


Self-Service Center


PROCEDURES:  HOW TO ASK THE COURT TO 

 APPOINT A GUARDIAN AND A CONSERVATOR OF A MINOR 

Follow each step carefully.  Each step requires certain forms, and some of these forms have separate instruction sheets to help you.  The whole process, from application to final court order, will take at least a couple of months.

FIRST STEPS:

STEP 1
MAKE SURE YOU NEED TO BE APPOINTED AS GUARDIAN AND  CONSERVATOR.  If you are not sure, the Self-Service Center has information describing the different requirements between appointments for guardianships and conservatorships.  See the Checklist at the beginning of the forms packet.  The Self-Service Center has three separate packets: one for guardians, one for conservators, and one for both guardians and conservators.

2 FINGERPRINTS:  Arizona law requires that any person asking to be appointed guardian of a minor to whom he / she is not related by blood must go through a fingerprint check by the Arizona Department of Public Safety and the FBI in Washington, D.C., to help the Court determine that person's suitability to act as a guardian of a minor.  See Step 11 below for information on how and where to get your fingerprints taken.  Note that in Maricopa County, completed fingerprint cards must be submitted to Probate Administration within 5 days of filing the Petition.

3 COMPLETE AND COPY THE COURT FORMS IN THIS PACKET: Fill out all the forms completely and in black ink.

· PROBATE COVER SHEET.  Complete everything but the “Case Number”.  The case number will be stamped with a Probate Case Number starting with the letters “PB” by the Clerk of the Court when you file the papers. You will use this case number on all court papers you file with the Clerk in this case.

· PROBATE INFORMATION SHEET (PIF).  Complete the information requested about the “fiduciary” – the person who is applying to serve as guardian, conservator (or, if an estate matter,  personal representative (executor) of the estate), and “the ward” (the person who needs the protection of a guardian and/or conservator). 


If two people are applying to serve as co-guardians, conservators, etc., fill out a separate PIF for each.  Regarding “Fiduciary Certification Number”: If you do not have one already - leave blank.   
· PETITION FOR APPOINTMENT.  Fill out all the information carefully and notify the people entitled to know about this matter.  If you have questions about who is entitled to notice see Self-Service Center Packet 2: Service and Notice of the Court Hearing, then read the document called INFORMATION ON LEGAL NOTICE FOR GUARDIANSHIPS AND CONSERVATORSHIPS.

· AFFIDAVIT OF PERSON TO BE APPOINTED (ARS §14-5106).  This document must be completed by the Petitioner (the person who wants to be appointed) This affidavit must be filed with your Petition for Appointment.  If two people are applying to serve as co-guardians,  conservators, etc., fill out a separate Affidavit of Person to be Appointed for each.
· CONSENT OF PARENT TO GUARDIANSHIP and/or CONSERVATORSHIP.  This document should be completed and signed by the parents of the minor if they are living and have not been declared incapacitated by a court.  If you only can find one parent, have that parent sign the Consent. However, be prepared to explain to the Judge/Commissioner at the court hearing why only one parent or no parents signed the consent and prove to the Court you did everything you could to try to find the parent(s) by publishing notice.  See the Self Service Center packet Part 2: Service and Notice of Court Hearing and read the form called INFORMATION ON LEGAL NOTICE FOR CONSERVATORSHIP FOR A MINOR for more information on Publication of Notice.
4
COPIES: Make 2 copies of all the completed forms.  Assemble the copies so that you have 3 complete packets -- the originals and 2 sets of copies.


Note: One set of the copies is for the Petitioner to keep in his or her files.

5 OTHER PAPERS: Make one copy of the document INSTRUCTIONS AND REQUEST FOR HEARING DATE.  Keep the original and copies together for later use.  After filing all the other papers, you will take this form to Probate Court Administration to get the hearing date set at a time you can attend.

Note: Keep this document so you know when and where your hearing is.

