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LI TI GATI ON MANUAL

Priority Setting

Wthin the types of unrestricted cases that can be handl ed by
LSNF, priorities are established through a priority setting
process that involves: (1) recomendations froma group
consisting of client nenbers, social service agency enpl oyees
within the service area and other comunity organi zati on nenbers,
(2) review of those recommendati ons and additi onal
recommendati ons of LSNF staff, and (3) final review and approval
of all recomendations by the LSNF Board of Directors.

This process is conducted periodically, but the list of
priorities is reviewed annually.

| npl enent ati on of established priorities is acconplished through
comunity education efforts (T.V. and radio PSA s
representations to community groups, etc.) and through case
accept ance procedures.

The current list of priority areas by order of preference is
at t ached.



STATEMENT OF PRI ORI TI ES AND
PROCEDURE FOR ASSESSI NG FUTURE PRI CRI Tl ES

| nt r oducti on

The board adopts the recommended priorities of the Legal Services
Corporation as foll ows:

Support for famlies.

Preserving the hone.

Mai nt ai ni ng econom c stability.

Safety, stability and health.

Serving popul ations with special vulnerabilities.

hRONE

The board of directors specifically recognizes the case codes as
delineated as falling within the priorities listed and instructs
the offices to take into consideration as one of the factors for
pur poses of case acceptance the cases acconpani ed by asterisks as
one of the top three needs specifically identified by a focus
group in their respective areas.

TALLAHASSEE :

Support for famli es:

30 Adoption
31 Custody/Visitation
* 33 Cuardi anship
35 Parental rights term nation
* 38 Chil d/ Spousal support (when representation is not avail abl e
fromthe Departnent of Revenue)
42 Negl ect ed/ Abused dependent
36 Paternity
39 Gther Famly
49 O her Juvenile

Preserving the Hone:

61 Federal ly subsi di zed housi ng
* a) defending evictions
62 Honmeowner shi p/ Real property
* a) defending nortgage foreclosures
63 Landl ord/ Tenant (other than public housing)
* a) defending evictions
64 O her Public Housing
* 65 Consuner Housing (Exanple: home repair, application for
purchases or repairs, etc.)



69 O her Housi ng
* a) increasing & inproving supply of |ow incone housing

Mai nt ai ni ng Econom c Stability

01 Bankruptcy/ Debtor relief
02 Collection (including repossession/deficiency/garnishnent)
03 Contracts/Warranti es
04 Credit Access
06 Loans/Install ment purchases (other than collection)
08 Unfair sales practice
09 O her Consuner
* 71 WAGES/ Ot her wel fare
11 Education
* 74 Social Security
75 SSI
* 80 Food Stanps
91 Incorporation/Dissolution
93 License (auto and ot hers)
94 Torts
95 WI I s/Estates
* 21 Job discrimnation
* 22 Wage cl ains
29 O her Enpl oynent
72 Bl ack Lung
* 76 Unenpl oynent Conpensati on
77 Veterans' benefits
78 Workers' Conpensation
* 79 O her |Inconme Miintenance
89 Ot her Individual Rights

L I S T

Safety, Stability and Health

07 Public Uilities
32 Divorce/ Separ ati on/ Annul nent
* 37 Spouse Abuse
* 51 Medicaid
33 Guardi anship
* 52 Medicare
59 Gt her Health, including
* a) access to other nmedical coverages
* b) protection of the elderly fromexploitation & abuse
* c) access to proper nedical care & facilities
81 Imm gration/Naturalization (for |egal aliens)
82 Mental Health
84 Physically Disabled Rights
85 WIIs/Estates



QUINCY:

Support for famlies:

30

* 31
* 33

35
38

42
36
39
49

Adopti on

Cust ody/ Vi sitation

Guar di anshi p

Parental rights term nation

Chi | d/ Spousal support (when representation is not avail able
fromthe Departnent of Revenue)

Negl ect ed/ Abused dependent

Paternity

O her Famly

O her Juvenile

Preserving the Hone:

61
a)
62

* Q)
* )

*

63
a)

64
65

69

Federal | y subsi di zed housi ng

def endi ng evi ctions

Honeowner shi p/ Real property

def endi ng nort gage forecl osures

resol ving home ownership & real property disputes
Landl ord/ Tenant (other than public housing)

def endi ng evictions

Q her Public Housing

Consuner Housi ng (Exanpl e: honme repair, application for
purchases or repairs, etc.)

Q her Housi ng

a) increasing & inproving supply of |ow income housing

Mai nt ai ni ng Econom c Stability

* 01
* 02
* 03

* ok X X X X X X

04
06
08
09
71
11
74
75
80
91
93
94
95

Bankr upt cy/ Debt or reli ef

Col l ection (including repossession/deficiency/garnishnment)
Contracts/VWarranties

Credit Access

Loans/ I nstal | ment purchases (other than collection)
Unfair sales practice

O her Consuner, including transportation issues
WAGES/ O her wel fare

Educat i on

Soci al Security

SSI

Food St anps

| ncor poration/Di ssol ution

Li cense (auto and ot hers)

Torts

W1 s/ Estates



* 21 Job discrimnation
22 \\age cl ai ns
29 O her Enpl oynent
72 Bl ack Lung

* 76 Unenpl oynment Conpensati on
77 Veterans' benefits
78 Workers' Conpensati on

* 79 O her |Incone Miintenance
89 Ot her Individual Rights

Safety, Stability and Heal th

07 Public Uilities
32 Divorce/ Separ ati on/ Annul nent
* 37 Spouse Abuse
* 51 Medicaid
33 CGuardi anship
* 52 Medicare
59 Ot her Health, including
* a) access to other nedical coverages
* pb) protection of the elderly fromexploitation & abuse
* c) access to proper nedical care & facilities
81 Imm gration/Naturalization (for "legal" aliens)
82 Mental Health
84 Physically Disabled Rights
85 WIIs/Estates

PANAMA CITY:

Support for famli es:

* 30 Adoption
* 31 Custody/Visitation
* 33 Cuardi anship
35 Parental rights term nation
* 38 Chil d/ Spousal support (when representation is not avail able
fromthe Departnent of Revenue)
42 Negl ect ed/ Abused dependent
36 Paternity
39 Gther Famly
49 O her Juvenile

Preserving the Hone:

61 Federal ly subsidi zed housing
* a) defending evictions
62 Honmeowner shi p/ Real property



69
* a)

def endi ng nort gage forecl osures

Landl ord/ Tenant (ot her than public housing)

def endi ng evictions

O her Public Housing

Consuner Housi ng (Exanple: hone repair, application for
purchases or repairs, etc.)

