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PURPOSE:

To provide instructions for swearing in Criminal Direct Complaints for the Office of the Clerk of the Court.
OBJECTIVE:
· To establish a procedure for the processing of Criminal Direct Complaints which are brought to RCC/EDC by police officers, detectives, and/or court liaisons.   
EVENT DRIVER:

· The filing of a new Criminal Direct Complaint by either the Maricopa County Attorney’s Office, or the Arizona Attorney General’s Office.
PROCEDURES: 
1.
The designee can deliver the Criminal Direct Complaints to RCC/EDC throughout the day:


A. The daily deadline to drop off complaints is 4:30 p.m.  
B. If the designee arrives after the deadline, they must be instructed to take their complaints to be filed at IA Court.
2. The officer or designee should first be sworn in. Ask the officer to raise their right hand and swear them in using the oath in Figure 1:

Figure 1
	“Do you swear that the information contained within the complaints before me is true and correct to the best of your knowledge?”




Note: The officer or designee must answer affirmatively.
3.
Confirm that the complaints have been signed:
A. Check the original Direct Complaint and if it is unsigned, instruct the officer or liaison to do so.
B. Check the copy of the Direct Compliant and if it is unsigned, instruct the            officer or liaison to do so.  
Note: It is necessary that the original Direct Complaint be signed, however is not imperative that the copy be signed. 
4. After the complaints have been sworn in, the Form IV’s (Release Questionnaires) must be stamped with the swear in stamp shown in Figure 2. 
Figure 2
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Toi  AmandaDuran- COSCX
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Subject: FW: Images
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A. The application of the swear in stamp onto the Form IV indicates that the           complaint was sworn in. 

i. If the oath stamp is blank, fill in your complete initials each time.
B. The Form IV is generally the last document in the packet. 


Note: If the packet is for co-defendants, there will be separate Form IV’s for each defendant and each one will need to be stamped with the oath stamp.
5.
Confirm that the Form IV, has a Judicial Review stamp on it, as shown in Figure 3. 

Figure 3
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From: Amanda Duran - COSCX
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A. If the Judicial Review stamp is missing, or is not legible, stamp that as well.

B. Stamp the oath stamp near to the Judicial Review stamp, as shown in             Figure 4.  
Figure 4
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Note: Make an effort to place both stamps where they will not conceal underlying text. 

6. When multiple Direct Complaints are received they should be separated by complaint types as the chart in Figure 5 instructs:

Figure 5
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POLICIES / RELATED DOCUMENTS:
· Criminal Direct Complaints
OTHER PARTIES INVOLVED:
· RCC/EDC
· Maricopa County Attorney’s Office
· Arizona Attorney General’s Office
· Police officers, detectives and court liaisons 
TIME / VOLUME:
· 0.48 minutes per Direct Complaint sworn in
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Criminal Direct Complaint: A Criminal Direct Complaint charges the person named with a particular offense. The complaint must state the facts that constitute the offense and must be supported by a Probable Cause statement.

· Swear in Stamps: This is the stamp that must be applied to the Form IV after an officer or liaison is sworn in. The Swear in Stamp process also includes; verification of attorney & liaison signatures; verification that Judicial Review stamps appear on the Form IV.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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The swearing in process is complete





In Custody





Summons





Warrants





Process the complaint per In Custody procedure





Place in Basket bin








Basket Warrants





ICOC Warrants





Attach “Sign Here” tabs on the warrant and Judicial Review stamp, and tag warrant fact sheet


 





These will be signed the same night





These will be signed the next morning





Complaint Types








Place in Warrants for Review bin 





Divide the RCC and EDC complaints and place in the appropriate bin








