
DID YOU KNOW? 

Department of Behavioral Health
Office of Compliance – Medical Records

www.SBCounty.gov

If a process server presents with a subpoena, DBH staff should not accept service for another individual but must 

assist the process server with identifying the appropriate person or location to serve the subpoena as detailed below:

• Subpoenas requesting only DBH client Medical Records and Grand Jury requests are to be directed to DBH 

Medical Records located at 850 East Foothill Blvd, Rialto.

• Subpoenas requesting only Billing Records are to be directed to DBH Business Office located at 303 East 

Vanderbilt Way, San Bernardino.

• Subpoenas for individual DBH employees must be personally served and accepted by the intended person, if 

the employee is not available the employee’s supervisor should be contacted.

• DBH employees who receive a subpoena to testify in court regarding a current or former DBH client need to 

notify their immediate supervisor who will obtain further guidance from DBH Medical Records or the Office of 

Compliance. 

• Under no circumstances are staff to confirm client status and/or provide any information to external parties 

regarding a client served through the DBH system of care, including those served by DBH contracted agencies.

• All inquiries involving law enforcement are to be immediately reported to Office of Compliance at (909) 388-0879 

or Compliance_Questions@dbh.sbcounty.gov. 

• All inquiries regarding reproductive health information are to be forwarded to the Medical Records 

Supervisor/Custodian of Records at (909) 421-9350 or DBH-MedicalRecords@dbh.sbcounty.gov. 

Refer to DBH Subpoena of Medical Records Policy (COM0902) and the attached job aid for further information

For questions, please contact Medical Records at (909) 421-9350 or the Office of Compliance at (909) 388-0879

Did you know a subpoena is a summons that  may order you to appear before a court?

mailto:Compliance_Questions@dbh.sbcounty.gov
mailto:DBH-MedicalRecords@dbh.sbcounty.gov
https://wp.sbcounty.gov/dbh/forms/
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    Subpoena 

Question If Then 

 
Should I accept service of a Subpoena? 

DO NOT ACCEPT SERVICE! 
If the process server is attempting to serve 
you, do not sign or accept any documents. 

Inform the process server you will assist 
him/her to the appropriate person or 

location to serve the Subpoena. 

Ask the process server the 
name of the subpoenaed 

individual or entity and direct 
them to the appropriate 

location. 

     
Which DBH employee is named on the 

Subpoena? 

If this request is for a DBH employee and the 
Subpoena is for “Appearance Only” 

DO NOT ACCEPT SERVICE 
*Subpoenas must be personally served to 

the appropriate person 

Refer the process server to 
the DBH employee. If the DBH 
employee is absent, refer the 

process server to the 
employee’s supervisor. 

 

 
Is the Subpoena for Medical Records only? 

If this request is for Medical Records only 
DO NOT ACCEPT SERVICE 

Refer the process server to 
Medical Records 

850 E. Foothill Blvd. 
Rialto, CA 92376 

909 421-9350 

 
Is the Subpoena for Appearance and Medical 

Records? 

If this Subpoena is for a DBH employee and 
Medical Records 

DO NOT ACCEPT SERVICE 

Refer the process server to 
the DBH employee. The DBH 
employee shall then forward 

a copy of the subpoena to 
Medical Records  

850 E. Foothill Blvd. 
Rialto, CA 92376 

909 421-9350 

 
Is the Subpoena for Fiscal Records only? 

If the Subpoena is for Fiscal Records of a DBH 
client only 

DO NOT ACCEPT SERVICE 
 
 

Note: if the subpoena is for Fiscal Records 
and Medical Records and/ or DBH employee 

Refer the process server to 
DBH Fiscal Services located in 

the Administration Office  
550 E. Hospitality Lane 

San Bernardino, CA 92408 
Refer the process server to 

Medical Records 

 
Is the Subpoena for Other DBH Department 

Records? 

If the Subpoena is for Other DBH records 
DO NOT ACCEPT SERVICE 

Refer the process server to 
the Office of Compliance 

located in the  
Administration Office  

550 E. Hospitality Lane 
San Bernardino, CA 92408 

 

If you have additional questions  refer to 
COM0902 Subpoena of Medical Records 

Policy 
or 

Call the Office of Compliance 
at (909) 388-0879 

Or DBH Medical Records 
At 909 421-9350 

 

https://wp.sbcounty.gov/dbh/wp-content/uploads/sites/121/2025/01/COM0902-Subpoena-of-Medical-Records-Policy_Final_12.23.24.pdf?x62087
https://wp.sbcounty.gov/dbh/wp-content/uploads/sites/121/2025/01/COM0902-Subpoena-of-Medical-Records-Policy_Final_12.23.24.pdf?x62087
http://www.bing.com/images/search?q=You've+Been+Served+Image&qpvt=You've+Been+Served+Image&FORM=IQFRML#view=detail&id=18C0D98486ACF35A6A87B1A28DB5FBB3E3F5CB53&selectedIndex=139
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This is the Court address where the 
Subpoena was filed 

Person being sued 

Date to appear Time to appear Witness must appear at this address 

Person who filed court case 

If the Petitioner is represented by an attorney, the attorney 
name and contact information will appear here. 

X 

The Medical Records Supervisor or Designee will produce the records in Court if the Court so orders. Or 
Name of DBH employee for appearance.  

DBH employee name who is being subpoenaed   

There are several types of Subpoenas. This is the most common type DBH receives.  

Sample Subpoena 
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