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PURPOSE:

· To provide instructions for making adult exhibits available for viewing.
OBJECTIVE:
· Exhibits are public record and available for public viewing unless sealed by court order.
EVENT DRIVER:

· A request to view exhibits is received from the general public, party of record and/or the media.
PROCEDURES: 
I. Media Requests (from reporters for radio, TV or newspapers; generally associated to highly sensitive and high-profile cases):

1. All requests must first be directed to the exhibits lead.  The lead will immediately refer to the Public Affairs and Education (PAE) Division of the Clerk’s Office.  Provide to PAE the name and contact number of the media representative.
2. The PAE will contact the media representative and make the necessary arrangements for the viewing of exhibits.
II. Non-Media Requests:
1.  All requests must first be referred to the Exhibits Lead who will:


A.  Verify that the exhibits are in storage.



B.  Schedule a location, date and time for viewing.

NOTE:  If the exhibits are at the appellate court, the party may be referred to the Arizona State Supreme Court or the Court of Appeals.  Criminal adult exhibits must be viewed at the South Court Tower (SCT).  Non-Criminal Exhibits must be viewed at Customer Service Center-Exhibits (CSC-Ex).
C. Assign an exhibits clerk to perform the viewing.

D.  If requested, may provide the party with a copy of the Exhibits Worksheet and Exhibit Release form(s) (when applicable) to aid in determining which exhibits will be reviewed.
NOTE:  A sealed exhibit, by court order or sealed by a seizing agency, requires a court order to open, view or handle.  The court order must identify by case number, the exhibit number to be unsealed and identify who is to unseal the exhibit and reseal the exhibit.  If there is any question with regard to an order, the exhibits lead will immediately contact the judicial division for verification to ensure the integrity and maintain the chain of custody for any exhibit within the possession of the Exhibits Department.
2.  The exhibits clerk:

A. Just prior to the viewing, pulls the exhibit(s) from the assigned storage location ensuring the exhibits are available and in order.
B. At the time of the viewing, oversees the viewing and remains with the party throughout the viewing and is responsible for each exhibit.
C. Provides the party with only (1) exhibit at a time.

NOTE:  Sensitive and security exhibits stored in Area II must be viewed away from the general public and only under the recording of a camera.  The viewing of any Area II exhibit must be restricted to viewing one item at a time. The exhibits supervisor and/or team lead (specialist in the absence of the lead) are only authorized to oversee the viewing of Area II exhibits; no exceptions.

3.  Upon completion of the viewing, the exhibits clerk will:

A. Inventory the exhibits and ensure they coincide with the Exhibits Worksheet.
B. Repackage the exhibits.
C. Return the case to storage.

NOTE:  If damage or any alteration occurs to an exhibit, the exhibits supervisor must be notified immediately.  The exhibits clerk will coordinate with the exhibits supervisor in completing the Damaged Exhibits Report.

POLICIES / RELATED DOCUMENTS:
· POL-ODIR-1010: Media Relations and Contacts
· POL-RECMAN-1010: Access to Audio/Visual Materials for Viewing, Listening or Copying Purposes
OTHER PARTIES INVOLVED:
· Judicial Division
· Public Affairs and Education (PAE) Division of the Clerk’s Office
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· Integrated Court Information System (iCIS)
· MS Outlook-Mailbox (Exhibits - COSCX)
· OnBase
REPORTS / FORMS:
· Exhibit Worksheet (system generated)
· Exhibit Release form (system generated)
· F-EX-1032: Damaged Exhibits Report

DEFINITIONS:
· CSC-Ex:  Customer Service Center- Exhibits

· ETS:  Exhibit Tracking System
· iCIS:  Integrated Court Information System

· PAE:  Public Affairs and Education Division of the Clerk’s Office

· SCT: South Court Tower 
APPLICABILITY:
This procedure applies to Adult Exhibits.
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