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PURPOSE:

To provide instruction for Processing Requests for Confidential/Restricted/Sealed Documents.
OBJECTIVE:
· To provide the necessary direction to ensure that Processing Requests for Confidential/ Restricted/Sealed Documents are processed properly and consistently over time.
GENERAL INFORMATION:
Pursuant to Arizona Supreme Court Rule 123 (a) through (h), this rule is adopted to govern public access to the records of all courts and administrative offices of the judicial department of the State of Arizona.
EVENT DRIVER:

· Support Services receives a Request for Confidential/Restricted/Sealed Documents from a customer.
PROCEDURES: 
1. Access iCIS to conduct research to see if the document(s) requested are Confidential/ Restricted/Sealed. 
2. Access will be blocked in iCIS for any confidential, restricted, sealed documents or sealed cases.  See Figure 1.

Figure 1
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3. Inform customer that the document is restricted and they need to fax (602) 506-7619 or email supportservicecorrespondence@mail.maricopa.gov a copy of their valid government identification.  Tell the customer that the ID and request will be given to Discovery and Confidential for review and Discovery and Confidential may contact them with further information.  
4. Staff will scan and email a copy of the request and ID to coscrfilecon@cosc.maricopa.gov or Files Confidential-CSC:

A. D&C staff will review request to determine if customer is approved to receive copies.
B. If approved, copies will be made and given back to Support Service staff along with the request.  Copies for confidential and sealed documents will be placed in a sealed envelope and then given to Support Service staff.
C. Support Service staff will contact customer to obtain payment and mail copies.
D. If not approved to receive sealed or confidential documents, D&C staff will contact customer to explain why they can’t obtain copies or provide them information about obtaining a court order.

5. Discovery & Confidential:  Upon receipt of email request and valid identification, D&C will check to see if the requestor is authorized to receive copies of confidential, restricted, or sealed documents using established procedures.  Depending on the outcome of the review, D&C will proceed to step 1 or 3.

POLICIES / RELATED DOCUMENTS:
· 17A A.R.S. Sup.Ct.Rules, Rule 123: Public Access to the Judicial Records of the State of Arizona
OTHER PARTIES INVOLVED:
· The Public
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· iCIS
· e-mail
REPORTS / FORMS:
· N/A
DEFINITIONS:
· D&C: Discovery and Confidential
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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