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Introduction



John Rokenbrod

• Software and Records Analyst, RMO with Bryan ISD
• 2018 Laserfiche K-12 Education Influencer of the Year

john.rokenbrod@bryanisd.org

(979) 209-1108

@johnrokenbrod

john-rokenbrod



John Rokenbrod

Former
• Teacher
• Department Chair
• Assistant Principal
• High School Principal
• Elementary School Principal
• Central Office Utility Player



Bryan ISD

Source: https://www.bryanisd.org/apps/maps/

Two time Laserfiche Run Smarter Award finalist

2019 MCCi Excellence Award recipient

~ 453 square miles

22 campuses, a CTE Center,  and 
a Juvenile Justice Center

~16,000 students

~2,800 full and part-time employees

https://www.bryanisd.org/apps/maps/


Objectives
• Help audience members see why process automation is a  

worthwhile endeavor
• Share information regarding available tools
• Provide audience members with ideas that they can use to 

automate their own processes



Overview of Bryan ISD’s 
Court Order and 

Records Request/Subpoena Data



Records Requests and 
Subpoenas

Processed > 170 Records Requests and 
Subpoenas for Records
• Included Requests Primarily for:

• School Related CCTV Video
• Bus Video
• Student Records for Custody and/or Child 

Support Cases
• Student Records for School Related and 

Outside Criminal or Civil Cases
• Records Requests From Outside Agencies

2018-2019 School Year
(not including public information requests and TREX & other ‘typical’ student record transfer transactions) 



Records Requests and 
Subpoenas

• Requesters Included: 
• Bryan Police Department School Resource Officers 

(SROs)
• Other Law Enforcement Agencies
• Brazos County DA’s Office
• Individuals/Their Attorneys 
• Department of Family and Protective Services (DFPS)
• Other Educational Institutions or Agencies

2018-2019 School Year (not including TREX & other ‘typical’ records transfer transactions) 



Court Orders to Seal/Expunge Juvenile 
Records

2018-2019 School Year

• Processed > 430 Orders to Seal or Expunge Records
• Issued by the Brazos County District Clerk’s Office
• Received by Bryan ISD’s RMO and the General 

Counsel’s Assistant via Email



State of Processes Before the 
Use of ECM Tools

• More time consuming
• Multiple personalized emails
• Manually created evidence affidavits 
• Phone calls when records were ready

• Easy to miss submitted materials in email chains



Tools That Bryan ISD 
Uses to Process Records

• Hardware
• Software (including web based tools)



Digital Tools Used by Bryan ISD to Centralize and 
Streamline Records Processing

Sources: adobe.acrobat.com, https://apps.apple.com/us/app/turboscan-document-scanner/id1017559099, barebones.com, http://www.eduphoria.net/, drive.google.com, Laserfiche.com, 
https://www.powerschool.com/solutions/school-district-management-software/efinanceplus/, https://www.powerschool.com/solutions/student-information-system/eschoolplus-sis/,

https://apps.apple.com/us/app/turboscan-document-scanner/id1017559099
http://www.eduphoria.net/
https://www.powerschool.com/solutions/school-district-management-software/efinanceplus/
https://www.powerschool.com/solutions/student-information-system/eschoolplus-sis/


Other Available Tools
or 

Resources



Other ECM/Content Services Systems

Source: https://www.gartner.com/reviews/market/content-services-platforms

https://www.gartner.com/reviews/market/content-services-platforms


Other School/District Administration Software

Sources: https://www.g2.com/categories/k-12-student-information-systems?order=g2_score#product-list, https://tea.texas.gov/Reports_and_Data/Data_Submission/Texas_Records_Exchange_(TREx)/Texas_Records_Exchange_(TREx)/, 
https://www.frontlineeducation.com/, http://www.eduphoria.net/, https://login.schooldude.com/mlogin

https://www.g2.com/categories/k-12-student-information-systems?order=g2_score#product-list
https://tea.texas.gov/Reports_and_Data/Data_Submission/Texas_Records_Exchange_(TREx)/Texas_Records_Exchange_(TREx)/
https://www.frontlineeducation.com/
http://www.eduphoria.net/
https://login.schooldude.com/mlogin


Process 
Overviews



Process Overviews
• Serving of Subpoenas by Outside Law Enforcement 

Agencies

• BISD Staff Member’s Acknowledgement of a Subpoena 
to Appear

• Records Requests and Subpoenas

• Orders to Seal or Expunge Records



Serving of Subpoenas 
by SROs and the

Brazos County 
District Attorney’s Office 



Serving Subpoenas

Why use an ECM based process?
• Keep the focus on instruction
• Remove a disruption/distraction
• Fluidity of the school day
• Reduce SRO off-site time 
• Availability of district based staff



Serving Subpoenas 
• Online submission 
• Review and approval/denial/request for clarification
• Routing to a staff member
• Routing to the district’s RMO
• Documentation of receipt and planned compliance



Bryan ISD Staff Member’s 
Acknowledgement 

of a Subpoena to Appear
• The Staff member

• Follows the instructions in the subpoena
• Clicks on a link in the email to acknowledge receipt to the General 

