Approved:

City of Riverside, California

Human Resources Policy and Procedure Manual _ . E
CITY OF L/{CC @ XLQ( "-*-‘_/2/2:7 —;L’éft,é"
RIVERSIDE Human Resources Director

L]

/' ) City Manager

Number: 11I-3 _ Effective Date:_07/06

SUBJECT: SUBPOENA FOR EMPLOYMENT RECORDS
PURPOSE:

To establish a uniform and systematic procedure for handling subpoenas for the
production of employment records.

DEFINITION:

A subpoena is a mandatory writ directing a party to appear and/or furnish documentary
evidence at a certain time and place at a judicial proceeding, the disobedience of which
may be punishable as a contempt of court. A subpoena may be issued by a court or by
a quasi-judicial body.

POLICY:

In accordance with the California Code of Civil Procedure, including Section 1985.6, the
City of Riverside shall process and comply with all valid subpoenas for employment
records. A subpoena requesting production of employment records must be served at
least 15 calendar days before the date set for production of said records.

The City Clerk is the City’s authorized agent for service of process and is authorized to
accept service of all subpoenas for production of records from the City and/or personal
appearance by City employees as well as lawsuits against the City, all City departments
and City employees with the exception of those directed toward the City of Riverside
Police Department (RPD) and its employees.

The City of Riverside Police Department Subpoena Clerk is the authorized agent for
service of process upon the Riverside Police Department and its sworn and civilian
employees. Consequently, the Subpoena Clerk is authorized to accept service of all
subpoenas and lawsuits against the City of Riverside Police Department and its

employees.

All City departments shall refer the process server to the City Clerk or the RPD
Subpoena Clerk for the purpose of accepting service of process. The City Clerk and the
RPD Subpoena Clerk shall properly track the service of process and refer it to the City
Attorney’s Office for further handling.

Within two business days following the service of process, the City Clerk or the RPD

Subpoena Clerk shall forward the original subpoena to the City Attorney'’s Office with

the appropriate date stamp for further handling. The City Attorney’s Office shall take

responsibility for reviewing the process and take appropriate action with the affected
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