O her Housi ng

i ncreasing & inproving supply of |ow income housing

Mai nt ai ni ng Econonic Stability

* 01
* 02
* 03

04
* 06
* 08

09
* 71
11
74
75
80
91

*  F X *

93
94
95
* 21
* 22
29
72
* 76
77
78
* 79
89

Bankr upt cy/ Debt or reli ef

Col l ection (including repossession/deficiency/garnishnment)
Contracts/Warranti es

Credit Access

Loans/ I nstal | ment purchase (other than collection)
Unfair sales practice

O her Consuner

WAGES/ Ot her wel fare

Educati on

Soci al Security

SSi

Food St anps

| ncor poration/Di ssolution and assisting client based
or gani zati ons

Li cense (auto and ot hers)

Torts

W1 s/ Estates

Job discrimnation

Wage cl ai ns

O her Enpl oynent

Bl ack Lung

Unenpl oynment Conpensati on

Vet erans' benefits

Wor kers' Conpensati on

O her I ncone Mintenance

O her Individual Rights

Safety, Stability and Heal th

07
32
* 37
* 51
33
* a)
* 52
59

Public Utilities

Di vor ce/ Separ at i on/ Annul nent
Spouse Abuse

Medi cai d

Guar di anshi p

representation of wards

Medi car e

QO her Heal th, including



*

*

a)
b)
81
82
84
85

access to other nedical coverages
access to proper nedical care & facilities

I mm gration/Naturalization (for "legal" aliens)
Mental Health

Physically Di sabled Rights

W | s/ Est at es

FT. WALTON BEACH:

Support for famli es:

* 30
* 31
* 33

35
38

42
36
39
49

Adopti on

Custody/ Visitation

Guar di anshi p

Parental rights term nation

Chi | d/ Spousal support (when representation is not avail able
fromthe Departnent of Revenue)

Negl ect ed/ Abused dependent

Paternity

QG her Famly

O her Juvenile

Preserving the Hone:

*

61

62
a)
63
a)
64
65

69
a)

Federal | y subsi di zed housi ng

a) defending evictions

Honeowner shi p/ Real property

def endi ng nortgage forecl osures

Landl ord/ Tenant (other than public housing)

def endi ng evi ctions

O her Public Housing

Consuner Housing (Exanple: hone repair, application for
purchases or repairs, etc.)

O her Housi ng

increasing & inproving supply of |ow incone housing

Mai ntai ni ng Econonm c Stability

* X X X X

01
02
03
04
06
08
09
71
11

Bankr upt cy/ Debt or reli ef

Col l ection (including repossession/deficiency/garnishnent)
Contracts/Warranti es

Credit Access

Loans/ I nstal | nent purchase (other than collection)

Unfair sales practice

O her Consuner

WACES/ Ot her wel fare

Educati on



74 Social Security
75 SSI
80 Food Stanps
91 Incorporation/Di ssolution
93 License (auto and ot hers)
94 Torts
95 WI I s/Estates
21 Job discrimnation
22 \Wage cl ai ns
29 O her Enpl oynent
72 Bl ack Lung
* 76 Unenpl oynent Conpensati on
77 Veterans' benefits
78 Workers' Conpensati on
* 79 O her |Incone Miintenance
89 Ot her Individual Ri ghts

Safety, Stability and Heal th

07 Public Uilities
32 Divorce/ Separ ati on/ Annul nent
* 37 Spouse Abuse
* 51 Medicaid
33 Cuardi anship
* a) representation of indigent wards
* 52 Medicare
59 O her Health, including
* a) access to other nedical coverages
* b) protection of the elderly fromexploitation & abuse
* c) access to proper nedical care & facilities
81 Imm gration/Naturalization (for "legal" aliens)
82 Mental Health
84 Physically Disabled Rights
85 WIIs/Estates

Popul ati ons with Special Vulnerabilities

LSNF will continue to provide representation to physically

di sabl ed persons regarding their rights (case code 84) as well as
ot her cases affecting themas a population. LSNF will also
continue its outreach efforts to senior citizens; the honel ess;
rural residents; spouse abuse victins; the m grant popul ation;
and, when necessary, victinms of natural disasters.

In order to provide efficient and effective delivery of |egal
services, LSNF will continue to provide representation to client
organi zations; to sponsor pro se clinics; to prepare brochures on
substantive | egal issues for the benefit of the client community;

8



to make presentations to the client conmmunity on | egal topics
requested by the community; to provide advice and referral
through its staff and through PAl volunteers; and to recruit pro
bono vol unteers to handl e cases, provide advice and referral,
assist in pro se clinics, donate funds and engage in other
fundraising for the program sponsor training for other pro bono
volunteers and for LSNF staff, make community presentations, co-
counsel cases with LSNF staff, provide research, devel op
brochures, and assist in updating form pleadings. The program
will also continue to provide training opportunities for its
staff and volunteers, to seek other grants to assist inits

m ssion of providing an opportunity for justice, to devel op and
update form pl eadi ngs and manual s to assist staff in their jobs,
and to track substantive | aw devel opnents on behalf of the client
comunity. LSNF will continue to provide representation to
eligible clients in a variety of forunms, including but not
limted to appellate representati on (when approved by the
executive director), and |legislative and adm ni strative advocacy
wi th non-LSC funds (in situations allowed under current federal

I aw) .

As required by federal law, staff attorneys and paral egal s shal
sign an agreenent to abide by LSNF's priorities in a formsimlar
to that appended hereto.

Procedures for Undertaki ng Energency Cases or Matters

The above priorities shall serve as the established priorities
for the allocation of resources by Legal Services of North
Florida until revision by the board due to either a new needs
assessnment or circunstances that require a revision. Cases
outside of those priorities may be undertaken on behal f of
eligible applicants or applicant organi zations pursuant to
Section 1620.4 in the follow ng situations:

(1)the case or matter presented requires imedi ate | egal
action,

(2)the case or matter involves necessities of life,

(3)the case or matter involves a significant risk to the health
or safety of the applicant or applicant organization or
i mredi ate fam |y nmenbers of the applicant,

(4) i ssues arise because of new or unforeseen circunstances,
such as changes in the |law affecting LSNF s eligible
popul ati on,

(5)a factual scenario is recognized, affecting a | arge nunber
of applicants, that was not known at the tine of
establishing priorities and, within the Act and regul ati ons,
can be addressed by LSNF to benefit eligible applicants,

9



(6)the applicant is unable to negotiate the | egal process due
to disability or a | anguage or cultural barrier, and
significant legal rights or interests would be lost in the
absence of representation,

(7)the applicant's health or safety is at immnent risk,

(8)statute of limtations or other tinme limts inposed by
procedural requirenents will inpact the applicant's ability
to obtain other |egal assistance,

(9)failure to represent the applicant will place LSNF staff at
risk of violating the Code of Professional Responsibility,

or

(10) any other situation exists where the applicant's | egal
rights and interests will be substantially affected in
t he absence of representation or |egal assistance by
LSNF.

Cases falling within the procedure for undertaking enmergency
cases or matters nust be presented to the executive director for
approval (or the senior nost nmanagi ng attorney available in the
absence of the executive director). The executive director (or
senior attorney in her absence) shall take into account the
following factors in deciding whether to approve the request:

1. The tinme period in which action nust be taken to protect the
applicant's interest,
2. The severity of the consequences to the applicant if no

action is taken,

The |ikelihood of success if |egal action is taken,

The capacity of another source of |egal assistance to under-
take the applicant's case,

The effect the problem presented by the energency case or
matter will have on the client community, and

The consequences of diverting resources from existing
priority cases or nmatters.

o 0 AW

A copy of the witten authorization fromthe executive director
(or her designee in her absence) shall be retained in the
client's file and, to the extent the information supporting the
energency is confidential, shall be subject to the attorney-
client privilege and not be released without the client's witten
consent .

