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If a legal document (such as a subpoena, order to seal records, notification of student criminal offense, notice 
of student sex offender, or a notice of a claim against the District) is received by an employee in the course 
and scope of his/her employment, the employee must immediately forward that legal document to their 
supervisor.  Supervisors must forward the legal document to the Assistant Superintendent of Administrative 
Services and the attached process must then be followed.  As time is often of the essence, initiation of the 
process is expected to happen as soon as possible. 
 
Legal documents which do not relate to students (those relating to employees, for example) should follow 
the process for utilizing the in-house attorney, including completion of a Legal Services Request Form.   
 
Once a legal action, such as a lawsuit or special education due process hearing, is underway, each incoming 
document does not require initiation of the process established here.  General Counsel and affected functions 
will work cross-functionally to handle ongoing legal matters. 
 
Legal Documents Relating to Students Form 
 
 

https://pol.tasb.org/Policy/Download/1103?filename=FL(LEGAL).html&title=STUDENT%20RECORDS&subtitle=
http://campus.kellerisd.net/regulations/AR%20Attachments/FL(R3)%20-%20Legal%20Documents%20Relating%20to%20Students%20Form.FINAL.docx
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