Family Law Volunteers

Draft:  Job Description

Primary responsibilities:  The Family Law volunteer’s primary responsibility is to greet family law customers, and to interview customers to determine customer need and basic case facts.

Specific tasks include:
· Helping customers locate an existing case
· Copy documents, at customer request
· Pull files, at customer request
· Determine if a customer has an attorney of record
· Determine income of the customer
· Determine if child support is an issue to assess family law facilitator eligibility
· Accept applications for restraining orders
· Distribute both signed and denied restraining orders
· Explain the concepts of “notice” and service”
· Point out required court appearances
· Present options for further assistance by:
1. referring to appropriate resource center;

2. providing information about various packets/forms available for purchase; and

3. referring to self-help websites and self-help books.

Skill requirements:
In addition to completion of the Court’s Family Law training program, volunteers need to be able to:

· access limited information using the Court’s computer programs

· listen and determine customer need

· make appropriate referrals

· not provide any legal remedies or issues

· not provide personal advice or recommendations

· refer existing cases to Family Law staff

· determine when further assistance/supervision is needed

· write legibly when completing assessment form

The Family Law manager may add additional tasks as proficiencies are demonstrated, or additional training is provided.