Procedures for Establishing and Revising Priorities

The executive director is directed to engage in a needs
assessnment based on an eval uation of avail abl e surveys conducted
by ot her organi zati ons determ ni ng needs of the poverty
popul ati on, census data, and other information relevant to

10



characteristics and needs of the eligible client population. The
director is further directed to include wthin the programs
apprai sal information received frompotential or current eligible
clients and input from LSNF enpl oyees, governi ng body nenbers,
the private bar, and other interested persons (including the
judiciary, social service agencies serving eligible clients, and
ot her organi zations providing services to the client eligible
popul ation). |If necessary the board shall revise the existing
priorities and establish new priorities after considering (1) the
suggested priorities pronulgated by the Legal Services
Corporation, (2) the appraisal conducted as descri bed above, (3)
t he popul ation of eligible clients in the geographic areas
(including all significant segnments of the population with
speci al |egal problens or special difficulties of access), (4)
resources of LSNF, (5) the availability of other sources of free
or lowcost |legal assistance in particular categories of cases or
matters, (6) the availability of other sources of training,
support and outreach services, (7) the relative inportance of
particul ar | egal problens of individual client eligible nmenbers
of the recipient, (8) susceptibility of particular problenms to
solution through | egal processes, (9) whether |legal efforts by
LSNF wi || conpl ement other efforts to solve particul ar problens
inits service area, (10) whether legal efforts will result in
efficient and econom c delivery of |egal services, and (11)
whether there is a need to establish different priorities in
different parts of LSNF' s service area.

11



Case | nt ake

An applicant is informed, upon initial contact with the office,
that he/she can cone to the office and pick up intake forns or
have the fornms nailed to himher. |If mailing is requested, an
applicant is sent a cover letter, an intake form an intake fact
sheet, and a Citizenship Form An instruction sheet (see
attached) describes howto fill out the various fornms. |Intake
for clients seeking assistance fromthe Hotline (available to
resi dents of Leon, Wakulla, Jefferson, Franklin, Gadsden,

Li berty, Cal houn, and Jackson Counties) is perforned over the
phone.

For residents of outlying counties, an applicant has the option
of having intake information sent or scheduling an appointnent in
an office in the outlying county. A list of counties served by
each branch office is attached.

An applicant with an energency can have his/her case expedited
by comng to the office to fill out the necessary forns.

Al'l returned intake fornms are given to the receptionist who
enters the intake information into the database and gives the
information to the (branch) senior attorney for case acceptance.

Al'l case files are required to include signed and conpl et ed
retai ner agreenents except for cases involving brief services and
advice. All cases except hotline cases nust contain a citizen
attestation or alien eligibility form Copies of alien
eligibility forms nust be provided to the director of litigation.
Hot | i ne cases nust contain docunentation that citizenship has
been asked and the client neets LSC eligibility standards.
Victins of battery or extreme cruelty, who are not citizens or
eligible aliens can be served with non-LSC funds for specified
pur poses (but cannot be counted in the LSC CSR)

12



LETTER SENT WITH APPLICATION

Dear

Pl ease find encl osed an application which you recently request ed.
Al'l three pages MJIST be conpleted in order for us to consider
your request for assistance. For divorces and bankruptcies, an
additional two-sided formis attached. An inconplete application
can result in your request being rejected or delayed. Pl ease
read the instructions before you begin.

Once you have conpleted the application, return it to our

Ofice. If you want to drop it off, our office
hours are Monday through Thursday, 8:30 a.m to 5:00 p.m If you
need help filling the application out, bring it into the office
and a staff nenber will assist you.

Applications are reviewed every ;. therefore, your
application nust be received by our office no later than 2:00
p.m on for it to be reviewed.

Once your application is reviewed, a letter will be sent to you
the sane week. The letter will tell you if your request has been
accepted (for full representation or solely for advice or brief
services) or rejected, or if nore information is needed.

If nore information is needed, we will ask you to nmake an
appointnment to neet with soneone on our |legal staff. After your
appoi ntnent, your application nust be re-reviewed. Therefore, it
is inmportant that you provide as nmuch information as possible on
your application.

Again, read the instructions before you begin.

Si ncerely,

Staff Attorney

Encl osure

13



DIRECTIONS

When you apply for services from Legal Services of North Florida, a non-attorney member of our staff will make an
initial screening to determine whether a conflict exists. Please be advised thatscreening your application will not
create a conflict for the other party if he or she applies for services. Also be advised that you will not become a
client of Legal Services of North Florida until a committee reviews your application and a member of the staff signs
a completed retainer agreement, except in emergency circumstances which will be communicated to you.

APPLICATION: Complete the two sections.
CLIENT IDENTIFICATION Section:

Left Side Fill in the following—name, address (where you want to receive your mail), phone number, and
date of birth.

Right Side Check the appropriate box for your sex, race, age group, if you have been a client here (LSNF)
before, if you are disabled, and fill in your social security number. (Ifyou are a U.S. citizen, we
must have your social security number to process your application.)

CLIENT INFORM ATION Section:

Fill in the following information for EVERYONE (relative or not) presently living in your household that contributes
to your household.

NUMBER OF DEPENDENTS-- Total number of adults and children presently living in your household.

TYPE OF APPLICANT-- Place a check mark in the blank which applies to you. Ifyou and several other people are
wishing to apply together, check “Group.”

INCOME-- Fill in the gross monthly amounts of ALL sources of income for EVER YONE presently living in
and contributing to your household. DO NOT TOTAL AMOUNTS. The program will totalit for
you. If thissection is blank, the application cannot be reviewed. If you have absolutely NO
INCOME in your household, so indicate.

EXPENSES-- Fill in the MONTHLY amount of the debts listed below for EVERYONE presently living in and
contributing to your household. DO NOT TOTAL THE AM OUNTS. The program will total for
you.

WORK TRANSPORTATION-G as, maintenance to car, cab fare, etc. (but not car loan payments)

CHILD CARE/SUPP ORT-Monies paid for child care services or for child support payments

MEDICAL/% OF INCOME—Monies spent per month for medical bills not covered by insurance

AGE/PHY SICAL INFIRMIT Y-M onies spent for special needs of an aged person or a person with
disabilities who resides with you (i.e., wheelchair, etc.)

FIXED DEB TS/OBLIGATIONS—-Unpaid taxes from previous years and any outstanding debts if more than

$3000 is owed on the principal. Do not include revolving loan accounts or debts for current taxes,
insurance, jewelry, cars, student loans, or mortgages unless a judgment has been entered.

14



DO Y OU O WN--Fill in cash value of the following items ifowned by you or anyone presently living with you who
is contributing to your household. DO NOT TOTAL AMOUNTS. The program will total it for
you.

CASH-Any money on hand that is not in a bank or account.

