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PURPOSE:

To provide instruction for processing Juvenile Exhibits - Destruction of Record.
OBJECTIVE:
· To provide the necessary direction to ensure that Juvenile Exhibits - Destruction of Records are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Local Rule 2.8, upon conclusion of a hearing or trial, Courtroom Services (CRS) will transfer the refiled exhibits to the Exhibits Department who will maintain the chain of custody until the case is no longer subject to modification. 

EVENT DRIVER:

· A list is received from Juvenile Durango (DUR) or Juvenile Southeast (SEJ) identifying the destruction of a juvenile record.  Additionally, when researching a juvenile case and upon finding the case is not available in Juvenile iCIS (Integrated Court Information System), the case number is submitted to Juvenile Operations (JV Oprns) where it is reviewed to determine if the case was ordered as Destruction of Record (DOR).
PROCEDURES: 
1. DOR – Incoming Notification from JV Oprns: 
A. JV Operations will send an email notification identifying, by case number, records which have been ordered destroyed. 
B. When the case includes exhibits, the Exhibits Clerk will: 
a. Locate the exhibit and place in a recycle bin. 
b. If the case is in the Exhibit Tracking System (ETS): 
i. Notify the Exhibit’s Supervisor or Lead who will delete the entry. 
ii. If the case is not in ETS but is manually tracked; delete the entry from the Exhibit Intake Log (S:\Cust_Svc\Exhibits\Juvenile Records\Exhibit Intake Log). 
2. Initiating a DOR Review from Exhibits: 
A. When researching a juvenile exhibit record and if the case is not in Juvenile iCIS, the Exhibits clerk will prepare an email notification. 
a. Enter DOR Review on the subject line. 
b. List the case number(s) in the narrative. 
c. Submit to the JV Oprns for review. 

B. Juvenile Oprns will research to determine if the case was ordered as DOR and will reply back to the Exhibits Clerk. 
C. If it is determined that a destruction of record was ordered, the Exhibits clerk will follow the steps outlined in Procedures1.B. 
D. If it is determined that the case is not subject to a DOR and the case is eligible for release; release the exhibit.
POLICIES / RELATED DOCUMENTS:
· 17C A.R.S. Super.Ct.Local Prac.Rules, Maricopa County, Rule 2.8: Exhibits
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS 
· ETS
· Email
· S:\Cust_Svc\Exhibits\Juvenile Records\Exhibit Intake Log
REPORTS / FORMS:
· N/A
DEFINITIONS:
· DOR: Destruction of Record
· DUR: Juvenile Durango

· ETS: Exhibits Tracking System

· SEJ: Southeast Juvenile

· JV Oprns: Juvenile Operations

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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