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Attorney Clinic Procedures Checklist
1. Introduction

a. Introduce organization and self – explain legal/spiritual nature of counseling; explain that attorney’s services are on a volunteer basis; ask to open in prayer.

b. Discuss process and limited scope of representation – ensure client knows this is not a continuous engagement of legal services.   

c. Discuss confidentiality – can be waived if another party is present.  Secure written commitment to confidentiality from any translator who may be present.
d. Complete client information section of Intake Form.
e. Explain and ask client to sign Disclosure, Authorization, and Consent Form.
2. Counseling

a. Ask client to discuss the nature of legal problem and what he/she perceives the legal issues to be – be patient; listen carefully; allow client to vent frustrations.

b. Ask questions and for clarification, as needed.  Include gentle inquiry about conditions that may relate to spiritual causes of problems.

c.   Complete fact/legal problem portion of Attorney Intake Form.
d. Consult desk reference legal manual, if needed – see if there are specific answers to clients’ questions/issues.

e. Call back-up lawyers for assistance, when needed and available. 
f. Consult referral list for appropriate referrals.

g. Consider spiritual counseling and sharing the Gospel message. 

3. Conclusion

a. Complete referral form for clients as needed.

b. Explain whether legal services will continue or whether this concludes the services.
c. Ask if clients have any questions.

d. Complete Attorney Intake Form.  

e. Ask to end in prayer. 

f. Arrange for copies to be made of both intake forms and any information provided by clients.
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