SAVINGS ACCOUNTS-Any money kept in any and all savings accounts.
CHECKING ACCOUNT S—Any money kept in any and all checking accounts.
CREDIT UNION ACCOUN TS—Any money kept in any and all credit union ac counts.

INSURAN CE (CASH VALUE)-Value of any and all policies that can be cashed in.

REAL PROPERTY OTHER THAN RESIDEN CE-Value of any and all real property owned by anyone in your
household except your home.

CARS NOT USED PRIMARILY FOR EMPLO YMENT-V alue of any and all vehicles that are notused for
transportation to and from work.

PERSONAL PROPERT Y—Value of any and all boats, campers, efc.
OTHER-Any other assets not mentioned above.

INTAKE FACT SHEET: Describe carefully and in detail the problem you are having. This form MUST BE
COMPLETED in order for your application to be reviewed. If you need help with this
page or other parts ofthe application, please come into the office for help.

U.S. CITIZENSHIP FORM: If applicable, sign name on firstline and print name and date on second line. If
not applicable, you must provide documentation listed in the citizenship form
regarding your alien status. THIS INFORMATION MUST BE COMPLETED
FOR YOUR APPLICATIONTO BE REVIEWED.

BANKRUPTCY OR DIVORCE FORM: If attached, please fill out completely.

When all forms are completed, return them to:

Legal Services of North Florida, Inc.

When received by our office, your application will be reviewed the following _ afternoon.

GRIEVANCES: LSNF has a grievances procedure available to address comp laints related to the manner or quality
of legal assistance that has been rendered or related to denial of assistance based on ineligibility,
legal prohibitions, or failure to fall within priorities.

15



TALLAHASSEE

Leon
Wakul | a
Jefferson
Franklin

QUI NCY

Jackson
Cal houn
Gadsden
Li berty

PANAMA CI TY

aul f

Bay
Washi ngt on
Hol mes

FORT WALTON

Val t on
Ckal oosa

LSNF COUNTIES SERVED BY BRANCH OFFICE
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Case Acceptance

A Pur poses

The purposes of case acceptance are to:

(1) determne financial eligibility

(2) determne the meritoriousness of potential clients' cases;
(3) determ ne whether the office can handl e the case based on:

(a)where it fits within the established priorities
bal anced agai nst,

(b) subject matter of and nunber of cases w thin individual
staff casel oads;

(4) determne referrals to the pro bono panel nenbers;

(5) determine referrals (for recomrendation to the director of
l[itigation) to prograns in other parts of the state and
country for clients whose cases nust be handl ed outside our
service area; and,

(6) determ ne co-counseling arrangenents, where appropriate.

B. Decision to Accept or Reject Case at Case Acceptance

The office case acceptance committee shall consist of all of the
office's attorneys and | egal assistants, of whomall are required
to attend unl ess excused by the (branch) senior attorney or

hi s/ her designee. The office case acceptance comittee shal

neet on a day designated by the (branch) senior attorney each
week to review all potential cases of applicants whose intake
occurred during the intervals between case acceptance conmttee
meet i ngs.

I f the applicant does not provide enough information to process
the case through case acceptance, a letter (see attached) wll be
sent asking the applicant to call and nake an appointnment. After
the information is obtained, the application is resubmtted to a
weekly case acceptance neeting.

If the applicant does not contact the office within one nonth of
the date of the letter requesting hinmher to make an appoi nt nent,
t he conmmuni cations coordinator will place his/her inconplete
information in an inactive file and send a deferred rejection

17



letter to the applicant (see attached letter). The case shall be
rejected as "client withdrew or did not return.”

The (branch) senior attorney shall act as the facilitator for the
of fice case acceptance conmittee. The comrittee shall decide if
the applicant is financially eligible, if the client's problemis
one that fits within the category of problens handl ed by the
program and if the case should be accepted (unless it involves
costs, or a federal action other than a bankruptcy, a case

i nvolving |l egislative/adm ni strative advocacy, an appeal (except
a social security appeal to the Appeals Council), or a case of
programa de i npact.?) (The cases in the exception nust be
brought before the nonthly senior attorney commttee.) 1In the
Quincy office since there is presently no senior attorney, the
senior attorney in the Tall ahassee reviews the cases during the
Tal | ahassee Case Acceptance neeting and returns sone cases to the
Qui ncy staff or representation or assigns themto Tall ahassee
staff.

In cases of differences of opinion, the (branch) senior attorney
(or his/her designee) shall have final authority on whether a
case shall be accepted or rejected.

C. Criteria for Acceptance or Rejection at Case Acceptance

Priorities should be considered as an initial threshold over
whi ch applications nust pass in order for LSNF to consider
representation. However, during Case Acceptance, criteria to
determ ne which cases that fall within the priorities should be
accepted shoul d be applied, including:

| ssues affecting safety of applicants,

| ssues affecting basic necessities of food or shelter or
famly integrity,

The nunber of eligible applicants or clients who woul d be
af fected by undertaking representation,

The |ikelihood of success on the merits,

The availability of other representation,

The severity of consequences to the client,

The tinme period in which the action nust be taken to protect
the client’s interests,

The resources required in handling the case, including tine
and expense, and

9. Referral froma judge or a funding entity (such as a

N =

Nook W

o

!Cases with programwi de inpact refer to those cases that
affect significant segnents of the eligible population.
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commi ssi oner whose county has adopted a filing fee add-on).

Under criterion nunber 8, if the case requires expenditures of
program funds fromthe litigation funds outside those designated
to an office, the (branch) senior attorney nust obtain oral
approval for such expenditures fromthe director of litigation
via the phone prior to the close of the office case acceptance
meeting or, if the director of litigation is not avail able, at
the earliest possible tinme follow ng case acceptance.? (During
the course of litigation, the appropriate litigation request
forms nust be submitted.)

D. Rejection of the Case

If a case presented at case acceptance is not accepted, the
applicant will be inforned of the decision by letter. A

tel ephone call is not precluded, but the letter nust be sent. A
copy of the formletter to be used for this purpose is attached.
Enclosed in the letter is a statenent of the right to chall enge
the decision. (See Appendix A for client grievance procedure.)
The letter nust be nailed the next business day foll ow ng the
deci si on.

(For ineligible clients who have | egal problens, an expl anation
of the consequences of not seeking other counsel in atinely
manner shoul d be provided.)

E. Acceptance of the Case

Upon acceptance of the case, the client is assigned an attorney
or legal assistant. The client is sent a |etter advising hinm her
of the attorney assigned (formattached) along with a conpl eted
copy of the retainer agreenment for signature. A telephone cal

is not precluded but the letter nmust be sent. The letter nust be
mai | ed the next business day follow ng the decision.

