGISTRATES 

DR 39.   Magistrate’s Orders and Decisions 

(A) Any motion to set aside a magistrate’s order or objections to a 
magistrate’s decision based on a factual finding must be supported 
by a complete written transcript. 
 

(B) If a transcript is required, the party filing the motion or objections 
must order the transcript from the Court Reporter by filing a Request 
for Transcript with the Clerk of Courts at the time of filing the motion 
or objections.  The complete transcript must be filed within 30 days 



after filing the motion or objections.  Failure to file the complete 
transcript timely may result in dismissal of the motion or objections 
unless the Court extends the time. 

 
(C) A party has 14 days following the filing of the complete transcript to 

file an amended motion to set aside, supplemental objections, or a 
brief in support.   

 
(D) An opposing party has 14 days to file a brief in opposition  following 

the filing of each of the following: 
 

(1) motion to set aside 
(2) objections 
(3) amended motion to set aside 
(4) supplemental objections 
(5) brief in support 

 
(E) All filings must be received on or before 4 pm at the court’s local time 

on the date they are due. 
 
TITLE G: SPECIAL PROCEEDINGS 

DR 47.   Special Process Servers 

(A) An individual over the age of 18 may apply to be appointed as a 
Special Process Server for a specific case or as a Standing Process 
Server by completing the application and affidavit available on the 
court’s website. provided by the court.  
 
1. With each application, the applicant must file an affidavit attesting 

to the following: 

a. The applicant is 18 years of age or older; 

b. The applicant will not serve any process in which he or she 
may be a party in the action; 

c. The applicant will not serve any process in which he or she 
has a familial relationship to any party in the action; 

d. The applicant has no state or federal felony criminal record; 

e. The applicant will carry out his or her duties in accordance 
with all applicable court rules and the laws of Ohio. 



  
(B)   Standing Process Server Applicants must pay the Clerk of Courts 

$25 to file his/her application. A legal organization wishing to appoint 
two or more employees as Standing Process Servers in the same 
application must pay the Clerk of Courts $50 to file its application.  
There is no fee for case specific process server appointments. 

 
(C)    Legal organizations wishing to appoint two or more employees must 

submit only one application and one affidavit.  The application and 
affidavit must meet the requirements in DR 47(A)(1). Each individual 
identified must satisfy the requirements as if that person submitted 
his or her own affidavit. 

 
(D) If an Applicant asks to be appointed as a one-time Special Process 

Server for a particular matter, his/her term ends when the case is 
closed or as otherwise ordered by the Judge. 

 
(E) If an Applicant asks to be appointed as a Standing Special Process 

Server, his or her term ends on December 31st of the calendar year 
in which the Order appointing the individual or legal organization was 
filed. one year from the date the order granting the Application is 
filed.   

 
(F) A Standing Special Process Server may serve process in any action 

pending in this court during his or her term. 
 

(G) No one who is serving as a Special Process Server may represent 
or advertise that he or she is the official process server for the court. 

 
(G)   After the applicant is appointed as a The Special Process Server 

  under this rule, he or she must provide a time-stamped copy of the 
signed order to the Clerk of Courts in any case he/she intends to 
serve process.  to verify his or her appointment. when he/she is 
serving process in the case. 

 
(H) A Standing Special Process Server may apply to be appointed for 

the following calendar year term as early as December 1st of the 
current calendar year term. another one year term as early as 30 
days prior to the expiration of his/her current term.  

DR 48.   Case Management 

(A) The first pretrial conference with the court is the case management 
conference/scheduling conference.  It will be scheduled as soon as 
possible after either the filing of an answer, the expiration of time for 



the filing of an answer, upon the filing of the post decree motion, or 
upon the filing of a discovery plan.  An attorney/self-represented party 
will be given written notice of the pretrial conference.   

 
(B) The Court, either on its own motion or the motion of an attorney/self-

represented party, may modify any date in the case management 
schedule.  A modification may extend or reduce the time for any 
event. 

 
(C) When a case is stayed, the original case management schedule is 

stayed.  When the stay is lifted, the Court will schedule another 
pretrial conference or a final hearing, as appropriate. 

 
(D) If a contested final hearing date is scheduled and an agreement has 

been reached on all matters, an uncontested final hearing date may 
be requested by calling the Court. 

 
(E) At the discretion of the Court, the parties may be ordered to attend 

dispute resolution programs, counseling programs, and settlement 
conferences.  

DR 49.   Emergency Motions 

A motion for an emergency hearing or for an ex parte temporary restraining order 
may be filed only in cases with a pending divorce complaint, legal separation 
complaint, post-decree motion, or a third-party custody complaint. 

(A) A party may file a motion requesting an emergency hearing.  The 
motion must be accompanied by an affidavit setting forth the nature of 
the emergency and the specific relief requested.  All such motions will 
be reviewed by the Court and, if it is determined that an emergency 
hearing is warranted, a hearing will be scheduled at the earliest 
available hearing date, but not sooner than seven days after the date 
the motion was served on the opposing party/parties.  

 
(B) An emergency motion may be accompanied by a motion, affidavit, 

and proposed order for an ex parte temporary restraining order.  Only 
motions for temporary restraining orders will be considered on an ex 
parte basis.  Any motion granted on an ex parte basis under this Rule 
will be set for review hearing on the date of the emergency hearing. 
 



(C) The Court will determine whether to issue an ex parte order or set 
the matter for an emergency hearing based on the following 
factors:  whether a party is about to dispose of or encumber property 
so as to defeat another party in obtaining an equitable division of 
marital property or a distributive award or support; or whether a child 
of any party is about to suffer physical abuse, annoyance or bodily 
injury by the other party/parties. 

DR 50.   Appointed Counsel in Contempt Proceedings 

(A) When a motion and affidavit is filed with the Court demonstrating that 
an alleged contemnor is indigent and has not waived his/her right to 
counsel, the Court will appoint an attorney from the Court’s appointed 
counsel list.  Litigants must be at or below 187.5 percent of the Ohio 
Public Defender Indigent Client Eligibility Guidelines to qualify for 
appointed counsel. 
 

(B) To serve on the appointed counsel list, attorneys must complete the 
application form available through the Court. 

 
(C) Court appointed counsel services are paid through the submission 

of attorney fee applications to the Court.  Court appointed counsel 
will be paid $75 per hour up to a maximum of $300. 

 
(D) All eligible court appointed counsel are subject to removal from the 

master list at the Court’s discretion. Refusal to accept an 
appointment other than for good cause, such as a conflict of interest 
or unavailability, may result in removal from the master list. 
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