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PURPOSE:

To provide qualified individuals with disabilities reasonable accommodations allowing them to fully and equally participate in the Clerk’s services, programs, and activities.
OBJECTIVE:
To provide a process and a point of contact for the Clerk’s office to assist qualified individuals with disabilities who require accommodation to fully and equally participate in the Clerk’s services, programs, and activities.
EVENT DRIVER:

A request from a qualified individual with disabilities for reasonable accommodations to fully and equally participate in the Clerk’s services, programs, and activities.
Note: This procedure and its related policy, forms and grievance procedures do not apply to claims, complaints, or remedies relating to employment or application for employment. A separate procedure exists for claims of disabilities discrimination relating to employment. Information about the separate procedure for employment-related claims is available from the Clerk’s Human Resources department.

PROCEDURES: 
I. Accommodation requests:
1. The Clerk has designated an ADA Coordinator to carry out compliance with Title II of the ADA and may designate others to carry out the ADA Coordinator’s functions. Qualified individuals with disabilities requiring accommodation to access Clerk services, programs and activities may complete the F-PAE-1001: ADA Request for Accommodations form, and submit it to the ADA Coordinator by one of the following methods:

A. Submit the written request via regular mail to the ADA Coordinator:

Jessica Fotinos 


Downtown Justice Center, DJC/Admin

620 W. Jackson Street, Ste. 3052

Phoenix, AZ 85003


(602) 506-2309

B. Delivering it to any Maricopa County Clerk of Superior Court file counter or depository box for forwarding to the ADA Coordinator.
C. Emailing it to COCCustomerRelations@mail.maricopa.gov for forwarding to the ADA Coordinator. 
D. Completing and submitting the form online as follows:

