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PURPOSE:
To provide instructions for processing and scanning sealed documents. 
OBJECTIVE:
· To provide the necessary direction to ensure that sealed documents are processed properly and consistently over time.
GENERAL INFORMATION:

Pursuant to Rules of Civil Procedures, Rules 5.4 and 26(c), and Rules of Probate Procedure, Rule 9, when a document is sealed by order of the Court, the document is no longer public record.  
EVENT DRIVER:
· A judge or commissioner orders that a document be sealed.

· Sealed documents are dropped in locked boxes downtown; outlying areas send sealed documents by interoffice mail with a transmittal slip to D&C.
· Drop boxes downtown are emptied daily and delivered to D&C by courier.  Locations are:
· Room 149 – Work Room  in the Court Clerk Floater area of the Central Court Building
· Room 126 – Mail Room  in the EDM area of the Central Court Building 
· The CR Court Clerk Floater area on the 12th Floor of the South Court Tower

PROCEDURES:
I. Sealed Documents from Courtroom Clerks
1. Sort documents by case type.

2. Ensure that the following information is on the document to be sealed

A. The case number, including the defendant identifier if applicable.

B. A file stamp.
3. Access the case in iCIS to verify that the document wasn’t previously filed and scanned.  If viewable, follow steps for “Sealed Document Procedures”.

4. Docket and barcode the document using the SDD docket code. (See procedure PRO-DRMS-1018 for complete docketing instructions.)
5. Docket note:
A. Pick up the caption of the document in the docket note UNLESS there is a Sealed Document Coversheet attached with an alternate description that is to be used for the docket note. (Discard the Sealed Document Coversheet after completing the docket entry.)
B. On doctor reports in criminal cases, pick up the doctor’s name and the date of the report.
C. On minute entries, the docket note should be “minute entry dated” (use the hearing date of the minute entry, not the filing date).
6. Prepare an F-EDMQC-1016-1: Batch Slip – Priority form for the documents and barcodes; use batch name SDOC

7. Scan documents in the Sealed Document batch class, which will automatically seal all the document images. 
8. Place batch in box for destruction. 

9. Exceptions:

A. A confidential Criminal History document may be attached to a presentence report; if so, remove the Criminal History. It will not be scanned.  Write “SEALED” on the face sheet of the Criminal History and place it into an interoffice envelope addressed to the Appeals section with a transmittal form attached. 
B. CD’s:  CD’s should be submitted in a “Sealing” envelope.  If not, return to Courtroom Services Manager.
a. Copy the envelope. 

b. Docket and barcode the envelope using the SDO docket code. 
c. Prepare a batch. 
d. Scan in the New Priority Barcode-A batch class, which will not seal the image.    
e. If there is a document in the envelope:

i. Generate a second barcode sheet from the docket event above.

ii. Prepare a batch using batch name SDOC for this document. 
iii. Scan in the Sealed Document Batch Class which will automatically seal the image. 

iv. Place batch in box for destruction. 

v. The envelope with the CD is sent to D&C with a Transmittal form attached.
II. Sealed documents filed by parties across the filing counter if delivered to D&C
1. Open the envelope and remove the document(s) inside.

2. Determine that there is an existing order that allows the document to be filed under seal if a copy was not submitted with the filing.
3. File stamp the document(s) with the same date and time stamped on the envelope and sign with your name.
4. Discard the envelope and any copies of orders that were attached to the outside of the envelope.
5. Docket and barcode the document using the SDD docket code.  
6. Docket note:  Pick up the document caption in the docket note.
7. Prepare an F-EDMQC-1016-1: Batch Slip – Priority form for the documents and barcodes; use batch name SDOC

8. Scan documents in the Sealed Document batch class. 
9. Place batch in box for destruction. 
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POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· Discovery & Confidential
· Courtroom Clerks
· Filing Counter

· Couriers
TIME / VOLUME:
· 540 per month.  Approximately 1 minute per document
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· OnBase
REPORTS / FORMS:

· F-EDMQC-1016-1: Batch Slip – Priority form
DEFINITIONS:
· SDO: Sealed Document Order – document presented inside a sealed envelope; the face of the envelope contains a sealing order that has been signed by a judicial officer.  

· SDD: Notice: Sealed Document – document presented without a signed envelope
· D & C: Discovery and Confidential
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	-
	Kim Dollins
	Document Origination
	06/02/2014

	A
	Kim Dollins
	Added Drop Box location section; most sealed documents from courtroom clerks will no longer be processed in the sealed document envelopes; if the sealed "documents" are CDs, these must be presented in a Sealed Document envelope.
	02/12/2015

	B
	Kim Dollins
	Dropped the requirement to add the F-EDMQC-1020-3 form and scan it with the copy of the sealed envelope.  From now on, only the copy of the envelope front will be scanned.
	03/11/2015

	C
	Kim Dollins
	Step I.9.A: Removed the instruction to write SEALED on the Criminal History coversheet
	03/18/2015

	D
	Eileen Fenner
	Reviewed
	03/05/2019

	E
	Donna Hall
	Procedural Contents combined with old EDM-QC PRO-1050 and updated
	06/26/2020