2 Projected routine costs of |less than $20 or, for Soci al
Security cases, costs for nedical records projected at |ess than
$50 need not receive prior approval of the director of litigation
prior to acceptance of the case.
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ACCEPTANCE LETTER

DATE

Dear

Recently you returned your application for services to Legal
Services of North Florida, Inc. Your case was presented to the
Case Acceptance Conmittee on date of case acceptance and
the Comm ttee decided that the programwould be able to represent
you on those issues specifically noted in the attached retainer
agreenent. Please bring in your signed retainer agreenent. |[If |
have not heard fromyou within 15 days after the receipt of this
letter, we wll discontinue processing your application.

| f you have new or further information regarding your case,
pl ease call

Si ncerely,

Staff Attorney/
Legal Assi st ant

Encl osur e
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LETTER SENT AFTER NO RESPONSE FROM CLIENT

DATE

Dear

On date It sent you were mail ed correspondence advi sing that
your case was accepted by the Case Acceptance Conmttee at Legal
Services of North Florida. It has been at |east 20 days and we
have not heard fromyou. |If you are still in need of our
services, please contact ne within ten days. |If | have not heard
fromyou by ten days fromdate of letter , I will close
your file.

Si ncerely,

Staff Attorney/
Legal Assi stant
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LETTER RETURNING RECEIPT AND COPY OF RETAINER

DATE

Dear

Attached is your copy of the retainer agreenment. As your case
progresses, you nmay need to place funds into your trust account
to cover costs related to your case such as filing fees,
bankruptcy kit, court reporter cost, or outside professional
services, etc.

Your representative will informyou if additional funds are
needed to properly and adequately represent your interest.

Sincerely

Staff Attorney/
Legal Assi stant

Encl osur e
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LETTER DEFERRING CASE

DATE

Dear

Recently you returned an application for services to Legal
Services of North Florida. However, fromthe application al one,
enough i nformation was not obtained to determne if we would
accept your case. As a result, we ask that you call our office

at bet ween the hours of 9:00 a.m and 5:00 p.m,
Monday t hrough Thursday to schedul e an appointnment. It is
extrenely inportant that you contact our office. |If no response

is made within ten (10) days of receipt of this letter, our
office will reject your case for |ack of cooperation. Your
i medi ate attention will be appreciated. Thank you.

Si ncerely,

Staff Attorney/
Legal Assi stant
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LETTER 10 DAYS AFTER DEFERRED LETTER

DATE

Dear

On , you were mailed a letter requesting you to
contact our office within ten days. To date, you have not
responded. Therefore, Legal Services of North Florida is
rejecting your case based on | ack of cooperation.

If you wish to challenge this decision, you may do so by
notifying the progranmis director at 2119 Delta Boul evard,
Tal | ahassee, Florida, 32303, of your desire to do so by nai
within 10 days of receipt of this letter.

Si ncerely,

Staff Attorney/
Legal Assi stant
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LETTER REJECTING CASE FOR FINANCIAL INELIGIBILITY, CASE
RESTRICTIONS, AND OUTSIDE PRIORITIES

DATE

Dear

Recently you submtted an application for services to Lega
Services of North Florida. Your case was presented to the Case
Acceptance Comm ttee on to determine if this program
woul d represent you in a legal matter. Regrettably, because

1) you do not neet our financial eligibility
requi renents, (OR)

2) of case restrictions inposed by the Legal Services
Cor porati on; (OR)

3) your case fall outside priorities established by our
Board of Directors

we are unable to provide the assistance you request ed.
Nevert hel ess, we

1) wish to offer the foll owi ng advice: (OR)
2) are enclosing a brochure we hope will assist you (OR)
3) (Legal Staff conpl etes)

If you wish to challenge this decision, you may do so by
notifying the program s director at 2119 Delta Boul evard,
Tal | ahassee, Florida, 32303, of your desire to do so by nai
within 10 days of receipt of this letter.

Si ncerely,

Staff Attorney/
Legal Assi stant
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LETTER REJECTING CASE REASON OTHER THAN FINANCIAL INELIGIBILITY,
CASE RESTRICTIONS, OR OUTSIDE PRIORITIES

DATE

Dear

Recently you submtted an application for services to Legal
Services of North Florida. Your case was presented to the Case
Acceptance Conmittee on to determine if this program
woul d represent you in a legal matter. Regrettably, because

2) of a conflict of interest (OR)

3) you do not live in our service area (OR)

4) your case does not neet the criteria approved by
our Board of Directors (OR)

5)  SOVE OTHER REASON

we are unable to provide the assistance you requested.
Nevert hel ess, we

1) wi sh to offer the foll owi ng advice: (OR)
2) are enclosing a brochure we hope will assist you (OR)
3) (legal staff conpl etes)

Si ncerely,

Staff Attorney/
Legal Assi stant
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Cient Correspondence

Clients will automatically be sent copies of all correspondence
prepared by LSNF in their cases.
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Case Revi ew

Twi ce a year the senior attorney will conduct substantive
case review sessions with each individual staff attorney and
bring to the nmeeting any cases of concern and they will be
di scussed fully by the managi ng attorney. Advocates will be
gi ven an opportunity to subnmt cases they wish to discuss to the
manager .

One of the main purposes of the case review systemis not
only to allow the senior attorney to nonitor the quality and the
ef fectiveness of the case handler, but also to inprove the
overall quality of the work being done and to identify client
probl ens that are being presented to the office. Review should
i ncl ude the decisions nade and actions taken in handling a
typi cal case of that type, the obstacles and difficulty the case
presented or how or whether they were confronted, the outcone of
the case and the client’s situation at its conclusion, the forns,
pl eadi ngs, letters, and nmenos in the file and, nobst inportant,
guestions managers asked the advocate that any of the above
inquiries may suggest. The purpose of this exercise is to
devel op a prelimnary consensus on what constitutes good practice
in each area of the program s work.

The director of litigation, after consulting with the senior
attorneys, wll schedule up to two programm de case revi ew
neetings. The neetings will include experienced advocates from
each office. A survey, informal or formal of advocates will be
taken to identify energing or difficult issues facing our
clients. Once a topic is chosen, such as federal litigation of
subsi di zed housing, then an outside expert is brought in to
facilitate the neeting. Cases in the area are brought to the
neeting and a report is issued to the executive director on the
results of the neeting. Training nmaterials are given to each
of fice for distribution.
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Seni or Attorney Meetings

Al federal suits (except bankruptcies); cases involving

| egi slative/adm ni strative advocacy; appeals (except Soci al
Security cases appealed to the Appeals Council); cases in which
jury trials have been requested that have gone beyond pretrial;
cases invol ving community econom ¢ devel opnment, or representation
of a community group; and other cases of programi de i npact
(defined in "Case Acceptance" section) should be reviewed by the
director of litigation, the executive assistant and the (branch)
senior attorneys at the senior attorney neeting. At that neeting
the (branch) senior attorneys will make a recomrendati on on

whet her or not to institute litigation or other appropriate
action and the director of litigation will have final approval
(subject to approval by the executive director on all cases

i nvol vi ng appeal s, or legislative/adm nistrative advocacy). Once
a maj or case is accepted, co-counseling within the programwl|
be decided at senior attorney neeting and appropriate assignnents
wll be made. Simlarly, for court appeals approved at senior
attorney neeting, co-counseling arrangenments will be nmade as wil |
a tentative schedule for draft subm ssion to the (branch) senior
attorney of the office out of which the appeal is being taken and
to the director of litigation for review, comrent, editing and
nmodi fication. The director of litigation may convene a speci al
senior attorney neeting at any tinme a decision on "approving" a
case is needed prior to the next regularly schedul ed seni or
attorney neeting.