a. For the F-PAE-1001: ADA Request for Accommodations form, complete online at http://clerkofcourt.maricopa.gov/ADA-AccommodationForm.pdf.
b. For the F-PAE-1002: ADA Grievance form, complete online at http://clerkofcourt.maricopa.gov/ADAGrievanceForm.pdf.
c. For appeal letters, the requesting individual must write the reasons why he or she disagrees with the determination and the remedy he or she believes is appropriate. The requesting individual must submit the letter to the Clerk using one of the delivery methods above. Appeal letters do not have a form or a place to submit online.
2. If the requesting individual needs help completing the form, ask the ADA Coordinator for assistance. Assistance with completing forms does not include legal advice. Alternative means of submitting an accommodation request, such as by personal interview or a tape recording, are available to qualified individuals with disabilities on request. 
3. If possible, submit the ADA Request for Accommodations form at least 10 days before the service, program or activity is needed. For emergencies or urgent requests, contact the ADA Coordinator immediately. 
4. The ADA Coordinator may ask the requesting individual for additional relevant information where it would be helpful in responding to the request for accommodations. The ADA Coordinator will, as soon as reasonably possible, notify the requesting individual whether the requested accommodation will be provided. Notification will be in writing if the time between the request and the need allows.
5. In providing reasonable accommodation, the Clerk first considers the requested accommodation. The Clerk has exclusive authority to decide accommodation requests and may offer an alternative accommodation if equally effective. The Clerk will make every effort to meet the individual’s specific needs. The Clerk is not required to make modifications that would fundamentally alter the service, program, or activity or cause undue financial or administrative burden.
6. If the requesting individual disagrees with the response, the individual may file a complaint using the grievance procedures described in this procedure in Section II: Grievance Procedures for Handling a Complaint about Access to Programs, Services, or Activities.
II. Grievance Procedures for Handling a Complaint about Access to Programs, Services, or Activities:
1. Any user of the Clerk’s programs, services, or activities, including parties, attorneys, jurors, witnesses, or members of the public, who believes he or she has been discriminated against by the Clerk based on a disability, may file a complaint through the Clerk’s grievance procedures. These grievance procedures do not limit other legal remedies that may be available. The Clerk’s grievance procedures apply to qualified individuals with a disability who, with or without reasonable modifications to rules, policies or practices, the removal of barriers, or the provision of auxiliary aids or services, meet the essential eligibility requirements for services, programs, or activities.
A. Filing a complaint:
a. An individual who believes he or she has been discriminated against by the Clerk based on a disability may file a complaint with the Clerk of the Superior Court. Complaints must be in writing and should use the F-PAE-1002: ADA Grievance form, no later than 60 days after the alleged discrimination. The completed ADA Grievance form should be delivered to the ADA Coordinator by one of the methods in Section I of this procedure. Individuals who require assistance filling out the ADA Grievance form may contact the ADA Coordinator. Assistance with completing forms does not include legal advice. Alternative means of submitting an accommodation request, such as by personal interview or a tape recording, are available to qualified individuals with disabilities on request.
b. The ADA Coordinator will investigate the complaint and present the findings to the Clerk of the Superior Court or the Clerk’s designee for determination.
To provide the Clerk with sufficient information, the person who filed the complaint should describe the event in detail on the ADA Grievance form. The complaint should include the names of anyone who can assist in the investigation. The person who filed the complaint should provide a copy of papers, recordings, or other materials that relate to the complaint or that may help in understanding the complaint and should keep originals for their own files.
c. No later than 2 weeks after receiving the ADA Grievance form, the ADA Coordinator will notify the person who filed the complaint of the Clerk’s receipt of the grievance.
B. Investigation – The Clerk will investigate complaints promptly. Investigations may include interviews with other individuals, including those named in the ADA Grievance form, and review of relevant documents, files, and materials. If the Clerk cannot promptly investigate a complaint, the ADA Coordinator will notify the person who filed the complaint.
C. Findings and Determination – No later than 45 days after receiving the ADA Grievance form, the Clerk of the Superior Court or the Clerk’s designee will notify the person who filed the complaint of the Clerk’s determination. If appropriate, the determination will include a remedy. For example, if the Clerk finds the person who filed the complaint was treated in a discriminatory manner, remedies may include a change in policy or local practice, or disciplinary action. Disciplinary action taken is not public information under Arizona Supreme Court Rule 123.
D. Appeal - If the person who filed the complaint disagrees with the Clerk’s determination, the person who filed the complaint must file a letter for reconsideration (“appeal letter”) in writing no later than 30 days after the date of the Clerk’s determination. The appeal letter should be delivered to the ADA Coordinator by one of the methods in Section I of this procedure. The appeal letter should state the person who filed the complaint’s reasons for disagreeing with the Clerk’s determination and recommend an appropriate remedy. 
The Clerk of the Superior Court or the Clerk’s designee will consider the appeal, review the evidence, and notify the person who filed the complaint of the final determination no later than 30 days after the date of receipt of the appeal. The final determination may confirm the earlier determination, modify the earlier determination, modify the remedy, or reverse the earlier determination.
E. Implementation - The Clerk of the Superior Court or the Clerk’s designee will implement the final determination. For questions about implementation, contact the ADA Coordinator. Disciplinary action taken is not public information under Arizona Supreme Court Rule 123.
F. Time limits - All the offices involved in resolving complaints through this grievance process will try to comply with the stated time limits. Strict compliance is not always possible because, for example, important witnesses cannot be found, additional information is needed from the individual who filed the grievance, or the investigation is unusually complex. When possible, the ADA Coordinator will notify the individual who filed the grievance about delays.
POLICIES / RELATED DOCUMENTS:
· POL-PAE-1004: Notice of Access Information For Persons With Disabilities Policy
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Varies
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A

REPORTS / FORMS:
· F-PAE-1001: ADA Request for Accommodations form 
· F-PAE-1002: ADA Grievance form
DEFINITIONS:
· See POL-PAE-1004: Notice of Access Information For Persons With Disabilities Policy

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