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PURPOSE:

To provide instructions for releasing information relating to Search Warrants.
OBJECTIVE:
· To direct staff on releasing information relating to Search Warrants when requested.
GENERAL INFORMATION:
Pursuant to A.R.S. §13-3918, the documents and records of the court relating to the search warrant (SW) need not be open to the public until the return of the warrant or the warrant is deemed void pursuant to this section unless a magistrate orders the time to be shortened or lengthened for good cause.  Thereafter, if the warrant has been executed, the documents and records shall be open to the public as a judicial record.  The information can be disseminated without limitation.  Unsealed Search Warrants are available for public view.  Information can be disseminated without limitation.  Copies are available for all unsealed SWs at the regular per page copy fee (see fee schedule).  Occasionally, copies can be obtained at the SCT Criminal Filing Counter.  If the request for information is from a member of the media, inform them to contact the COC Public Information/general Counsel Office.  
EVENT DRIVER:

· A request for releasing information relating to a Search Warrant is received.
PROCEDURES: 
1. When provided with a SW case number, conduct a search within iCIS for the complete case.  If the search does not show the complete case, inform the requestor that the SW for that case is sealed by order of the Court.  A sealed SW may show up in iCIS, but the only documents on docket would be the Issuance (ISS) and Return (RSW) worksheets.
2. When other information concerning the case is provided (such as address, name, etc.) but a case number is not provided, conduct a search within iCIS.  If a case number does not match the information provided, inform the customer that no information is currently available.
3. If the customer insists that a SW exists, the Supervisor will e-mail the Criminal Operations Supervisor/Lead for assistance.
A. If the customer is on the phone, transfer them to the Criminal Filing Counter.
B. If the customer is a walk-in, the Supervisor will contact the Criminal Operations supervisor directly. Explain the situation and ask what information, if any, can be provided to the customer.  If necessary, obtain the customer's name and phone number and ask the Criminal Operations Supervisor to call the customer directly.
C. Contact the Supervisor for any further questions or directions.
4. If the SW cannot be located, inform the requestor that the SW may not have been sent to the CSC as of yet.
A. There is generally a 24 to 48-hour period for the SW to reach the Clerk's Office.
B. Search Warrants can be initiated and returned to any court (City Court, Justice Court, Superior Court, etc.).
C. If the SW was returned to a court other than the Superior Court, it is possible that it was not received by the Clerk's Office.  There is no general time frame as to when the SW will be forwarded to the Clerk's Office.

5. Searching for Search Warrant case numbers in iCIS:

A. Access iCIS and click on either CR COC Staff or CR COC View Only.
B. Place (click) a check mark in the Business (Bus.) box.
C. Enter a percentage (%) sign in the Business Name field followed by the name, address number or VIN number.  Enter the percentage sign at the end of the entry (i.e., %Smith%, %340%).  For this example, the screen will display all SWs results with the name "Smith" or all addresses, VINs, etc. that contain the number "340".

POLICIES / RELATED DOCUMENTS:
· ARS 13-3918: Time of execution and return (Search Warrants)
· Superior Court Filing Fees - For Maricopa County
OTHER PARTIES INVOLVED:
· The General Public - any individual
· COC Public Affairs Office
· Search Warrant Desk
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
DEFINITIONS:
· SW: Search Warrant
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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