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PURPOSE:

· To ensure the security and accuracy of the exhibit inventory stored in Area II.
OBJECTIVE:
· To provide a record of the exhibits stored.
EVENT DRIVER:

· To gain access into Area II.
I. PROCEDURES - GENERAL:
1. The exhibit inventory of security/sensitive exhibits is stored in the Exhibits Department, South Court Tower (SCT) in Area II for all case types associated to adult and juvenile exhibits.
2. Security/sensitive exhibits may include, but not limited to:

A. Currency (domestic or foreign)

B. Coins

C. Bonds

D. Uncashed checks

E. Securities

F. Credit cards (valid or expired)

G. Passport

H. Jewelry

I. Art work (regardless of value)

J. Weapons (inclusive of toy guns or guns that appear authentic)

K. Ammunition

L. Tasers

M. Sharp instruments (i.e. knives, syringes, razor blades, any item perceived to be a potentially dangerous instrument)

N. Drugs (i.e. narcotics, residue of drugs on any item, prescription/medication,  over-the counter drugs, liquor, cigarettes)

O. Hazardous and volatile materials

3. Area II remains locked and secured at all times until access is needed to store exhibits or to temporarily or permanently release exhibits.

4. Security/sensitive exhibits may be released to courtroom clerks, upon court order or in accordance to Arizona Rules of Court, Rules of Criminal Procedure 28 and/or Superior Court – Local Rules – Maricopa County 2.8(d).

5. Area II is secured with a combination that permits division of the combination; specifically, a tumbler combination and fingerprint reader.  No employee will be given both combination halves.  Persons with access to the vault will be kept to the minimum as practical.
6. Staff authorized combination access that resides in the same location as Area II should commit the combination to memory.  Staff that does not reside in the same location may maintain the combination on person; however, the combination must be discreet at all times.  The combination should never be written down and placed with anything associated with the Clerk’s Office or where anyone could obtain the combination.
7. Annually, the Court Operations Administrator contacts the Director of Quality Assurance requesting that the combination be changed.  The Director of Quality Assurance makes arrangements for the contracted vendor to reassign the combination for Area II.
8. The Court Operations Administrator subsequently distributes a memorandum identifying the combination holders; listing the employees assigned to the tumbler combination and those assigned to the fingerprint access.  The memorandum is distributed to the assigned combination holders; a copy provided to the Deputy Director-DJC/CRS and Director of Quality Assurance.
II. PROCEDURES - ACCESS:
1. Opening and entering Area II requires two of the combination holders to gain access; the tumbler combination is the first-half of the combination and the fingerprint reader is the second-half of the combination.

2. Security for Area II is the responsibility of each employee who enters into the area. There must be a minimum of two employees in the vault at all times.  Of the two authorized individuals, it must always include a manager, lead and/or specialist, however, one of the designees may include an employee from the Exhibits’ work unit.

3. Each time the door is unlocked and locked; there must be a record and purpose for the entry.  Record the activity on the F-EX-1040: Vault Activity Log.  Each entry must be specific as to the reason for the access.

4. The Vault Activity Log must include:

	a.  Activity Month
	Month and year; the activity is reported monthly

	b.  Page
	Include the number of pages for the recorded month; i.e. 1 of 2, etc.


5. To record the access in or out enter:

	a.  Date
	Date of access; enter as mm/dy

	b.  Accessed By
	Signature of staff entering vault

	c.  Time Entered
	Each employee, inclusive of the combination holders, must record the time entered; entrance times may vary

	d.  Exit Time
	Each employee, inclusive of the combination holders, must record the time exiting or when the door is locked; exit times may vary

	e.  Opened/Locked          By
	Each combination holder must enter their initials


6. To record the reason for access enter:
	a.  Cause Number
	Identify case number placed into storage

	b.  Exhibits Stored
	List the specific exhibit by tag number; i.e. 1, 2, 3.001- IMPORTANT, once placed or removed from storage, the Exhibit Tracking System (ETS) MUST be updated with the location and status; i.e. in storage, checked-out, permanently released, etc.

	c.  Location
	List storage location; i.e. envelope shelf (ES), aisle/row/shelf (5-3-4)

	d.  Activity Code
	Reason for adding or removing exhibits; activity code is listed as the bottom of the form; i.e. (F) Filed, etc.


NOTE:  Record one case per section.  The second half of the form includes a section for multiple events on a particular case; i.e. the case may be filed (placed into storage) and later permanently released – enter the date, etc. when the item is taken out of storage and permanently released.  If an activity code does not represent the reason for access, write-in the reason under the column Case Notes; i.e. inventory, audit, etc.
7. Monthly, the Exhibits Lead will review the original Vault Activity Log to ensure a case is properly stored, released and updated in ETS.  The lead will send a copy of the log to the Director of Quality Assurance.  The Vault Activity Log is retained in the Exhibits Department.

III. PROCEDURES - RETENTION:
1. The Vault Activity Log is categorized under Administrative Records.  Administrative Records do not have a specific retention period and can be disposed “after reference value served.”  The log identifies the activity into and out of Area II and the storage location assigned.  As Area II exhibits are subject to a complete physical inventory every two years, the log may be useful in reconciling any discrepancies noted during the inventory.  Therefore, the Vault Activity Log must be retained for two calendar years following a completed inventory.
POLICIES / RELATED DOCUMENTS:
· Link: Arizona Court Rules
· POL-ADMIN-1003: Badge/Access Cards for Internal Security
· POL-ADMIN-1005: Internal Security Measures & Access to Clerk of Court Work Areas
· POL-ODIR-1014: Safe and Vault Combination/Key Security
· POL-CRS-1002: Exhibits Control
OTHER PARTIES INVOLVED:
· Director of Quality Assurance – Division of the Clerk’s Office
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
REPORTS / FORMS:
· F-EX-1040: Vault Activity Log
DEFINITIONS:
· Area II: (safe/vault storing security/sensitive exhibits)

· ETS:  Exhibit Tracking System
· SCT:  South Court Tower
APPLICABILITY:
This procedure applies to Adult Exhibits.
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