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PURPOSE:

It is the purpose of this policy to ensure the availability and security of official files,
documents, sensitive material and other work-related items maintained by the Clerk of the
Superior Court's (COSC) Office.

POLICY:

COSC employees shall not remove any court files from COSC work sites for any
purpose. COSC Employees shall continue to allow the authorized removal of court files
to those entities previously approved to do so (i.e., Arbitrators, County Attorney's Office,
and Public Defender's Office). Other court documents, sensitive materials or other work
related items shall not be removed from any COSC work site for any purpose, unless
authorized in writing by the custodian of the file, document, sensifive materials or work
related items and authorized in writing by the relevant Deputy Director.

APPLICABILITY:

This policy applies to all employees of the COSC.

DEFINITIONS:

Any purpose Refers to all work-related and non-work refated purposes. Not
included in this are routine assignments of employees who are
required to transport official files, documents, sensitive material or
other work-related items as part of their official duties (such as
couriers who routinely transport files and Court items from one work
location to another during their assigned work day).

Sensitive Any tangible item, work product, draft, picture, exhibit, document,

materials data, or other work product of the Court, regardless of format, and

having importance to the work of the Clerk's Office or the Court.
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