EXAMPLE
Subpoena Procedure
In the event that the program receives a subpoena for program records or the testimony of program staff or volunteers, the program will follow its policy. Programs must document and acknowledge the receipt of all subpoenas and use the following procedures when responding. 

· All subpoenas must be forwarded to the program director as soon as possible. 
· Any program staff who have contact with the entity or individual who sent the subpoena may not provide any information about the survivor, including whether the survivor is known to the program or has received services from the program. 
· A program staff person, in coordination with the director, will attempt to notify the survivor that the program has received a subpoena for their information. 
· The program staff should discuss with the survivor what information or records are requested, what the potential risks and/or benefits to releasing the information may be, including consequences of releasing information to an entity or individual who is not required to keep it confidential. 
· This will allow the survivor to make an informed decision about whether to release the records or information. 
· If the program is unable to reach the survivor, confidentiality will be maintained unless there is a court order, signed by a judicial officer, to release the information. (Note: a subpoena is not a court order). This includes objecting to the subpoena. 
· Many programs are successful in objecting to the subpoena by having a conversation (without revealing confidential information) or writing a letter detailing their confidentiality obligations that prevent them from revealing the requested information or records.
· In the event further action is necessary, the program will consult with legal counsel and file all necessary court motions or objections. This may include having an attorney appear in court on behalf of the program to argue any motions filed. 
· The program should keep the survivor informed at every stage of the process, and if the program was initially unable to reach the survivor, should continue to make attempts to reach them. 

This example is not intended as legal advice, nor does it provide legal advice. It may not address requirements of your specific jurisdiction or agency - consult with an attorney if you need specific legal advice. 
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