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I.

PURPOSE
To establish a notification process whereby Social Services Agency (SSA) will apprise County Counsel
and CEO/Risk Management that a client, or other potential litigant, has initiated a claim against SSA,
has initiated litigation or has retained an attorney and/or is threatening litigation against the SSA.

II.

POLICY

SS
A

________________________________________

SSA must notify County Counsel and CEO/Risk Management when a claim, summons, complaint, or
other notification of a claim or lawsuit against the Agency and/or the employee in his or her capacity as
an Agency employee is received and when a client or any other potential litigant states that (s)he has
retained an attorney or if a client is represented by an attorney in such a claim or lawsuit. The Agency
employee must advise the potential litigant that he/she cannot discuss the case and that the potential
litigant’s attorney should contact County Counsel directly to discuss the correct process for SSA to
lawfully respond. The SSA employee should avoid interacting with the potential litigant directly, except
in the course of their normal duties.

________________________________________
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PROCEDURE

Written Notices:
If an employee receives a complaint or other notification that the Agency and/or employee is part of a
lawsuit, the employee must record the date and time the document was delivered, the name and
telephone number of the person who delivered the document, and the substance of any conversation that
occurred between the person who delivered the document and the person who received the document.
After that information has been recorded the employee must immediately notify his/her
chain-of-command and the assigned SSA Custodian of Records, and forward the paperwork (e.g.
complaint, notices, etc.) to the assigned SSA Custodian of Records (Attachment A). The SSA Custodian of
Records sends copies of all received complaints to CEO/Risk Management and/or County Counsel, and
retains a copy for the Agency records.
Additional guidelines for receiving specific written legal matters are found in the Administrative Policies
and Procedures, E 6, Subpoenas, Public Records Act Requests, Claims, and Lawsuits.
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III.

Verbal Notices:
When an SSA employee is verbally notified by a litigant, attorney or by anyone working on behalf of a
litigant or attorney, such as an investigator, that a client or any other potential litigant has retained an
attorney and/or has threatened litigation, the employee and supervisor shall follow the guidelines below:
A.

B.

SSA Employee
1.

Asks the caller for the name and phone number of the attorney.

2.

Advises caller that the attorney should notify County Counsel (714-834-3300) for any
potential litigation, or file a claim using the electronic claim form available at the Orange
County Internet website at http://www.ocgov.com from the drop down menu, “How do I… file
a claim” or call the CEO/Risk Management at 714-285-5500.

3.

Notifies his/her supervisor. If appropriate, notifies the Custodian of Records at 714-541-7405
that an attorney has been retained and/or there has been a threat to litigate.

4.

Documents conversation and any action taken on client’s or potential client’s file.

SSA Supervisor
SSA Supervisor shall consult with his/her chain-of-command about the threat and do the following:

1.

Prepare the memorandum, directed to County Counsel, for Division Director’s signature with
the following information:
a.

Case name and number (if potential litigant is a client).

b.

Brief statement on the background of the case (if potential litigant is a client).

c.

Brief statement as to the reason the potential litigant has threatened to sue.

d.

If available, name and phone number of attorney that litigant has retained.

e.

The detailed information of when and how the document was served on SSA or the
employee.

2.

Forwards memorandum to the appropriate Program/Administrative Manager.

3.

Advise caller to notify County Counsel, if contacted directly by a litigant, attorney, or by
anyone working on behalf of a litigant or attorney, such as an investigator.

C.

Program Manager
Reviews and forwards the memorandum to the appropriate Division Director or designee through
the chain-of-command.

D.

Division Director
Signs the memorandum.

2.

Forwards original memorandum to County Counsel.

3.

Forwards a copy of the memorandum to CEO/Risk Management and assigned SSA Custodian
of Records.

4.

Forwards a copy of the memorandum to the Agency Director.
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1.

In the event there is insufficient time to notify County Counsel and/or CEO/Risk Management
by a memorandum, the SSA supervisor should notify County Counsel and/or CEO/Risk
Management directly with pertinent information, and follow this action by the original
memorandum.

________________________________________

A.
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ATTACHMENTS

Contact List: SSA Custodian of Records
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III.

