Obtaining Certificates of Relief from Disabilities through NYC Court Probation Offices

Application Procedure by Borough
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Bronx:  
· Applicant goes to the second floor Clerk's Office located in the HALL OF JUSTICE at 265 E. 161st St. and obtains an Application by an Eligible Offender for a Certificate of Relief from Civil Disabilities.  The Court Clerk at the window helps them fill out the missing information.  Some of them have already retrieved the Application by downloading it on the DPCA Website. 
· The Applicant returns with the application notarized by a Notary Public.  The Clerk's Office then stamps the application, makes three copies, and gives two copies to the applicant.  The Clerk's copy is routed to the Sentencing Judge for his signature. 
· The Applicant goes to the first floor of the new court house and provides one copy of his application to the Fingerprinting Unit for printing.  The second copy is brought by the Applicant to Probation on the fifth floor of 215 E. 161st St. 
· A BAIV Probation Officer is assigned the Applicant, produces an E-Justice on the Applicant, and interviews the Applicant.  After the interview, the Applicant is given another appointment to return with supporting documentation.  It is explained to the Applicant that this is a four to six week process.   
· The Probation Officer obtains the fingerprints, writes the report, and attaches the prior PSI, if available.   
· The Court does not calendar, but returns approved or denied applications to DOP.  We follow up with Albany and the applicants.  
 Brooklyn:    
· Applicant applies to Court Clerk: Supreme Court, 320 Jay Street, 13th floor, and Criminal Court, 120 Schermahorn Street, Room 502.  
· Applicant reports to Probation [KAIV Intake  11th floor 210 Joralemon St.]  with court order marked/checked "COR" with adjourned date. 
· Applicant is interviewed. 
· Probation Officer runs e-justice report, checks to see if there is a prior PSI, copies all documents available, requests defendant submit any documents needed. 
· Probation Officer prepares report - submits to SPO. 
· SPO reviews report and make recommendation.
· SPO submits COR paperwork and report to clerical support staff for delivery to court.
Queens:
· Applicant applies to Court Clerk at 125-01 Queens Blvd: Supreme Court, Room 710, and Criminal Court, Room G-64.
· Applicant brings COR application or Court order to QAIV.  For Supreme Court CORs we only get the application issued by the clerk’s office in room 710.  The court clerk calendars the COR for a 5 week return date.  
· For Criminal Court the applicant obtains the application and sometimes the application is accompanied by a court order.  Criminal Court clerks calendar the CORs at the time the application/court order is issued.
· A PO interviews the applicant, obtains E-Justice report and prior PSI.  After gathering the pertinent information the PO completes the Report on Application for Certification of Relief from Disabilities.  The PO determines if the applicant is/is not eligible for a COR and checks the appropriate box.  The PO signs off on the report and submits it to their SPO.  

· The SPO makes the recommendation for the Report on Application for Certificate of Relief from Disabilities, signs it and gives the completed report to the disposition clerk, who delivers it to court.  
· The report is delivered to the Criminal or Supreme Court Clerk’s office.  The court handles the follow-up, filling out the DPCA-53, State of New York Certificate of Relief from Disabilities form, issuing the COR to the applicant and sending a copy of the COR to Albany.
Staten Island: 

· For Supreme Court Cases the applicant completes the Certificate of Relief from Disabilities- DPCA-52 form, has it notarized and submits it to the Supreme Court Clerk at 18 Richmond Terrace, Room 110.  The Clerk also completes an OCA form, which is signed by a Judge ordering probation to conduct an investigation. 
· The Supreme Court Clerk then directs the applicant to report to Probation for an investigation. No date is given. The Investigation SPO sets up a control date, within 6-8 weeks.  
· Note: Judge Meyer is located in the Criminal Court building and hears both Supreme and Criminal Court cases. Most of his Supreme Court CORs have a return date. 
· For Criminal Court, the applicant completes the Certificate of Relief from Civil Disabilities DPCA-52 form and submits it to the court clerk at 67 Targee Street, Room 103.  A court order for investigation is completed and a return date is given to the applicant. Generally, the case is adjourned for 6 weeks. The documents are forwarded to the Department via Criminal Court CLO. 

 Manhattan: 
· Criminal Court: Applicant brings the COI and DPCA-52, State of New York Application by an Eligible Offender for a Certificate of Relief from Disabilities from Criminal Court Clerk’s office, Room 526, to our Investigation reception window, room 1037.
· Supreme Court: Applicant brings only the DPCA-52 form from Supreme Court Clerk's office, Room 1000, stamped “Court authorize Probation Department to investigate – So ordered” and signed by Judge.
· Assigned PO sends an appointment letter, obtains eJustice report and prior PSI, interviews applicant, prepares the DPCA-53, State of New York Certificate of Relief from Disabilities, and Report on Application for Certification of Relief from Disabilities, signs it, and submits it to their SPO.

· SPO reviews the DPCA-53, and Report on Application for Certificate of Relief from Disabilities and signs it.   

· The completed COR is delivered to  the Criminal or Supreme Court Clerk’s office/record room.  The COR is not added to the Court calendar.
· Criminal Court places approved or denied CORs with seal on it in Probation’s box in room 135.  
· Supreme Court delivers the COR signed by the judge to the Branch Chief.  We forward the granted COR from Criminal and Supreme Court to Albany and the applicant.     