TO FILE THE PAPERS AT THE COURT:

STEP 6
DETERMINE WHERE TO FILE THE COURT FORMS: There are 4 locations of the Superior Court in Maricopa County: the facility in downtown Phoenix; the Northeast facility at 40th Street & Union Hills, the Northwest facility in Surprise for persons in the west valley;  and the Southeast facility for persons who live in Mesa, Tempe, Chandler, Gilbert and Apache Junction to the southern border of the Salt River bed, but not Scottsdale. You are encouraged to file at the location closest to where you live, but keep in mind that any court hearings will be conducted at the downtown Phoenix courthouse or at the Northwest courthouse in Surprise.
Downtown Phoenix:
125 West Washington          Northeast Facility:   18380 N. 40th St.

1st Floor


                                      Phoenix, AZ 85032
Phoenix, Arizona 85003





Northwest Facility: 
14264 W. Tierra Buena Ln   Southeast Facility:
222 East Javelina, 1st Floor

Surprise, Arizona 85374 
Ste. 1350




Mesa, Arizona 85210-6201


7
TAKE THE ORIGINALS AND COPIES TO THE CLERK TO BE FILED: Take the originals and 2 sets of copies of the following documents to the Clerk of the Court, Probate Registrar, on the first floor of the court, for processing: 
· PROBATE COVER SHEET

· PETITION FOR APPOINTMENT OF GUARDIAN AND CONSERVATOR

· AFFIDAVIT OF PERSON TO BE APPOINTED (ARS § 14-5106) 

· CONSENT OF PARENT (if applicable)

Note: The clerk at Probate Registrar will stamp the 2 sets of copies to indicate they conform to (are the same as) the originals, and return them to you.  After you file one set of copies with Probate Administration, you should have one set of copies for yourself if you followed the instructions in Step 4.

 8
PAY YOUR FILING FEE: There are fees for filing petitions, responses, requests, motions, objections, and various forms with the Court.  Cash, VISA/MasterCard/ American Express debit or credit cards, money order, or personal in-state check made payable to the “Clerk of Court, Probate Registrar”, are acceptable forms of payment.  

Go online to http://clerkofcourt.maricopa.gov/fees.asp or the Self-Service Center for a list of current fees.
If you cannot afford the filing fee and/or the fee for having the papers served by the Sheriff or by publication, you may request a deferral (delayed payment) when you file your papers with the Clerk of the Court.  Deferral Applications are available at no charge from the Self-Service Center, however $26 will be added to the total amount billed at the end of your case.
TO GET THE COURT HEARING DATE SCHEDULED:

STEP
9
TO GET A COURT HEARING DATE:  Call 602-506-5510 three (3) to five (5) business days after the case was filed.  Hearings are held at all four locations shown above.  Have the PB Case Number that was stamped on the sets of copies that you received back from the Clerk when you filed your case,
 

Please Note: The Probate Registrars who set the hearing dates are available full-time ONLY at the Old Courthouse location in downtown Phoenix.  

 
If you filed your paperwork at a location that did not have a probate Registrar available on-site and you want to schedule your hearing before the 3-5 day waiting period, you may bring your copies of the stamped documents to the Probate Registrar’s Office located on the first floor of the Old Courthouse at 125 West Washington St. in downtown Phoenix, AZ 85003. 

BRING THE FOLLOWING DOCUMENTS WITH YOU:

· PROBATE COVER SHEET
· PETITION FOR APPOINTMENT OF GUARDIAN AND CONSERVATOR

· AFFIDAVIT OF PERSON TO BE APPOINTED (ARS §14-5106) 

· CONSENT OF PARENT (if you filed one)

Bring the original INSTRUCTIONS AND REQUEST FOR HEARING DATE -- this will be returned to you. If you have not done so already bring your completed Fingerprint Card--and cash, check or money order for the fingerprint processing payment.




HOW YOU WILL GET THE COURT HEARING DATE: Probate Court Administration sets the date, time and place of the hearing, and assigns the Judicial Officer as well. 

