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PURPOSE:

To provide instruction for Viewing Discovery and Confidential Items.
OBJECTIVE:
· To provide the necessary direction to ensure that requests for Viewing Discovery and Confidential Items are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Supreme Court Rule 123 2.B, confidential items must be maintained apart from open items.  Discovery and Confidential items can be a public record, sealed by the Court or statutorily not available for public inspection.  Items that are sealed pursuant to an order from the court shall only be released for viewing via a court order.  The order must have the court’s original signatures and be specific as to what may be viewed and whether copies may be obtained.  Items which are unavailable to the public pursuant to statute or other governing authority are Confidential Wire Taps, Mental Health Records, Medical Records, Criminal History Addendums and any other item designated as confidential per court order or court rule.  Generally speaking, the parties to a case and their attorneys may access confidential documents without first obtaining a court order. Refer to the appropriate order or rule to determine who may have access. The Public Records Counter staff will alert the Discovery and Confidential (D&C) staff when a customer requests to view D&C items.
EVENT DRIVER:

· An official request for Viewing Discovery and Confidential Items is received.
PROCEDURES: 
1. Review the identification of the requestor (i.e., Attorney Bar Card and number, Driver's License and number, etc.).
a. If the requestor is unable to present identification, notify the Court Operations Manager or Public Records Administrator.
b. It will be at the Manager/Administrator's discretion to allow the requestor to view the items without presenting identification.
2. If applicable, review the order that allows the customer to view sealed documents.
a. Determine if the order is to view only, or if the party may obtain copies if requested.

b. The requestor will review sealed/confidential items in the designated confidential viewing area either by reviewing a printed version, or by accessing the document in the sealed queue on the PC in the viewing area.  The D&C clerk will be available to observe the requestor at all times.  No items shall be removed by the requestor.

c. If the requestor requests a photocopy of a particular document(s) and the order allows, D&C staff will photocopy the document, certify the document (if requested), place the item along with the Request Form in the completed customer copy requests for processing by the cashier.

3. Viewing Sensitive Data Information:

a. Verify that the requestor is allowed access to the sensitive data sheet.  Refer to Admin Order 2010-14.
b. Once verified, access iCIS/OnBase to retrieve and print the document(s).  If the case is pre-2002, access the documents in inactive OnBase or on microfilm.
c. If the requestor only wishes to view the document, provide the document and observe until the customer has completed their review.
d. If copies are requested, make the copies and place the item along with the Request Form in the completed customer copy requests for processing by the cashier.

4. Providing documents/copies to runners:

a. Review the runner's identification (which preferably includes an itinerary or runner's slip) and the written request (on letterhead stationary) of the attorney of record.  The written request must include the name of the runner's company.
b. Verify the attorney of record via iCIS.
c. Once verified, make the copies and place the item in a manila envelope and then in the completed customer copy requests slot along with the Request Form for processing by the cashier.
 POLICIES / RELATED DOCUMENTS:
· AO 2010-014: In the Matter of Sensitive Data Forms Filed Between February 15, 2008 and March 1, 2010 in Family Court
· AO 2010-134: In the Matter of Confidential Reports Received By the Court In Family Law Matters

· AO 2010-145 and AO 2012-172: In the Matter of Processing Probate Confidential Documents by the Clerk of the Court to Insure the Confidentiality of Sensitive Information and to Facilitate Access by Authorized Staff
· AO 2012-134: In the Matter of Financial Information Documents in Family Court Cases
· AO 2013-032 :In the Matter of Access to Information Contained in Mental Health Cases
· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
· Arizona Rules of Family Law Procedure Rules 13 and 43.1(f) and (g)
· Arizona Rules of Protective Order Procedure Rule 7
· Arizona Rules of Probate Procedure Rules 8 and 9
OTHER PARTIES INVOLVED:
· Attorneys
· Runners

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· OnBase
· ETS
REPORTS / FORMS:
· Request form
DEFINITIONS:
· D&C: Discovery and Confidential
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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