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Judicial Information Systems / District Court System

Code File and Report Generator Instructions for Compliance with the
Michigan Health Professional Report of Conviction Form
1978 Public Act 368

***|_ink to form included at the end of instructions***
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MCL 769.16a(7) requires courts to report misdemeanor convictions involving illegal delivery,
possession, or use of alcohol or a controlled substance or any felony to the Department of
Licensing and Regulatory Affairs (LARA) for health professionals. JIS suggests creating two
codes and a report generator to help courts identify the cases which must be reported.

Code Files: 3 steps

STEP 1:

In the Traffic/Criminal Subsystem select option 3 — Code Files Update and press Enter. Now,
put an X in front of Code File. Press Enter.

STEP 2:
Populate the fields as shown below. Press F2-Add.

8/06/12 10:42:27
Code File Inquiry & Update

Code: HEAL Code Listing Group: BJ
Short Description: HEALTH OCCUP
Long Description:

HEALTH PROFESSIONAL - OCCUPATION
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STEP 3:
Press F1-Clear Screen. Populate the fields as shown below. Press F2-Add.

8/29/12 11:48:10
Code File Inquiry & Update

Code: HECR Code Listing Group: BJ
Short Description: REPORT LARA
Long Description:

HEALTH PROFESSIONAL - CONVICTION REPORTED TO LARA

@ How do we use these codes? @

The HEAL code should be entered on a case when the court determines a defendant’s
profession is one listed on the Michigan Health Professional Report of Conviction form.
This code can be entered in the SCH screen in the Supplemental Actions field or the DSP
screen in the Other Actions field. On the longer line type in what the profession is.

Supplemental Actions: HEAL PHYSICAL THERAPIST
SCH screen

Other Actions PHYSICAL THERAPIST HEAL
DSP screen

The HECR code should be entered on a case once the court completes and submits the Michigan
Health Professional Report of Conviction Form (LARA/HPR-003). It is entered the same way as
the HEAL code.
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Report Generator: 5 steps

You will create one report in report generator. This report will list all cases that have the HEAL
and HECR code. You will be able to identify the cases you have already reported to LARA and
the cases that still need to be reported.

STEP 1:
Go into your Traffic/Criminal subsystem. Select 7-Report Generator and press Enter. Puta 1l
in the Enter option field. Leave the Retrieve Reports field blank. Press Enter.

STEP 2:

Title your report HEALTH PROFESSION REPORT. Puta 1 in front of the Name field. This
will print the defendants’ names in alphabetical order on the report. The other items requested to
print on the report are required to complete the form. Put a P (print) in front of the following
fields: Case Number, Address, Birthdate, and Current Charge.

MAYBERRY REPORT GENERATION SELECTION 8/30/12 10:55:54
Title HEALTH PROFESSION REPORTH

P Case Number _ PIN Number
1 Name P Address
_ Case Type . _ Victim/Desc
_ Status o _ 0Offense Date -
_ PO Judge _ 0ffense Time ___ -
_ Judge of Record _ Issue Date -
_ Venue _ P Birthdate -
_ Phone Number _ RAuthorize Dt -
_ Driver License _ DLN State _ _ CbL _
_ RAttorney _ RAppointed _ Entry Date -
_ Prosecutor _ Vehicle Type __ _ _ _
_ RAgency #1 _ RAgency #2
_ Officer #1 _ Officer #2
_ RAccident/Injury _ _ Plate#t /Year _
_ Zip Code _ Plate#t State
_ Original Charge P Current Charge
_ Original SOS _ Current 508
_ Original Att/Cons/Sol _ _ Current Att/Cons/Sol
_ Total F & C - _ Balance Due -
_ Civ/Misd/Fel _ _ Filing Date -
_ CCW &
F24-Previous Menu Page/Roll Help
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STEP 3:

Press Page Down. Put a P in front of the Disposition field and a corresponding date range. The
date range will vary depending on how often you run this report. Put a P in front of the Disposed
Code and Event Code fields. Type HEAL and HECR to the right of the Event Code field. This
will select and print the codes with the corresponding cases. Using both of the event codes will
allow you to see which cases may need to be reported (HEAL) and which cases have already
been reported (HECR). Press Enter.