General Counsel’s Office



Processing 
Records Requests

and
Subpoenas for Records



Why Does Bryan ISD Use Digital Tools to Centralize the 
Processing of  Records Requests, Court Orders, and 

Subpoenas?
• The large number of requests received and items processed

• Multiple locations and digital platforms

• Ensure consistency of supplied materials

• Reduce task duplication

• Improve tracking of task completion

• Reduce disruptions to campuses

• Reduce time spent by other staff members

Source: https://www.bryanisd.org/apps/pages/index.jsp?uREC_ID=181674&type=d&pREC_ID=377894

https://www.bryanisd.org/apps/pages/index.jsp?uREC_ID=181674&type=d&pREC_ID=377894


Processing Records Requests and Subpoenas for Records

Process Overview

• RMO or General Counsel’s assistant starts a Laserfiche Forms process
• They enter information and attach documents

• Selected options guide which fields appear
• Tasks are assigned to some staff members based the selected options
• Staff members with task assignments can upload materials to the form



Processing Records Requests and Subpoenas for Records

Process Overview

• Emails can be sent to multiple other individuals
• A page count is automatically calculated
• An evidence affidavit (business affidavit) is automatically created
• Submitters may receive an email from the process when their packet is ready
• Process concludes after the completed packet is out of the district’s possession



Processing Records Requests and Subpoenas for Records
Section 1: The individual named in the submitted document 

Student & Student Information



Processing Records Requests and Subpoenas for Records
Section 2: Due Date, Requester and Processor Information, and Disclosure 



Processing Records Requests and Subpoenas for Records

Section 3: Attachments



Processing Records Requests and Subpoenas for Records
Section 5: Information Needed

Additional fields may appear 
based on Yes answers

The Notes section is where I share any 
particulars beyond the checkboxes & drop 
downs.

This information also appears in task 
assignment messages and emails that staff 
members receive.



Processing Records Requests and Subpoenas for Records
Section 5: Information Needed

Table field for noting what CCTV footage
is needed 

It appears if CCTV Video Required? is Yes



Processing Records Requests and Subpoenas for Records
Section 5: Notification Emails

Each supervisor’s email address will auto-populate if their first and last name match the employee database

The process can email two principals (or other supervisors)



Processing Records Requests and Subpoenas for Records
A request/subpoena branches off in one of three directions

RMO can complete 
without assistance

Subpoena for video and the 
RMO can complete without 
assistance

Other staff members need 
to contribute materials



Processing Records Requests and Subpoenas for Records
Section 5: Notification Emails

Email that a principal receives regarding a 
records request or subpoena

Emails that other staff members receive 
contain similar text



Processing Records Requests and Subpoenas for Records
Section 8: Record Upload Tasks Assigned to Staff Members  

Form 8A: Student Records Clerk

9 different sub forms exist so staff 
members in different roles can 
upload/attach needed materials

Only the RMO/process admin and the 
staff member assigned a particular task 
can see what that staff member attaches 



Processing Records Requests and Subpoenas for Records
Section 9: Preparation by the RMO/Process Administrator

Automatically calculated based on what is added 
by process contributors 

Automatically calculated based on what 
appears in the two fields above it 

Entered by the RMO

Entered by the RMO



Processing Records Requests and Subpoenas for Records
Section 10: RMO Attaches the Signed & Notarized Affidavit to the Process

The RMO signs and dates the Laserfiche form after attaching the completed affidavit



Processing Records Requests and Subpoenas for Records
Section 10: The Requester May Automatically Receive an Email When Their Packet is Ready



Processing Records Requests and Subpoenas for Records
Section 11: Documentation of the Pickup or Delivery of Materials and Save to Repository  

The process is not complete until the requested materials are in the possession of the requester.



Processing
Court Orders

to 
Seal or Expunge 

Records



Processing Court Orders
to Seal or Expunge Records

• District receives an order to seal records via email from the local court clerk

• RMO checks various systems to determine if they believe that the district is in 
possession of records that meet the order

• RMO starts a Laserfiche Forms process and selects options that guide task 
assignments

• Staff members remove/seal/mask materials and attach evidence of task completion 
to the form



Processing Court Orders
to Seal or Expunge Records

The RMO prepares one of two types of agency verification forms depending on whether 
or not the district is in possession of materials that meet the order

• No record exists verification forms are emailed from the process to the 
submitting court clerk

• Records found orders are printed and delivered to the clerk’s office  



Court Orders to Seal or Expunge Records



Processing Court Orders to Seal or Expunge Records
Section 6: Process Determinations By the RMO

Same starting form as subpoenas and records requests

This question appears in Section 6 when processing a seal or expunge records order



Processing Court Orders to Seal or Expunge Records
Section 9: Record Cannot Be Sealed



Processing Court Orders to Seal or Expunge Records
Section 7: The District May Be in Possession of Records That Need to be Sealed or Expunged

Tasks may be assigned to any of the 9 individuals/groups previously mentioned

The district’s student information system (SIS) administrator may also be assigned a task



Processing Court Orders to Seal or Expunge Records
Section 9: Records Have Been Sealed



Summary



Q & A

john.rokenbrod@bryanisd.org

(979) 209-1108

@johnrokenbrod

john-rokenbrod
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