
Volunteer Legal Services Program / Eviction Defense Collaborative 

Courthouse LL/T Project

Attorney of the Day

Outline of Procedure for Volunteers

Volunteer Shift: 12:45- 4:30pm

I. Day of Your Volunteer Shift:
1.
At 12:45pm on the day of the settlement conference, please report to Room 208  - Access Center.

2.
From 12:45-1:00pm, in the hallway outside Access, VLSP and EDC staff will answer your questions, distribute client files, and go over the paperwork that you will be completing with your clients. 

3. From 1:00-1:25pm you will begin meeting with your clients.  During that time, if 2 or more of your clients are present, your main focus should be on executing the  “Notice of Limited Scope Representation” form as well as the Retainer Agreement.  

4. Completing the forms:

a. Retainer Agreement: have the client read through it while you fill in the Limited Scope Representation form.

b. Limited Scope Representation form:  We have already completed portions of the form for you, so you fill in the appropriate client and case information.  Sign at the bottom of page 1 but do not sign the bottom of page two, yet.

c. Review the forms with the client; explain that you will only be representing him/her for that one settlement conference.

d. Fill in the Retainer Agreement.  Both you and the client should sign at the bottom

e. Show the client the Limited Scope Representation form, explain that the form will be filed with the court, have the client sign at the bottom of page one.

f. Give the completed and signed forms to the VLSP/EDC person who will make copies.  Once the copies are made one will be given to the client, one to you to serve on the opposing party, and you will sign on page two of the original and return it to the VLSP/EDC person to file.  Your signature on page two verifies that you served the opposing party.  (The form will not be filed until the VLSP/EDC person has confirmed with you that service occurred.)

5. At 1:25pm – Proceed to Room 218, with your clients, sign in with the court clerk explaining that you will be the limited scope attorney for your clients.

6. At 1:30 pm in Dept. 218, Commissioner Kaplan will explain to the parties that pro bono attorneys are available to represent in pro per litigants during the settlement conferences if they wish.  Depending on whether some cases settle, or some parties fail to appear, Commissioner Kaplan may rearrange the assignment of cases to pro tems judges, listen carefully to determine where your cases are assigned.

7. It is the Court’s preference that a volunteer attorney be assigned to each pro tem judge.  Therefore if any cases are reassigned, those clients will be handled by the volunteer attorney assigned to the pro tem judge assigned to that case.  So there may be volunteer and client re-assignments at after the 1:30pm roll call.  

8. After Commissioner Kaplan is finished, if there were no changes to your clients’ pro tem judge assignment you and your clients can proceed to the department where your settlement conferences will be held.  At this point you can meet with your clients and discuss in more detail the facts of their case.  You can also serve the Limited Scope form on the opposing counsel  

9. If after Commissioner Kaplan is finished, you think your case(s) were re-assigned or one of your clients has just shown up, please step out in to the hall where volunteer attorneys, and VLSP and EDC staff will gather to confirm volunteer/client assignments.  

a. At this point, if your clients have been changed or you are just meeting one of your clients, you’ll need to begin completing the Limited Scope Representation form and Retainer Agreement with your new client(s).    

b. Once those forms are completed give them to the VLSP/EDC person who is making copies.  When the copies are made that person will then find you for distribution to you and your client. 

c. You and your clients can then proceed to the department where your settlement conferences will be held.  At this point you can meet with you clients and discuss in more detail the facts of their cases.  Once you receive a copy of the Limited Scope form you can serve it on the opposing counsel  

10. The Settlement Conferences will then proceed as usual.  Generally the pro tem judges will walk out into the hall, identify the parties of the cases they will be hearing, and then determine who is ready to begin.  If you need more time to consult with your client, let the pro tem know that.  Also keep in mind that you are your client’s attorney so opposing counsel should not be speaking to your client.  They should only speak with you.  

11. If you need advice during the settlement conference process, the VLSP staff attorney or experienced volunteer you will have met at 12:45pm will be available in the hallway.  

12. When your client’s settlement conference has concluded please:
-     ask your client to complete the Evaluation in the file,

-     you complete the Case Outcome sheet in the file, 

· place the completed Evaluation and Case Outcome sheet in the file and return all files to room 208- Access.  (If the door is locked please knock and one of the court staff members will take the file from you or give the files to a VLSP or EDC staff person.)

THANK YOU FOR VOLUNTEERING!


1 –Volunteer Procedures

