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PURPOSE:

· To provide procedures to ensure that the Appeals Department is in compliance with the DPS policy for security of criminal justice information and criminal history.
OBJECTIVE:
· Ensure compliance with DPS policies.
EVENT DRIVER:

· Authorized staff may have contact with non-criminal history records or a fingerprint card when processing the record on appeal.
PROCEDURES:
Staff assigned to the Appeals Department are authorized to view documents that may contain criminal history information. To ensure the proper security of the documents, Appeals staff will comply with the following procedures:
1. In processing the record on appeal, upon identification of a non-criminal history record the Appeals Clerk will record the following information on the Noncriminal Justice Agency Secondary Dissemination Log.
A. Date of Record

B. John Doe (enter first and last name identified on card or record)
NOTE:  For purposes of confidentiality for the juvenile case type only, do not enter a name; leave the field blank.

C. Case Number

D. Type(s) of Information: (i.e. non-criminal history, fingerprint card)

E. Purpose: (i.e. Processing of the record on appeal, etc.)

F. Sent To: Enter the department, agency or party of record to where the record is transferred
G. COC Clerk Sending: Enter the name of the Appeals Clerk
POLICIES / RELATED DOCUMENTS:
· Arizona Noncriminal Justice Fingerprint Compliance Program 
· DPS Fingerprint Authorized Users list
· POL-ADMIN-1010: Noncriminal Justice Agency Fingerprint Compliance Policy
OTHER PARTIES INVOLVED:
· Any person on the COC authorized list.
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase (Juvenile Application)
· iCIS (Juvenile Application)
· S:\DPS Fingerprint Authorized Users

REPORTS / FORMS:
· Non-Criminal Justice Agency Secondary Dissemination Log 
DEFINITIONS:
· DPS:  Arizona Department of Public Safety
APPLICABILITY:
Authorized users within the Clerk of the Superior Court
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