Al so at senior attorney neeting the status of major cases will be
reviewed as will conpliance with fundi ng source requirenents,
with priority setting standards and wth other litigation rel ated
goal s (such as changes in intake schedul es, inplenentation of
intake in new satellite offices, etc.).
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Opening dient Files

| n- House Cases

The communi cations coordinator, at the tine a client conpletes
and returns his or her intake sheet, enters the client
informati on on the database which automatically assigns a case
nunber. Once eligibility has been determ ned and the case has
been accepted (either at case acceptance or senior attorney
nmeeting) the intaking attorneys will forward all materials to the
docket clerk. The docket clerk is responsible for opening a case
file (unless the only service provided is "advice only" or "brief
service" 3which can be opened and cl osed si nul taneously) and
returning the file to the intaking attorney or |egal assistant
for "tickling".

Anytinme an eligible client has nore than one | egal problema
separate i ntake sheet and separate intake information should be
provi ded to the docket clerk. The docket clerk should open a file
for each legal problem In ternms of specific exanples, when a
custodi al parent applies for social security benefits on behal f
of nore than one child, a file should be opened for each child.

The files are organi zed by the docket clerk as follows: original
of intake sheet and other papers pertaining to the case on the

| eft and pl eadings pertaining to the case on the right, al

papers being punched at the top. Papers on both sides are filed
in date order with the nost recent pleading/ papers on the top.

PAl Fil es

Upon a pro bono attorney's acceptance of a referral from LSNF,
the case intake information will be returned to the referring
office to prepare two files: an original case file and a
duplicate case file. The original file will be returned to the
Tal | ahassee O fice to be maintained with all other PAl case

3Cases are coded as "advice only" if we can take care of the
problemat an initial interviewwth the client or by preparation
of a letter back to the client based on the intake information
provi ded (for exanple, explanation of rights or obligations that
does not require research). Cases are coded brief service if
they require any type of work after or during intake, including:
1) making a tel ephone call 2) drafting pleadings (even if the
client subsequently w thdraws or abandons the case); 3) drafting
wills; and 4) researching and providing witten advice to a
client based on the research.
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files. The duplicate file will be maintained by the referring

of fice. The pro bono coordinator will be responsible for sending
copies of any additions to PAl case files to the branch offices
in order to keep their files current.

Al PAl attorneys will be sent a nenorandum requesting that they

adopt the sanme procedure for client file organization as is used
for in-house files described above.
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Conflict Check

1. Al intakes will go to the comruni cations coordi nator, who
will make the initial conflict check. If the conmunications
coordi nator determnes there is a potential conflict because we
previously represented an adverse party (in any type of |egal
matter), the comunications coordinator will give the intake and
the information regarding our previous representation to an
office | egal assistant or paralegal to review. The | egal
assi stant/paralegal will determ ne whether or not the adverse
party is the sane party for whom we provi ded previous
representation and, if so, whether the previous representation
was on the sane or a substantially related matter. |If the |ega
assi stant/paral egal is unsure about whether the previous
representation was on a substantially related natter, he or she
will call the Director of Litigation, wthout giving the nanes of
the parties, and ask the Director of Litigation s opinion on
whet her or not a conflict exists.

2. In all donestic relations cases the follow ng procedure wl |
be fol | oned:

a. If both parties applied during the sane week, the
comuni cati ons coordinator will provide the woman’s
I ntake to case acceptance for review and will hold the
man’s intake. If the woman is not accepted, the
comuni cations coordinator will give the man’s intake
the follow ng week to the case acceptance commttee to
review for referral to the pro bono panel if his case
neets the case acceptance criteria. The comruni cations
coordinator will make a note on the intake rem nding
the case acceptance comrittee that they reviewed the
adverse party’s intake the previous week so they wll
know t hat the case has to be referred. |If however the
wonan’ s case is accepted, the comunications
coordinator wll file the man’s intake sheet in a
separate file and he will be sent a letter indicating
that we are unable to provide himw th | ega
representation. No reason will be given. He will also
not be given an opportunity to appeal. |[If both parties
are male or female, the first one to apply will be
initially subnmtted to the case acceptance comittee.
If that person is declined, the other party’s
application will be subnmitted for potential referral to
t he pro bono panel.

b. If a man applies for representation in a famly | aw
case and we have not previously represented his
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partner, the comuni cations coordinator will give the
intake to the paralegal/legal assistant to reviewto
see if the man’s case neets the case acceptance
criteria—i.e., whether or not he is the victimof any
abuse or the children will be endangered by potenti al

pl acenent with the adverse party. |If his case neets
that criteria, it will be sent to the case acceptance
conmttee for review. If it does not neet one of these
criteria, he will be sent a letter declining his case
and a note wll be made by the comuni cations

coordi nator that the adverse party should not be
declined as a result of a conflict if he/she applies in
the future and neets the other case acceptance
criteria.

Anytime an applicant is turned down as a result of a conflict,
his or her intake will be placed in a separate file maintai ned by
t he Conmuni cations Coordinator that will not be available to the
attorneys to review. The letter to the client will nerely be
declined without any reason or any right to appeal.

I n- House/ PAI Conflict Policy

When a potential conflict is noted before intake, in appropriate
cases the individual seeking an appointnment will be advised that
al t hough representation by LSNF is unavail able, referral to a PAI
attorney may be possible. Should the individual be given an
appoi ntment and shoul d LSNF have an open case involving a client
on a matter adverse to the individual to be referred, the LSNF
client will be notified. 1In instances wherein the conflict
results fromLSNF' s past representation of a client with an
adverse interest, the client need not be notified of the referral
unl ess and until the client returns to LSNF for representation
resulting fromsonme action instituted by a PAl attorney on behal f
of a referred individual.

Shoul d the existence of a potential conflict not be discovered
until after intake, the intaking LSNF staff nenber shall either
refer the individual to another agency which can provide | egal

representation or nake a referral to the PAl coordi nator.

A PAl referral shall not be nmade without the witten consent of
t he individual for whom assi stance is being sought and
notification to the adverse party being represented by LSNF if a
case is on-going at the tinme the referral is being requested or
made (or, at the time a client represented on an adverse nmatter
in the past by LSNF recontacts LSNF for assistance in the matter
being referred).
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Should referral of a party adverse to a past or present LSNF
client take place, LSNF shall not naintain an open file nor shall
LSNF attorneys or staff be available for consultation or advice
or for secretarial support. The panel attorney shall be advised
in witing of these conditions.

