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PURPOSE:

· To provide instructions for processing the release of a weapon.
OBJECTIVE:
· Safeguarding the release of weapons ensuring the safety of personnel and the general public and relinquishing the chain of custody from the Clerk of Court.
EVENT DRIVER:

· The case is no longer subject to modification or upon Court Order.
GENERAL GUIDELINES:
1.
The guidelines are to assist in making a determination of what property could be considered a weapon.  These are only guidelines; if you are unsure if an exhibit is a potentially dangerous weapon, immediately notify the Supervisor or Court Operations Administrator.

2.
FIREARMS:  Any weapon from which a shot may be fired by force of an explosion; including starter pistols, BB guns and flare pistols.

3.
KNIVES:  Locking blade knives, such as Buck knives and hunting knives; fixed blade knives, such as paring knives, steak knives, swords, sabers and other knives with a blade length and/or martial arts devices.

4.
EXPLOSIVES/AMMUNITION/FLAMMABLE LIQUIDS:  All tear gas, mace and similar chemicals and gases whether in a pistol, canister or other container.  Also, other disabling devices such as electronic stunning/shocking devices (stun guns/tasers).
5.
BLUDGEONS:  Blackjacks, Billy clubs or similar instruments.

6.
OTHER ARTICLES:  Such items as ice picks, straight razors, razor blades, scissors, even though not commonly thought of as a weapon but could be potentially used as a weapon.  This may include toy guns, gun lighters, “dummy” weapons or grenades.

PROCEDURES:
1.
Release of a Weapon upon Court Order:
A.
The Order must designate:
a. Name of the party receiving the weapon
b. Case number
c. Hearing date
d. The specific exhibit number as designated by the bar-coded exhibit tag; when applicable, the serial number should be included when releasing a gun or rifle.

B. If it is a temporary release, the Order must specify the date of return.

NOTE:  A temporary release would only apply to a seizing agency upon Court Order.

C. If the order is incomplete, the submitting party is responsible for coordinating any changes to the Order directly through the Judicial Division.  If there is a change to an Order, a new Order must be presented to the Exhibits Department.
D. If there are any questions as to the Order, the Exhibits Lead, Specialist or Supervisor contacts the Judicial Division for clarification.
2. Release to a seizing agency: The Exhibits Clerk will:
A. Pull the exhibit from storage in Area II.
B. Generate a temporary or permanent release form; using the system generated forms in the Exhibit Tracking System (ETS).  If it is a temporary release, the return date referenced in the Court Order must be included.
C. Update ETS; for a permanent release, the status is Released; for a temporary release, the status is Checked-Out.
D. If it is a temporary release, retain the release receipt in Exhibits.  When the exhibit(s) is returned, check-in the exhibit(s).  The status in ETS changes from Checked-Out to In Storage.  Package and return the exhibit(s) to storage.  The temporary release form is disposed.
E. If it is a permanent release, hand-file the release form and submit to Docket for inclusion into the case record.

3. Release to party of record:

A. The Exhibits Department will not release a weapon directly to the party of record.  Any weapon released must be conducted through Maricopa County Sheriff’s Office (MCSO) - Court Security.
B. Prior to the physical release, the Exhibits Lead, Specialist or Supervisor will notify MCSO at (602) 876-1082 and request an escort by a Deputy Sheriff.  MCSO is informed that a permanent release, by Court Order, will take place involving a potentially dangerous weapon.
C. Provide a copy of the Court Order to the Deputy Sheriff.
D. Prepare an F-EX-1021: Permanent Weapon(s) Release Receipt form:
a. Movant completes fields in the upper left-hand corner of the form including (and the Exhibits Clerk verifies):
i. Name
ii. Current address
iii. Current telephone number
iv. Arizona Bar number; when applicable
v. Party the attorney represents; when applicable

b. The Exhibits Clerk enters:

i. Case caption
ii. Case number
iii. Date of release (dd/mm/yy)
iv. Date Court Order granted
v. The exhibit number(s) released (when applicable, includes the serial number on a rifle or gun)
vi. The printed name of the party on the Permanent Release to line
vii. Current address of recipient
viii. Current telephone number of recipient
ix. Check-mark the appropriate box to identify the form of identification used to verify the recipient (i.e. badge, driver’s license)
c. The Exhibits Clerk obtains signature of recipient.
NOTE:  Ensure that the identity of the party identified in the Court Order is authenticated before releasing the weapon to the Deputy Sheriff.
d. The escorting MCSO Deputy Sheriff:
i. Prints the officer’s name
ii. Provides the officer’s signature
iii. Enters badge ID number

e. The Exhibit Clerk:

i. Signs and dates on the Releasing Clerk’s Signature.

ii. ONLY releases and turns over the weapon directly into the hands and temporary custody of the Deputy Sheriff.  The Deputy Sheriff transports the weapon out of the building and releases the weapon to the designated party.
iii. Hand-files the release receipt and submits to Docket for inclusion into the case record.

iv. Updates ETS changing the status from In Storage to Released.
POLICIES / RELATED DOCUMENTS:
· Clerk of Court File - File Stamp Guidelines
OTHER PARTIES INVOLVED:
· MCSO – Court Security
TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· iCIS
· OnBase
REPORTS / FORMS:
· F-EX-1021: Permanent Weapon(s) Release Receipt 

· Permanent Release Receipt (ETS system generated)
· Temporary Release Receipt (ETS system generated)
DEFINITIONS:
· Area II:  safe/vault for storage of security/sensitive items
· ETS:  Exhibit Tracking System

· iCIS:  Integrated Court Information System

· MCSO:  Maricopa County Sheriff’s Office – Court Security
· Movant:  One who makes a motion before the court; the applicant for a judicial rule or Order.
APPLICABILITY:
This procedure applies to Adult and Juvenile exhibits.
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