REPORT GENERATION SELECTION 2/13/13 13:23:36
P Disposition 80112 - _82912 _ Close Date -

_ Xreference _ Probation Officer

_cN_ TN __ _ SID

_ Warrant Code __ _ _ Next Action

_ Warrant Date - _ Next Date -

_ Recall Date - _ Next Judge

_ Arraignment - _ Non-Public _ _ Delayed

_ Sex _ _ Race _ _ Deferred __ -

_ Disposed Date - _ Sentence Date -

P Disposed Code __ _ _  __ _ FAC Date -

_ Plea Date - _ Rehab _ o _ _

_ Plea Code - _ Prob End Date -

_ Suspension _ _ Probation Term -
_ Suspension Days - _ Jail Term -
_ Restriction Days _ - __ _ Optional Jail Term __ - _
_ Community Service _ - _ _Jail Location .

_ Service in Lieu - _ Restitution -

_ Event Date - P Event Code HEAL HECR _
_ Event Term - _ _ Event Clerk __

_ Immob Start Date - _ Immob Days __ - __ _ Veh Forfeit _|
_ Paper Plate _ _ VIN _ Vehicle Make __ _ Veh Year 4%
F24-Previous Menu Page/Roll Help

STEP 4:

The select printing order screen gives you the opportunity to put the printed fields in specific
column order. It can match the order of the Michigan Health Professional Report of Conviction
Form by entering the numbers as follows: 1-Name, 2-Address, 3-Birthdate, 4-Case Number, 5-
Disposition, 6-Current Charge, 7-Disposed Code, and 8-Event Code. Press Enter.
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STEP 5:

The final screen allows you to print and save the report. Put an X in front of the Save and Run
Report field. The Report Name should be HEALTH PROFESSION. This is the report name you
will look for when you need to retrieve the report in the future. The number of spaces is up to
you. Put an X in front of 8X11 Paper if you want it to print portrait style or put an X in front of
11X8 Landscape if you want it to print Landscape style. Press Enter. Once completed, the
report will be in your printer output queue. You will have to release it in order to print it.

Note: The report will save in your report generator so you will not have to create it every
time you want to run the report. Go into your report generator from your
Traffic/Criminal subsystem, #7. Put a 1 in the Enter Option field and an X in the Retrieve
Reports field. You will be able to identify the report by the name, Health Profession, and
your user ID.

http://courts.michigan.gov/Administration/SCAQO/Resources/Documents/other/Reporting%20Mat
erials/LARA-HPR-003.pdf
The following page is a copy of the memorandum LARA supplied to the Judges, Court
Administrators, and County Clerks.
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STATE OF MICHIGAN

RICK SNYDER DEPARTMENT OF LICENSING AND REGULATORY AFFAIRS STEVEN H. HILFINGER
GOVERNOR BUREAU OF HEALTH PROFESSIONS DIRECTOR
RAE RAMSDELL
DIRECTOR

TO: Judges, Court Administrators, and County Clerks

Re: MICHIGAN HEALTH PROFESSIONAL REPORT OF CONVICTION FORM

The Department of Licensing and Regulatory Affairs, Bureau of Health Professions, is
responsible for the licensing, investigation, and regulation of persons licensed or
registered under Article 15 of the Public Health Code.

The attached Michigan Health Professional Report of Conviction Form has been
developed to assist court agencies in reporting misdemeanor and felony convictions
received by Michigan health professionals to our agency.

The following legislation provides the authority under which this information can be
reported to our agency.

MCL 333.16243(1) (c) provides in pertinent part that the Departn{ent may
request and shall receive information from a court in this state as fo a
felony or misdemeanor conviction.

Further, in the Code of Criminal Procedure it states under 769.16a(7),
within 21 days after the date a person licensed or registered under atticle
15 of the public health code, 1978 PA 368, MCL 333.16101 to 333.18838,
is convicted of a misdemeanor involving the illegal delivery, possession, or
use of alcohol or a controlled substance or a felon y, the clerk of the court
entering the conviction shall report the conviction to the Department of
Licensing and Regulatory Affairs on a form prescribed and furnished by
that depariment.

Therefore, to ensure that these convictions are being properly reported to our agency,
please utilize the attached reporting form.

Any questions or concerns can be directed to Terri Schrauben at (517) 335-4334.

Thank you in advance for your assistance in ensuring that misdemeanor and felony
convictions are being properly reported to our agency.

LARA is an equal opportunity employer,
Auxiliary aids, services and other reasonable accommodations are availabla upon request to individuals with disabilities.
6545 MERCANTILE WAY, SUITE 2 » P.O. BOX 30454 « LANSING, MICHIGAN 48209
www nrichigan.gowhealthlicense » (517) 373-9196
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