 

Please Note:   You can request your hearing be held at the location where you filed your case, but all scheduling is done by and requests must be submitted to Probate Administration at the downtown Phoenix location.  Staff will give you back a copy of the INSTRUCTIONS AND REQUEST FOR HEARING DATE, with the information highlighted with a colored marking pen for you.  Be sure you keep this important document!
TO COMPLETE THE FINGERPRINT PROCESS:

STEP 
10
TO GET YOUR FINGERPRINTS TAKEN (Only required if proposed guardian is not a blood relative):  Go to one of the following places for fingerprints:

· Local law enforcement departments. The Maricopa County Sheriff’s Department and many but not all local police departments offer this service.  Contact your local police department to verify whether they currently offer the service. 
· The Maricopa County Sheriff's Office’s ID Unit, at 201 West Jefferson Street in Phoenix, (West Court Building, 4th floor) does fingerprinting from 7:30 A.M. - 4:30 P.M. Monday through Friday (except holidays). The fee is $8 per card, cash, money order, or business check only.  
· The Phoenix Police Department offers fingerprinting service from 8 A.M. – 4 P.M. Monday through Friday (except holidays).  For additional information see this web page: http://phoenix.gov/POLICE/pub1.html  or call 602-534-1127.  

· The City of Peoria’s web pages include a partial list of private companies and police departments that offer fingerprinting services that includes business hours, telephone numbers, and links to web sites for some of the service providers as well at: http://www.peoriaaz.gov/Content.asp?id=20268  

· Tell the person taking your prints that they are for a guardianship of a minor and pay the  fee (usually $8.00-$10.00), usually payable in cash only. They will take your fingerprints and give you the fingerprint card (usually a white card with blue lines and print).

You MUST bring valid photo identification with you, or your prints will NOT be taken.

STEP
11
TO GET YOUR COURT HEARING DATE SET: 
· If you have had your fingerprints taken and still have not filed the guardianship documents, including the Petition and Affidavit, then see Steps 6-8 for filing the court papers. 

· Bring the completed fingerprint card to Probate Court Administration at the Downtown court location, Old Courthouse, 125 West Washington, 1st Floor.     (The Southeast and Northwest court locations do not process fingerprint cards.)

·  As of April 1, 2010, the cost of processing a fingerprint check is $24.00.
· Verify current cost before writing a check or purchasing a money order.
· If paying by check or money order, make payable to “MARICOPA COUNTY TREASURER”.  

Probate Court Administration will help you complete the Fingerprint Card with the following necessary information: 

1) Court case number, (begins with “PB”)

2) Hearing Date, 

3) Name of the hearing officer, AND 

4) The phrase "pursuant to A.R.S. 14-5206" on the card in the "Reason Fingerprinted" section.  

Note: Do NOT complete the "Employer and Address" section.  
Probate Court Administration will set the hearing date for about 16 weeks from the day you submitted the Fingerprint Card and fees due to the time it takes DPS and the FBI to complete a background check and forward a report.  

If your case was filed at the downtown courthouse in Phoenix or the Southeast courthouse in Mesa, your hearing will be set at the downtown Phoenix location.  If your case was filed at the Northwest courthouse in Surprise or at the Northeast court facility in north Phoenix, your hearing will be held at the location at which you filed.  
The Court will not appoint a guardian unless it has received the results of the background check.

(See “Notice to Petitioner” on next page.)
	NOTICE TO PETITIONER
READ THIS:
 

At least 5 days before your hearing date you must provide the following documents to the assigned Judicial Officer:

 

1. A copy of the petition or motion that you filed.

2. Proof of Notice showing that all other persons who were entitled to know about this hearing have been notified, or an Affidavit of Publication if you were not able to locate any person who was entitled to notice of this hearing, or a Waiver of Notice and consent to appointment from a person who is entitled to receive notice.

3. An original and one copy of the Order that you want the Judicial Officer to sign at the hearing.

WARNING
 

Failure to provide required documents to the Court five days prior to your hearing date  may result in your hearing being delayed or continued by the Court. 


OTHER HELP: If you still have questions about this process, court staff can answer questions about “procedure” but only a lawyer can provide legal advice.  The Self-Service Center has a list of lawyers who you can hire to you legal advice and advise you on how to handle your own case, or  help you on a task-by-task basis for a fee.  You may view the list at the Self-Service Centers located at each of the four Superior Court locations or online at www.superiorcourt.maricopa.gov/providers/lawyers.asp .
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