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PURPOSE:
To provide instructions for scanning and processing lodged documents.
OBJECTIVE:
· To provide the necessary direction to ensure that lodged documents are scanned and maintained with SEALED security until the motion to seal is either granted or denied.
EVENT DRIVER:

· Customer presents a document to Filing Counter or Courtroom Services staff with a motion to file under seal. The document(s) will be in an envelope labeled DOCUMENT(S) PROPOSED FOR FILING UNDER SEAL under Arizona Rules of Civil Procedure – Rule 5.4(e)(2). 
· The cover of the envelope will list the document(s) to be sealed along with case number and title of the action. This may be in the form of a cover page attached to the envelope or it may be on the actual envelope. 
· The party must provide copies to the judge and other parties. These copies will not have a conformed stamp.
· This procedure does not apply to documents being filed on sealed cases, or on documents with an existing protective order that allows filing under seal. 
PROCEDURES:
1. Filing Counter
a. Notify the supervisor or lead that there is a lodged document to be processed. 
b. If a fee is due, collect the fee using the Service Code that corresponds with the filing. Process the fee on a blank sheet of paper. Dispose of the paper. 
c. Photocopy the envelope or face sheet that lists all the documents which are being lodged. 

d. Add a Received stamp to the photocopy showing the date and time. Give the photocopy to the customer as their receipt. 

e. Apply a Received stamp with the same date and time to each document in the envelope.
f. Do not issue any summons at this time. 
g. Return to the customer any document that is not the motion to seal, or is not in the envelope to be sealed. 
i. Apply the stamp: “Review Copy Only – Originals have been lodged with Clerk of Court” to documents being returned to the customer. 

ii. Do not conform or copy stamp any documents being returned to the customer. 
2. Docket
a. Auditor, supervisor, or assignee dockets all documents as docket code LDD – Lodged Document.

b. Use generic descriptions of the documents as the docket note, such as, Motion or Notice.

c. Print a barcode from each docket event.
3. Scanning
a. Scan the batch in the 240 DPI Priority Barcode-A batch class or the 300 DPI Priority Barcode-A batch class.
b. The image will be given SEALED security keyword automatically in OnBase.

c. All LDD images will enter the Lodged Document Lifecycle and the Lodged Document Notice Lifecycle. 
d. Place the documents in the daily scan box to be sent to CSC for destruction. 
e. The original paper documents will not be returned to the customer.

4. If the Motion to Seal is Granted

a. The Court issues a minute entry order granting the motion and which endorses D&C and the appropriate case type Docket area. 

b. D&C staff crosses out the received stamp, adds the file stamp to the LDD documents in the Lodged Document Lifecycle, using the received stamp information as the file date and time. 
i. Update the docket code to SDD.
ii. Modify the docket note so it has the complete document title.
iii. Remove the documents from the Lodged Documents Queue.

c. The minute entry instructs the parties to return to the file counter if they need documents issued or printed copies.

i. File counter leads or supervisors access the document through the Lodged Document Notice Queue to issue or provide copies for the parties.

ii. These copies are at no charge.

iii. Once issued or provided, leads or supervisors remove documents from the Lodged Document Notice Queue.
5. If the Motion to Seal is Denied

a. The Court issues a minute entry order denying the motion and which endorses D&C and the appropriate case type Docket.



b. Within 7 days the party must:
i. File a publicly accessible document that conforms to the court order; or
ii. File an un-redacted document; or
iii. File a Notice stating that the party no longer wants to file the document; or
iv. File a notice that they will appeal the ruling by filing a written Request to Clerk to Retain Lodged Document for Appellate Review.
c. Use the current date as the filing date for documents that are re-filed in accordance with this section, not the previously lodged date.  

d. Docket lead/supervisor remove the LDD images from the Lodged Document Notice Queue.
e. D&C removes the LDD image from the Lodged Document queue.
i. Image automatically goes into the Lodged Document Hold Queue for 60 days.
f. D&C deletes the LDD docket events. Only the docket event and images for the Motion and the Order will remain on the docket.

6. If the Motion to Seal Involves Case Initiating Documents

a. Follow 1 – 3 above. 

b. File Counter staff alerts the customer that the case will be initiated in iCIS.
i. The parties’ names will show in iCIS.
ii. Each document will appear only as LDD with a generic note such as Motion or Notice.
iii. The images will be sealed and will not be available to the public.
c. Charge the case initiation fee.
i. Alert the customer that the filing fee will not be returned if the motion to seal is denied
ii. The filing fee can only by refunded by order of the court. 

7. Documents Already in the Public File

a. The party must file a written request entitled Request to Clerk to Disallow Public Access to a Document Pending Judicial Review.
b. When staff receive such request, alert supervisor, lead, or designee.
c. Supervisor, lead, or designee emails the image to Files Confidential – CSC – COSCX in Outlook.
d. Request is docketed following the standard practice. 

e. Upon receipt of the email from the docket supervisor, lead, or designee, D&C applies the security keyword SEALED in OnBase to the document.
f. The court will rule on the Request, and endorse D&C on the ruling.
i. If the motion to seal is granted, D&C updates the docket code to SDD and adds the document title as the docket note in iCIS.
ii. If the motion to seal is denied, the SEALED security keyword in OnBase is changed to NONE. 

POLICIES / RELATED DOCUMENTS:

Arizona Rules of Civil Procedure – Rule 5.4: Sealing and Unsealing Court Records
OTHER PARTIES INVOLVED:

· Bench
· D&C
· File Counters

· Docket

· Auditors

· Scanning staff
TIME / VOLUME:

· Time and volume will vary.
FREQUENCY:

· Frequency will vary.
PERFORMANCE MEASURE:

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

· Express Indexing

REPORTS / FORMS:

· N/A
DEFINITIONS:
· Lodged Documents – Documents that are presented by the filing party with a request that the documents be sealed. Until the request is either granted or denied, the documents cannot be available to the public, but notice of their existence must be made known.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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