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PURPOSE: To ensure compliance with State of Ohio requirements to collect DNA 

samples from all adults arrested for a felony.

POLICY: The Division shall assist the Division of Correction to collect DNA samples 

from all adults arrested for a felony crime by Division members. 

PROCEDURES:   

I. The Office of the State of Ohio Attorney General shall provide DNA collection kits

for use by the Divisions of Correction and Police.  Each kit shall be comprised of a

DNA collection instrument (swab), a Demographic Information Card, a Transport

Pouch (evidence envelope), and a postage paid pre-addressed envelope.

A. The kits shall be maintained at the Central Prison Unit (CPU).

B. The Deputy Chief of Administrative Operations or their designee shall act as

liaison to the Ohio Attorney General to handle all administrative matters

related to the collection of DNA from adults arrested for a felony crime by

Division members

II. The Demographic Information Card (member’s responsibility).

A. The arresting members, while in route to CPU, shall request a check of the

offender through the Communications Control Section (CCS).  The check will

determine whether or not the offender currently has DNA on file with the

Ohio DNA Databank.  Checks shall be requested over the Warrant talk group

and be conducted by the CCS dispatcher through the Ohio Law Enforcement

Gateway (OHLEG) or by Computerized Criminal History (CCH) check

through the Law Enforcement Automated Data System (LEADS).  CCH

checks shall be performed only by personnel with the proper certification.  If

the check reveals that the offender has a positive DNA flag (DNA is

registered in the Ohio DNA Databank) then a DNA sample or card is not

required, and a Demographic Information Card need not be completed.

RESCINDED; EFFECTIVE 07/11/18 

SEE COUNTY POLICY/FORMS



PAGE: 

2 of 6 
SUBJECT: 

PRISONER DNA COLLECTION 
GPO NUMBER: 

7.1.09 

 

B. If a check for DNA registration cannot be accomplished or if the check 

reveals that the offender has a negative DNA flag (DNA has not been 

collected for the Ohio DNA Offender Databank) the arresting members shall 

complete the Demographic Information Card with the requested information 

as indicated at CPU and provide the card and collection kit, as well as the 

Booking Information Form (“Pre-booker”), to the booking officer.   
 

C. The “ITN#” is the Incident Tracking Number and is found on the ten-print 

card submitted to the Bureau of Criminal Identification and Investigation 

(BCI) (added during processing).  
 

D. The “BCI#” if available shall be provided by CCS personnel when 

completing the DNA registration check through either OHLEG or CCH. 
 

E. Indicate in the “Offender Verified By” section how the offender was 

positively identified (to be completed by the Division of Police unless the 

offender is brought in as a “John Doe”). 
 

F. The “Qualifying Offense” section requires the numerical Ohio Revised Code 

offense (e.g. an offense of Rape requires “2907.02” to be written in that 

section, do not write out the word “rape”).  If the offender is being booked on 

more than one felony offense, the other offense(s) shall be noted on the back 

of the Demographic Information Card by name and offense code.  
 

G. Indicate in the “Sample Collected per” section that the offender is an 

“Arrestee”. 
 

H. Record the date and the ORI number where indicated. 
 

1. Members completing the Demographic Information Card shall place 

the Cleveland Division of Police ORI (OHCLP0000) in the collecting 

agency space when members of the Division complete the booking, 

DNA collection, and Demographic Information Card. 
 

2. When members of the Cleveland Division of Police complete the 

booking, DNA collection, and Demographic Information Card for 

another agency’s arrest the Cleveland Division of Police ORI shall 

still be used.  A notation next to the Cleveland Division of Police ORI 

shall read “on behalf of (arresting agency).”  An example would be 

“OHCLP0000 on behalf of RTA PD” for a Regional Transit Authority 

Police Department arrest that Cleveland Division of Police members 

are booking. 
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3. Other agencies booking, collecting DNA, and housing their prisoners 

at the Central Prison Unit (CPU) shall use their own ORI on the 

Demographic Information Card in the collecting agency space. 
 

I. The arresting member shall obtain the offender’s right thumb print using 

black ink, and place it in the space indicated.  If the right thumb print is of 

poor quality, the print shall be taken again and be placed on the back of the 

card.  Any prints on the back of the card shall be labeled for what they are 

(e.g. right thumb, left ring finger).  If the right thumb is not available for 

printing for any reason (missing, disfigured), then another finger shall be 

used and labeled appropriately.    
 

J. Simple corrections may be made to the Demographic Information Card by a 

single strike through the incorrect information and writing the correct 

information above or below the erroneous entry.  The backside of the card 

may be used if more room is needed to make the correction.   All corrections 

shall be noted by the officer’s initials and badge number. 
 

K. Under no circumstances shall an offender be permitted to make any 

corrections to the Demographic Information Card.   
 

III. DNA Collection Procedures (Arresting members Responsibility). 
 

A. Prior to collecting a DNA sample, the member shall verify that the offender 

has been positively identified.  
 

B. During the booking process, the member(s) shall:  
 

1. Wear protective latex or latex-like gloves whenever handling the 

buccal DNA collector (swab). 
 

2. Print the name of the offender and the offender’s ITN number on the 

handle of the swab where indicated.  If neither is available, the last 

four numbers of the offender’s Social Security number are to be used.  
 