34



Maj or Pl eadi ngs

In order to effectuate LSNF' s policy of having co-counseling
arrangenments wthin the office to (1) allow i nexperienced staff
to work with experienced staff, (2) allow all staff an
opportunity to work on inpact cases, and (3) ensure quality work
by the program all major pleadings (whether or not part of an

i npact or appellate case) should be devel oped by at |east two
staff menbers who are assigned by the (branch) senior attorney of
the office in which the pleading is being generated if an

assi gnment has not already been nade at case acceptance, case
review or senior attorney neeting. Major pleadings are defined
as all federal conplaints and all non-routine docunents (whether
filed in state or federal court) including notions, nenoranda of
law, non-forminterrogatories, briefs, etc. Al mjor pleadings
nmust be reviewed by the (branch) senior attorney of the office in
whi ch the case is generated and shoul d be revi ewed and approved
by the director of litigation prior to filing. It is the
responsibility of the staff nenber who is primarily responsible
for the case to notify the (branch) senior attorney and the
director of litigation that a major pleading is being devel oped
and to work out a nutually agreeable schedule (1) for the draft
pl eading to be submtted to the (branch) senior attorney and the
director of litigation for review, (2) for revision tine, and (3)
for subm ssion of the final draft to the (branch) senior attorney
and the director of litigation prior to filing. Al nmgjor

pl eadi ngs nmust be signed by the preparer followed by the nanme of
the (branch) senior attorney and the director of litigation.

For branch offices with the capability to transfer docunents on
the word processor, major pleadings should be transferred via

t hat mechani sm and again the attorney prinmarily responsible for

t hat case shoul d nake appropriate arrangenents with support staff
for transferring that information on schedule to the director of
litigation.

Upon conpl etion, all major pleadings should be identified to
support staff for inclusion in all offices' brief banks. The
attorney with primary responsibility for drafting the pleading is
responsi ble for dictating a card for the brief bank (see attached
form. The secretary who types the brief is responsible for
obtaining a nunber fromthe | ead secretary in Tall ahassee for
inclusion of the brief in the brief bank. He/she is also
responsi ble for sending a copy of the brief with a cover letter
to the National C earinghouse for Legal Services and for sending
copies to each of the lead secretaries. Each |ead secretary is
responsi bl e for placing a copy of the brief in the office' s brief
bank and for updating the office's conputerized brief bank.

35



VEMORANDUM

TO Lead Secretary

FROM

DATE:

RE: Index Card for Brief Bank

Attached is a pleading to be distributed to each of the offices
for placenment in their brief banks. The follow ng information
shoul d be placed on the index card:

Subj ect :

Type of Pl eadi ng:

| ssues:

Nane of the Case
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Case Assi gnnent

The senior attorney, at case acceptance, will make case
assignnments to individual staff nenbers on routine cases. (As
di scussed in other sections, co-counseling assignments wll be
made on maj or cases.)

No staff nenber |eaving the enploynent of LSNF shall be all owed
to take any cases with hinfher unless the client and the director
of litigation and executive director give express witten
approval, a copy of which shall be placed in the LSNF client
file. 1In the absence of such approval, the (branch) senior
attorney will be responsible for transferring open cases of
termnating staff to other appropriate LSNF staff nenbers. The
transfer of cases shall be effectuated as foll ows:

(a) The departing staff nmenber shall prepare a "transfer
menor andunt regarding the facts, status, strategy, and al
other details of the case. This nmenorandum shoul d be pl aced
in the case file.

(b) The staff menber to whomthe case is reassigned and the
departing staff nenber shall have a conference to discuss
the facts, status, strategy and all other details of the
case.

(c) The LSNF client shall be sent a witten notice inform ng
hi mf her of the transfer.

(d) A substitution of counsel shall be filed in any cases in
whi ch formal appearances before agencies and courts have
been made.

(e) The (branch) senior attorney is responsible for ensuring

that the office's and programis statistical records are
adjusted to reflect the case transfer.
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Referrals of Eligible dients

For all clients who are eligible for our services but whose | egal
probl enms nust be addressed outside of our service area, the
(branch) senior attorney should evaluate the case for referral to
another program If a referral is recomended the staff person
assigned to the case should prepare a letter of referral
containing the facts of the case and the |egal issues involved
and identifying hinself/herself as the contact person. The
letter should allow a signature space for the preparer and for
the director of litigation. Once the letter is prepared it
shoul d be signed and forwarded to the director of litigation
along with all attachnments to be sent (intake sheet(s),
citizenship forms, retainer agreenent, pleadings, relevant
papers). (A copy of the letter and all attachnents should be
kept by the preparer of the letter.) No referrals should be nade
(in state or out of state) without the approval and signature of
the director of litigation. |If approved the letter will be
signed and a copy returned to the preparer. Once the case has
been accepted by another program and we have docunentation of the
acceptance in the file, the case should be officially closed even
t hough we will continue to act as |iaison at the request of the
referring programor the client.

Li kewi se no referral should be accepted fromany progranms in
state or out of state w thout the approval of the director of
l[itigation, who will initially screen the case and, if
appropriate, then forward the case to the (branch) senior
attorney of the office that would be handling the case to take
the case through case acceptance. After case acceptance the
(branch) senior attorney shall wite to the referring program
gi ving the decision of whether or not LSNF will represent the
client and wll copy the letter to the director of litigation.

A referral agreenment exists between prograns within the state of
Florida (see Appendix B). The project directors agreed as part
of that agreenment that in donmestic relations cases in which venue
is inproper, the programrepresenting the client should file the
case where the client resides and obtain a prior agreenent that
the programto which the case would need to be referred woul d be
willing to take it in the event venue was challenged. No witten
agreenent exists with out-of-state prograns.

Wthin the fourteen county service area of LSNF if an eligible
client comes into a branch office with a | egal problem existing
in a county handled by a different branch office the (branch)
seni or attorneys should attenpt to logically determ ne which

of fice should handl e the case. The referring office will obtain
the intake information and forward it to the office to whomthe
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case will be referred who shall take the case through case
acceptance and determ ne whether to accept or reject. If no
agreenent can be reached the (branch) senior attorneys should
request a decision by the director of litigation.

Requests for Litigation Funds

For any potential costs associated with a case, the client should
be requested to supply funds for those costs up front to be

pl aced in our trust account. For clients unable to provide such
funds an indigency certificate should be filed where perni ssible.
For costs that cannot be waived or costs for which the client is
unabl e to pay, a "Request for Litigation Funds" (see attached)
shoul d be submtted to the (branch) senior attorney who nmay
choose to pay it fromhis/her office account or who may forward
it to the director of litigation for approval. For routine
copying costs and other costs that are twenty dollars or |ess or
for nedical records necessary for Social Security clients in

whi ch the projected cost is $50 or less, prior approval by the
director of litigation or a (branch) senior attorney is not
required. (Even if prior approval is not required, however, a
Request for Litigation Funds with appropriate receipts nust be
submtted tinely once the expense is incurred.) For all other
costs approval nust be obtained prior to incurring the expense.
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*Each (branch) senior attorney will have a designated anmount of
[itigation funds available for his/her office. Al litigation
requests signed off by the senior attorney will be subtracted
fromthe anount allotted to that office; the (branch) senior
attorney is responsible for keeping track of the anmount of noney
expended from hi s/ her account.
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REQUEST FOR LI TI GATI ON FUNDS

