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PURPOSE:

To ensure accuracy and consistency in maintaining information about search warrants and providing that information in response to requests from the media, general public, parties and their attorneys. The confidential status of sealed warrants and risk of harming an ongoing law enforcement investigation require special care in responding to requests for access to search warrant records.
OBJECTIVE:
· Provide an internal mechanism for researching and obtaining information on search warrants.
· Provide a consistent point of contact and response for search warrant records requests.
· Prevent the release of non-public information.
EVENT DRIVER:

· Most requests for search warrant records come from the media in response to a high-profile event and are usually near the time a warrant issues or is executed. In many situations, a law enforcement investigation is ongoing. Some or all of the warrant information may be sealed at the time of the records request.

· Timely response to initial requests benefits the public, as does subsequent follow-up information when available.
PROCEDURES: 
I. Designee for responding to search warrant records requests:
1. Requests for search warrant records that are not available at the public access terminals should be directed to the Clerk’s Special Counsel, Public Information Officer or other person designated by the Clerk or Chief Deputy (referred to in this procedure as “Designee”). The Designee will coordinate a response.
A. If the primary Designee is unavailable, requests should go to the Clerk’s Executive Assistant or Chief Deputy.
B. The Designee will work with staff and management as needed to ensure only public information is provided in response to a request.
2.  When the public or media requests search warrant information, the Designee will send an email to the staff assigned to search warrant-related duties by emailing the distribution list in the Outlook directory titled “COC Search Warrants.” The email will include information the requestor provided to help locate the records, such as an SW number, related names, descriptions, addresses, date of issuance or execution, or other information.
II. Staff and management with search warrant duties:
1.  The Criminal File Counter Supervisor will decide and maintain the names included on the COC Search Warrants distribution list. The list will include the Clerk’s Designee, the Document Management Services Administrator and Manager, the Clerk’s Executive Assistant, and the Criminal File Counter Supervisor.
2. A staff member within the distribution list will “reply all” to the email inquiry that the request has been received.
A. If the inquiry includes an SW number and staff locate public records within the Clerk’s search warrants area, they will “reply all” that the documents have been located and an estimated time to scan and link any public records.

B. If the inquiry includes an SW number and staff locate sealed records within the Clerk’s search warrants area, they will “reply all” that the documents have been located but are sealed.

C. If the inquiry does not include an SW number, the inquiry should be treated as a notice that a public records request for the documents has been made. If staff recognize a document within the Clerk’s search warrants area that matches the inquiry within one week of the request, staff should “reply all” that documents have been located and, unless sealed, an estimated time to scan and link any public records.
III. Responses to requests:

1. If public records are located, the Designee will respond to the requestor with the SW number and the approximate time the records will be available. In-county media can obtain public records from the public access terminals during regular business hours. Out-of-county media can obtain public records by email by contacting Support Services at the Customer Service Center at mediarequests@mail.maricopa.gov. 
2. If sealed records are located and the requestor provided the SW number, the Designee will respond that the warrant has been located but was sealed by the court and that no further information can be provided until the court unseals the warrant.

A. Using the SW number, the requestor or their attorney can file a petition with the criminal court presiding judge to unseal the warrant. The Clerk’s Office does not have a form for this process.

3. If sealed records are located and the requestor did not provide the SW number, or if no records are located, the Designee will respond that there is no information available.  In the case of sealed records, the contents of a warrant, such as address and party information, is non-public and confirming the existence of a warrant based on anything other than the SW number could be misleading to the requestor, jeopardize an ongoing investigation, and violate the court’s orders.
A. Using information about a suspected warrant, other than the SW number, the requestor or their attorney can file a petition with the criminal court presiding judge to unseal the suspected warrant. The Clerk’s Office does not have a form for this process. 
POLICIES / RELATED DOCUMENTS:
· POL-ODIR-1010: Media Relations and Contacts Policy
· POL-RECMAN-1012: Search Warrant Returns Policy
· PRO-CROPS-1034: Search Warrant Daily Run
OTHER PARTIES INVOLVED:
· Criminal file counter
· Members of the Search Warrant Distribution List
· Customer Service Representatives
TIME / VOLUME:
· Varied
FREQUENCY:
· Varies
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· OnBase
· iCIS
· MSOutlook e-mail
REPORTS / FORMS:
· N/A
DEFINITIONS:
· Designee: The Clerk’s Office main point of contact for responding to media requests for search warrant records. This will usually be the Public Information Officer but could be the Clerk’s Executive Assistant, the Chief Deputy, or another individual designated by the Clerk or Chief Deputy to ensure a timely response. 

· Clerk’s search warrant area: The work space provided by the Clerk’s Office for processing search warrant documents. This procedure does not anticipate Clerk staff making exceptions to regular travel or inquiries between other Clerk and Court locations for the purpose of searching for possible, but unconfirmed records.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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