
What to do if you or your staff are served with a Subpoena, a Public Records Request, or an Educational Records Request? 
 

All requests for public records, employee records, and all subpoenas should be submitted to: 
Division of Government & Community Relations, Attention: Amy Lewandowski 

The School Board of Brevard County, Florida, 2700 Judge Fran Jamieson Way, Viera, FL 32940 
Phone:  (321) 633-1000, Ext. 11453 /Fax (321) 633-3620 / Email:  recordsrequest@brevardschools.org  
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 Receive a Subpoena (by hand delivery – a process server comes to hand deliver the 

subpoena) 

 Receive a Public Records Request  Receive a Request for Educational Records 

     

Review subpoena for detailed information (personal/work-related subpoena, accompanying 

check) 

 Review request for detailed information   Review request for detailed information 

     

Immediately contact your supervisor  

(i.e. Principal, Director, etc.) 
 

 Immediately contact your supervisor  

(i.e., Director, Assistant Superintendent, 

Government and Community Relations, etc.) 

 Immediately contact your supervisor  

(i.e. Director, Assistant Superintendent, 

Government and Community Relations, etc.) 
      

Personal Subpoena 

(request appropriate 

leave time from 

work) 
 

Work-Related Subpoena 

(Note: date/time/location/records requested/deadlines) 
 

  

 Advise requestor that request has been 

received, that it has been forwarded to the 

Government and Community Relations (care 

of Amy Lewandowski) to handle, and copy 

supervisor on correspondence. 

 Advise requestor that request has been received, 

that it has been forwarded to the Government 

and Community Relations (care of Amy 

Lewandowski) to handle, and copy supervisor on 

correspondence. 
      

Plan to attend court 

as requested. 

Supervisors 

Review subpoena in detail with your employee.   
FORWARD ALL SUBPOENAS DIRECTLY TO GOVERNMENT AND 

COMMUNITY RELATIONS. CARE OF AMY LEWANDOWSKI  

 Start to gather documents, etc., as appropriate 

and complete request as directed by 

Government and Community Relations 

(including invoice for applicable charges). 

 Start to gather documents, etc., as appropriate 

and complete request as directed by Government 

and Community Relations (including invoice for 

applicable charges). 
       

Notify your 

supervisor upon 

returning to work of 

any continuances, 

etc. 

*Note that you are 

still under the 

subpoena, until 

you or the case is 

dismissed by the 

court. 

Subpoena for Appearance Only 

• Advise employee that he/she will 

need to attend the legal proceedings 

as requested. 

• Advise him/her on how to complete 

the appropriate leave paperwork 

(LOD).   

• Advise employee to dress 

appropriately and to arrive on time. 

  

(*NOTE: A subpoena may also be issued 

for appearance at a deposition.  These 

same procedures can be followed in those 

cases.) 

Subpoena for Records Only 

1.  Supervisor: determine if you 

have the records, if so, begin to 

gather records and forward 

request to Government and 

Community Relations (Amy 

Lewandowski) (if records are 

not at work location, skip to 

step #2); and 

2.  Supervisor will contact 

Government and Community 

Relations (care of Amy 

Lewandowski) for directions 

on how to proceed 

 Send records to Government and Community 

Relations (care of Amy Lewandowski) to be 

reviewed, redacted (as appropriate), and 

fulfilled. 

 Send records to Government and Community 

Relations (care of Amy Lewandowski) to be 

reviewed, redacted (as appropriate), and fulfilled. 

       

Repeat process if 

needed 

Subpoena for Appearance w/ Records  
1.  Supervisor or designee will call the 

issuing attorney and seek clarification on 

what is needed, specific dates, deadlines, 

and advise that applicable charges for 

duplication of records will be assessed. 
 

2.  Supervisor or designee will work with 

Government and Community Relations 

(Amy Lewandowski) to gather and review 

documents as appropriate. 

 

Records will be given to the 

requestor by Government 

and Community Relations, 

unless other arrangements 

have been agreed upon. 

 Records will be given to the requestor by 

Government and Community Relations, 

unless other arrangements have been agreed 

upon. 

 Records will be given to the requestor by 

Government and Community Relations, unless 

other arrangements have been agreed upon. 
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