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LEGAL SERVICES

Statement of Purpose

The Purpose of this Administrative Regulation is to delineate the roles, responsibilities, and
lines of authority for all attorneys providing legal services to the District.  This Administrative
Regulation underscores that any and all attorneys who provide service to the District do so
through the Superintendent, who consults with the Board of Education. 

Duties and Responsibilities of Attorneys 

The primary role of all attorneys retained by the District is to provide counsel and
representation on an as-needed basis as requested by the Superintendent or designee,
and through the Superintendent to the Board of Education. 

Such counsel and representation may include, but is not limited to, preparation of
documents and arguments pertaining to litigation; rendition of legal opinions; attendance
at Board of Education meetings; document preparation for Certificates of Participation, the
sale of General Obligation Bonds and the resulting project construction thereafter;
personnel matters; and, drafting of other legal documents, policies, rules, and regulations.

The Superintendent shall determine the appropriate law firm to retain and assign specific
litigation (anticipated and existing) for resolution of a specific issue and make such
recommendation to the Board for approval.  That law firm or specific attorney will report to
the Board of Education through the Superintendent.  

All attorneys will warrant/verify to the Chino Valley Unified School District that they are
specially trained, experienced, and competent to perform quality legal representation as
delineated in any Agreement for Legal Services. 

Line of Authority

In all matters, except disputes between the Superintendent and Board of Education,
attorneys will report to the Board of Education through the Superintendent.

Access to Attorneys

The following positions are authorized to contact attorneys and request counsel or
representation:

1. Board Member (upon consensus of the Board majority);
2. Superintendent of Schools;
3. Deputy Superintendent;
4. Associate Superintendents; and
5. Assistant Superintendents
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Methodology and Procedure for Selection of Legal Counsel

The Superintendent will select and recommend to the Board of Education for approval,
attorneys or legal firms deemed competent to perform the legal duties and responsibilities
as delineated by the District.  Annually, the Superintendent will present to the Board for
approval a list of attorneys and legal firms and their areas of specialty. 

To establish the approved list of attorneys, the District will require all attorneys or legal firms
interested in providing services to the District to submit an annual proposal that provides
for the following:   

1. Services to be Rendered by Attorney;
2. Legal Firm Representative;
3. Payment – Terms and Rate Schedules;
4. Hold Harmless Agreement;
5. Assignment of Cases;
6. Binding Arbitration;
7. Termination;
8. Notices;
9. Conflicts of Interest;
10. Legal Status; and
11. Ability to Provide Timely Responses.

In the selection and allocation of work to attorneys, the Superintendent will consider the
following criteria:

1. The scope of legal services required;
2. The expertise of the attorney;
3. The availability of attorney and support staff;
4. The need for special qualifications or expertise, such as special education,

construction, or personnel matters; 
5. The general expectations of the District;
6. Any areas of possible conflicts of interests;
7. The ability to predict with some degree of certainty the potential time and cost

involved with the course of action selected; and
8. The established track record of the attorney.

The following are additional criteria to be utilized when selecting an attorney:

1. Ability to work in concert with administration;
2. Ability to establish trust with the administration;
3. Ability to coordinate with District staff, when appropriate;
4. Ability to determine at the outset what the District’s specific goals are for the particular

matter;
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5. Ability to communicate well and often with the Superintendent or designee regarding
the progress and status of matters assigned; 

6. Proficiency in evaluating matters realistically and early on to determine whether they
should be settled or pursued; 

7. Willingness to provide detailed billings; and
8. Willingness to avoid duplication of effort with other attorney or administration.

Fees and Billing Procedures

Whenever possible, the Superintendent (District) will establish contracts that include a flat-
rate (retainer) with the chosen attorney for each specific legal issue assigned.

In the event the District enters into a fee for services contract, each attorney or legal firm
shall submit a dated monthly invoice detailing by each case assigned/billed the following:

1. Date of service provided;
2. Specific citation of service provided;
3. The name of the District administrator receiving the service provided;
4. The amount of time attributed to the service provided;
5. The name/initials of the attorney or legal staff member providing the service; and
6. A sub-total for each case assigned/billed.

Further, each monthly invoice shall include in table format the following:

1. The hourly rate for each attorney and legal staff member who performed a service
during the billing period; and

2. A sub-total for each case assigned/billed, and a total amount billed.

It is the responsibility of the Superintendent or designee to ensure that the submitted
invoice is consistent with and accurately reflects the work agreed upon and performed.  Any
disputes will be resolved between the attorney and the Superintendent or designee. 

Procedures for Requesting Legal Opinions by the School Board Members and
Superintendent

The Board of Education through the Superintendent, Superintendent or designee may, at
any time, request a written legal opinion from any attorney on the approved list.
Subsequently, the attorney will expeditiously provide the opinion and any supporting
documentation necessary to fully respond to the request.  

At no time will a Board member, as an individual, contact any attorney and request a legal
opinion or advice, unless consensus is reached by the majority of the Board.  



AR 9124(d)
LEGAL SERVICES continued

Requests by members of the District staff for legal opinions are limited to matters of official
concern to their appropriate department and will be made through the appropriate
Assistant, Associate, or Deputy Superintendent.  All requests are to carry the signature of
the appropriate Superintendent.  

Evaluation and Termination of an Attorney 

The Superintendent will annually evaluate the performance of all attorneys on the approved
list and present an informational report to the Board of Education.  Such evaluation will be
completed and submitted to attorney no later than the first day of the second quarter of the
fiscal calendar. 

The Superintendent will make this report prior to recommending to the Board of Education
an approved list of attorneys for the subsequent fiscal year.  The report may include, but
is not limited to, the criteria to be used in considering the termination of the attorney’s
Agreement for Legal Services, as follows:

1. Failure to respond within a reasonable time;
2. Lack of thorough preparation;
3. Failure to disclose potential conflict of interest; 
4. Unsatisfactory billing practices; 
5. Failure to act in District’s best interest; 
6. Improper disclosure of confidential information; 
7. Failure to advise on all options available; 
8. Failure to keep the governance team informed; and
9. The attorney should be working closely with key staff, not individual board members,

to handle the day to day legal issues of the school district.

Notwithstanding the above criteria, the Board of Education or Superintendent (District)  may
choose, for any reason or for no reason, not to use the services or to stop using the
services of any attorney on the approved list.  By definition, an attorney is a private
contractor, not a District employee, and as such has no expectation of utilization of his/her
services.

Further, the attorney or the Board of Education or Superintendent may terminate any
Agreement for Legal Services upon thirty (30) days written notice, one to the other.  The
attorney and the Superintendent shall sign any documents reasonably necessary to
complete the attorney’s discharge or withdrawal.

Property Rights

All files and/or documents retained by the attorney relating to District representation are
and remain the District’s property, as the client, except for the attorney’s internal and/or
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administrative documents, such as attorney time sheets.  The District may have access to
these materials at any time, and the attorney acknowledges its obligation, upon the
District’s demand, to deliver the District’s file to the District, at or after the termination or
conclusion of the attorney’s services.  In the event the District chooses to change
representation to another attorney, the District will provide to the attorney written notice
authorizing the transfer of District files. 

All attorneys contracting with the District will ensure that all records, communications,
findings, and other work product are classified as confidential, attorney client privilege, or
attorney client work product as appropriate.  Attorneys shall ensure appropriate access,
transmittal, storage, and destruction of said product, as appropriate.

The District and attorney are responsible for complying with all applicable record retention
schedules as identified through the District’s record retention polices, applicable education
code, federal and state law, or federal or state regulatory requirement.  At no time will
records be destroyed outside these criteria.
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