Case Processing Basics, Continued.

Case File Management Standards

The clerk of court is responsible for ensuring that case files are managed in accordance with Administrative Bulletin
48. This bulletin includes standards for case number assignments, file folders, case indexing, case file organization,
managing confidential and sealed records and procedures for transferring cases between courts.

Access to Court Records

Court records are classified as public, confidential, or sealed. Each trial court employee must know how records
within his or her control are classified in order to ensure that access to court records is provided or restricted in
accordance with the law and court rules. Employees play a critical role in upholding the court system’s records
access policy. Your direct supervisor will provide instruction as to the access classification level that applies to any
court records within your control.

Public access to court records is governed by the following Administrative Rules:

AdR 37.5 Access to Court Records

AdR 37.6 Prohibiting Access to Public Case Records
AdR 37.7 Obtaining Access to Non-Public Records
AdR 37.8 Electronic Case Information

Additionally, while in duty status, no employee may access Alaska Court System records for any purpose other than
to fulfill the employee’s assigned job responsibilities. While not in duty status, an employee may only access Alaska
Court System records as a member of the public, in accordance with the rules that apply to members of the public.
Rule C10.03.D Prohibitions and Penalties - Access to Court Records.

Read Confidentiality of Court Records for more information about confidential records.
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