3. Exercise caution to avoid cross-contaminating the swab by coughing, 

sneezing, or talking over the collection portion of the swab.   
 

4. Instruct the offender on how to obtain the sample, give the offender the 

DNA collector, and observe the process.   
 

a. The offender shall open mouth wide and place the collector portion 

of the swab flat against the inside of the offender’s cheek.  
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b. Beginning at the back of the mouth, the offender shall drag the 

swab firmly against the inside of the cheek toward the opening of 

the mouth.  When done correctly, there will be a noticeable bulge in 

the cheek areas being swabbed. 

 

c. The offender shall repeat this movement seven times, always 

moving in the same direction.  The offender shall NOT rub the 

collector back and forth or in circles. 

 

d. Upon completion, the offender shall hand the DNA collector back 

to the member.  The member shall push the plastic slide cover over 

the collection paper. 

 

5. Place the swab into the biohazard envelope labeled “Transport Pouch.”  

It is important that the member does not remove the desiccant from the 

pouch (if one is present) as that serves as a drying agent to protect the 

sample from humidity. 

 

6. The member collecting the sample shall print their name and sign in 

the space indicated on the Demographic Information Card. 

 

7. The member shall then seal and label the pouch with the officer’s full 

name, badge, and date; and transfer the pouch to the Correction 

Officer (CO) who shall proceed with the next steps in the process. 

 

8. Place the pouch and the original Demographic Information Card into 

the pre-printed mailing envelope.   

 

9. Seal the envelope and place the envelope in the designated area located 

in the processing room for the collection of said envelopes.    

 

10. Enter the envelope and offender information in the DNA envelope 

Logbook located with the DNA envelopes. 

 

11. If for any reason a sealed envelope needs to be opened (e.g. to correct a 

mistake, to insert an item mistakenly left out), the envelope may be re-

opened.  Upon resealing the envelope, the member shall on the outside 

of the mailing envelope briefly state why it was reopened, and then 

initial and date across where the envelope was opened and resealed. 
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C. The Division messenger shall pick up the DNA sample envelopes from CPU 

every business day and mail them daily.  When picking-up the envelopes, the 

Division of Police messenger shall verify the number and information on the 

envelopes picked-up against those listed in the DNA Logbook.  Discrepancies 

shall be immediately reported to the messenger’s Record Section supervisor 

who will notify the Inspection Unit. 

 

IV. Requests to retake a DNA sample or to correct a Demographic Information Card 

shall be handled by the designated Division liaison to the Ohio Attorney General. 

 

A. If the liaison cannot comply with the request because the offender is no 

longer in the custody of the Divisions of Police or Correction, then the liaison 

shall send an e-mail to the Ohio Attorney General advising of such.   

 

B. E-mail communications with the Ohio Attorney General regarding above 

requests that cannot be satisfied shall be documented by printing a copy of 

the sent and received e-mails and filing same for future reference.   

 

V. The Inspection Unit shall conduct a quarterly audit of a random sample of 

completed DNA collections, ensuring compliance with this order. 

 

VI. Offenders who refuse to submit to DNA specimen requests shall be advised of the 

consequences of refusing to voluntarily submit to the DNA swab procedure.  

  

A. The consequences include: 

 

1. Prior to release on the felony charges, the offender shall appear before 

a municipal judge for not providing a DNA sample by swab. 

 

2. The municipal judge may: 

 

a. Order that the offender remain in custody for contempt of court 

until a voluntary sample is provided. 

 

b. Order that a DNA sample be taken by other means. 

 

B. The offender shall be offered another opportunity to voluntarily submit to the 

DNA swab procedures.  If the offender refuses again the following 

procedures shall be followed: 

 

RESCINDED; EFFECTIVE 07/11/18 

  SEE COUNTY POLICY/FORMS



PAGE: 

6 of 6 
SUBJECT: 

PRISONER DNA COLLECTION 
GPO NUMBER: 

7.1.09 

 

1. The arresting member(s) shall note the refusal in the Record 

Management System (RMS) report narrative and request the detective 

following-up on the felony charge to file a Motion to Show Cause.  The 

pre-booking form shall have “DNA Refusal” written on top of it. 

 

2. The CO entering the booking information into the RMS system shall 

document the “DNA Refusal.” 

 

3. The detective handling the felony case shall offer the offender a final 

chance to provide a voluntary DNA sample.  If the offender still 

refuses, the detective shall fill out and notarize the affidavit for Motion 

to Show Cause (Attached) and when consulting with the prosecutor on 

the felony charge(s) request that a Motion to Show Cause is filed with 

the court. 

 

VII. Members shall dispose of Prisoner DNA Kits that are incomplete.  The incomplete 

kits can be disposed of in any waste basket.  Members shall document the disposal 

of the incomplete DNA kits on the Demographic Information Card and RMS report.  

Incomplete DNA Kits include those: 

 

A. Opened and not used. 

 

B. Partially used and the prisoner refuses to provide a DNA sample. 

 

C. Where information in the kit was incorrect. 

 

D. Where mistakes or errors were made in securing the kit. 

 

 

 

 

 

 

 

 

 

 

 

CDW/jsb 

Policy & Procedures Unit  

Attachment 
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