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PURPOSE:

To provide instructions for handling requests for review after access to records is denied.
GENERAL INFORMATION:
Pursuant to A.R.S. §12-282 and AZ Rules of Supreme Court, Rule 123 (F)(5)(A) Any applicant who is denied access to or copies of any record, bulk data, or compiled data pursuant to this rule, shall be entitled to an administrative review of that decision by the presiding judge. The Clerk of the Court shall maintain and provide access to court records in accordance with applicable law.  Rule 123 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:
A request for an Administrative Review is received.
PROCEDURES: 
1. Administrative Reviews are received by the Public Records Administrator, Public Records Supervisor and/or Support Services Supervisor. A log of the reviews are kept on the S drive under Cust_Svc, CSC, Administrative Reviews of Denials of Records Requests. 

2. The request for review must be filed in writing with the custodian who denied the request within 10 business days of a denial made under Arizona Rules of Supreme Court 123 (f)(4). 

3. The Public Records Administrator or General Counsel shall forward the request for review, a statement of the reason for denial, and all relevant documentation to the presiding judge or a designee within 5 business days of receipt of the request for review. 

4. The presiding judge or designee shall issue a decision as soon as practicable considering the nature of the request and the needs of the applicant, but not more than 10 business days from the date the written request for review was received.  

5. The minute entry regarding the presiding judge’s decision shall be maintained for a 90 day retention period pending the filing of a special action. If no special action is sought, the administrative review and its documents can be discarded. 

6. Any party aggrieved by the decision of the presiding judge or designee may seek review by filing a special action pursuant to the Rules of Procedure for Special Actions. If the decision challenged by the special action was issued by a judge of the superior court or court of appeals, the special action shall be filed in the court of appeals. If the decision was issued by a Supreme Court justice, the special action shall be filed in the Supreme Court. 
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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