PART I DEPARTMENT OF PERSONNEL SERVICES 8.766
STATE OF HAWATT

Class Specification
for the Class:

ARREST RECORDS EXPUNGER

Duties Summary:

Performs all clerical and technical activities required for
the operation of a statewide expungement program; processes
applications and performs other activities necessary for the
expungement of arrest records for those arrested but not convicted
of a crime; and performs other related duties as assigned.

Distinguishing Characteristics:

This class reflects responsibility for the processing of
applications for the expungement of non-conviction arrest records
including arrest documents, fingerprints, photographs, and such
computerized information contained in the State criminal data
center and the national files. The expungement process involves
searching criminal history, court and other files for information
on the disposition of arrests and preparation of orders issued by
the Attorney General annulling, canceling and rescinding the
records of arrest of those applicants found not convicted of the
arrest.

The one position in this class works under general
supervision. Supervisory assistance is sought on expungement
cases requiring interpretation by a Deputy Attorney General or
when policy or procedure changes are required. Assistance is also
received from a fingerprint expert for confirmation of opinion on
questionable cases of fingerprints identified. The position in
this class may supervise others in expungement activities as
necessary, and recommends changes in forms and procedures as
necessary.

Examples of Duties:

Receives and reviews applications for expungement of arrest
records for completeness of information; verifies information on
the application using criminal history and other file sources;
reviews arrest records and verifies dispositions of arrest such as
conviction or non-conviction, deferred acceptance of guilty plea,
nolle pros, bail forfeitures, etc., in accordance with the
provisions for the criminal laws of Hawaii and the Hawaii Penal
Code applicable to the expungement of arrest records,
fingerprints, photographs and computerized data; checks records to
see whether the applicant has a prior conviction or is a fugitive
from justice; assembles necessary documents and prepares and
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submits expungement orders to the duly authorized representative
of the Attorney General for approval and signature; denies
requests for expungement of arrest records when they clearly do
not meet statutory requirements or transmits dispositions of
arrests to such representative of the Attorney General and staff
Deputy Attorney General when legal clarification and opinion are
required to determine appropriate action; issues standardized
expungement orders to the chiefs of police, prosecuting attorneys,
and the FBI; prepares standard letters certifying the applicant
has no criminal records regarding the expunged arrest data;
verifies arrest records, and other documents received for
expungement and seals and locks records in a confidential file;
returns photographs and fingerprints to applicants concerned;
maintains an index of the status of expungement applications in
progress and for arrest records expunged and sealed; replies to
questions concerned with the expungement of arrest records;
assists applicants or their representatives by giving information
on the types of documentary evidence prescribed by regulations and
where the sources of such evidence can be found; recommends new or
revised procedures as necessary; and may supervise others in
expungement activities as necessary.

Knowledge and Abilities Required:

Knowledge of: Provisions of the criminal laws of Hawaii and
the Hawaii Penal Code applicable to the expungement of arrest
records, fingerprints, photographs and deletion of computerized
criminal history information; office practices and procedures; and
the general characteristics of a criminal records system.

Ability to: Explain rules, regulations and procedures
related to the expungement process; and understand and follow oral
and written instructions.

This is an amendment to the specification for the class
ARREST RECORDS EXPUNGER approved on February 12, 1981.

DATE APPROVED: 6/28/90 /s/ Diana H. Kaapu
for ALFRED C. LARDIZABAL
Director of Personnel Services
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