Dat e of Request:

Dat e Expense | ncurred:

Make check payabl e to:

Amount request ed:

Case nane and nunber:

I n- house case nunber:

Pur pose for Request:

Pl ease Check One: Donmesti c Vi ol ence Case:

Non- Donesti ¢ Vi ol ence Case:

Request ed By

Appr oved by:

Seni or Attorney

Director of Litigation
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LEXI S

All offices have desktop access to unlimted internet based

LEXI S-NEXI S for legal research. Ofices al so have access to the
program s webpage which provides links to additional research
sites and dat abases. The statew de website significantly enhances
LSNF's ability to interface with other | egal services providers
in the state. Wen conplete, the site wll include substantive

| aw manual s, CLE materials, best practice manuals, and pl eadi ngs.
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Ti me Keepi ng

Al attorneys, |egal assistants, and paralegals are required to
mai ntain accurate tinme records on all case related and non-case
related activities using the WNYLC Tinme System Tine nust be
entered cont enporaneously. Tinmeslips are recorded under the
follow ng activities:

Individual Case Activity:

I ncl udes representation in litigation, admnistrative
proceedi ngs, negotiations, and such actions as advice, brief
services, assistance with individual PAl cases, referrals of
eligible clients, case review, and client intake of eligible
clients.

Matter Activity:

An action which contributes to the overall delivery of program
services that does not involve direct |egal advice to or |egal
representation of one or nore specific clients (such as case

assi gnment neetings, comunity education events, devel oping
information materials explaining | egal rights and
responsibilities, training, continuing | egal education, general
supervi sion of program services, PAl recruitnent, intake when no
case is undertaken, referrals of clients when no other service is
provi ded, tracking substantive | aw devel opnents, and ot her direct
or indirect program services that are not actions taken in
cases).

Supporting Activity:

Actions that are admnistrative in nature and are not cases or
matters. Such actions include fundraising and actions classified
as “managenent and general” for accounting purposes (such as
fundrai sing, board neetings, staff breaks, |eave, general staff
neeti ngs, researching tinmekeeping systens, and staff

eval uations).

Funding sources are chosen as follows:

LSC (conbined) for all cases, matters and support activities
except those related 1) to client groups, |egislativel/

adm ni strative advocacy, battered persons who are aliens or other
activities restricted by LSC, but allowed if paid by other
fundi ng sources; 2) VOCA, VAWA, STOP; 3) Title IIl that are for
clients ineligible for LSC, 4) PAl activities; 5) fundraising
(not including applications for grants). Activities related to
client groups and | egislative/adm nistrative advocacy shoul d be
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coded under I OTA. Those related to battered persons who are
al i ens shoul d be coded either |IOTA, VAWA, VOCA, or STOP, as
appropriate, depending on how the case was received into the
program and what services are being provided. Activities that are
funded primarily or totally by VAWA, VOCA, or STOP, should be
recorded under that funding source. Title IIl ineligibles should
be coded Title Ill, PAl related activities as PAl, and
Fundr ai si ng as unrestri ct ed.

The program statistician reports nonthly on tinme spent on each
activity and provides a copy of the report to the assistant to
the executive director, the executive director, the director of
litigation, and the fiscal office.
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Social Security Cases/Solicited Fee Arrangenents

A policy established by the LSNF Board requires LSNF' s staff to
request Social Security clients to make a voluntary contribution
to LSNF (in addition to reinmbursing LSNF for costs expended by
the programin connection with the client's case) on the
condition that LSNF is successful in obtaining benefits for the
client. The formfor soliciting contributions is attached and
shoul d be presented to the clients at the initial interview. The
staff menber handling the case is responsible for forwarding the
formto fiscal upon conpletion by the client at the begi nning of
t he case.

The staff nenber handling the case is al so responsible for
sending a copy of the first page of all clients' decisions
(denoti ng Favorabl e or Unfavorable) to Theresa.

A series of formletters have been devel oped thanking the clients
for signing the contribution forns and rem nding them in cases
of favorable decisions, to make their contributions. Copies of
formletters are attached. The |egal assistants are responsible
for sending formletters 1-5 and 2-5. |If a contribution is
received, fiscal is responsible for notifying the personnel
technician to prepare letter 3-5. The personnel technician wll

send a copy of that letter to the |legal assistant. |[If at anytine
the client indicates that he/she no | onger wi shes to contribute,
fiscal will be informed and will notify the personnel technician
to prepare letter 4-5. Alternatively, if after a reasonable tine
no contribution is forthcomng, fiscal will notify the personnel
technician to generate letter 5-5. If letter 4-5 or 5-5 are

sent, the staff person handling the case will wite a final
cl oseout letter.
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ELI G BLE SOCI AL SECURI TY CLI ENT ACKNOAN.EDGVENT
Pl ease check the bl ank applicabl e bel ow
. If my award is $500 or nore, | wish to
voluntarily contribute 10% of the award |
receive as a result of Legal Services’
representation.

| understand that if nmy award is nore than

$20,000, | will contribute no nore than
$2, 000.
2. | do not wish to contribute any of ny award

to Legal Services of North Florida, Inc.

Client Nane (Printed) Client Nane (Signature)

Mai | i ng Address Dat e of Acknow edgnent

Legal Assistant/Attorney

Copy sent to Fiscal

Dat e Sent
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Form Letter 1-5
Dear

You shoul d have received by now, as | have, a copy of the
favorabl e decision of the Adm nistrative Law Judge with reference
to your application for Social Security Disability Benefits. The
Judge found that :

Pl ease be patient just a little while longer while the final
process of issuing a formal award letter takes place. You wll
probably be contacted by your |ocal Social Security office to
supply themw th information

Again, ny heartfelt congratul ations on your award. Encl osed

pl ease find a copy of your Eligible dient Acknow edgnent

St at enent si gned by you on . Thanks to your

wi |l lingness to contribute and that of other award-receiving
soci al security clients we have served, we can continue to assi st
others who are now in the position you once were of having
nowhere to turn for help.

Si ncerely,

Legal Assi stant
cc: Fiscal Department, LSNF

NOTICE: Legal Services of North Florida is funded in part by the Legal Services Corp oration. As a
condition of the funding it receives from LSC, it is restricted from engaging in certain activities in all of its
legal work-including work supported by other funding sources. Legal Services of North Florida may not
expend any funds for any activity prohibited by the Legal Services Corporation Act, 42 USC 2995 et seq. or
by Public Law 104-13 4. Public L aw 104-134 504(d) requires that notice of these restrictions be given to all
funders of programs funded by the Legal Services Corporation. For a copy of these laws or for any other
information or clarifications, please contact Legal Services of North Florida.
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Form Letter 2-5

Dear

| have been infornmed that your notice of award for has
been received at our office. W at Legal Services of North
Fl orida are happy that we could be of help to you in receiving

your Social Security award.

As acknow edged in the attached statenent, you indicated your
willingness to contribute 10% of your award to LSNF for the
services we provided on your behalf. At this time, you may send a
check or money order, made payable to Legal Services of North
Florida, Inc.

As al ways, please feel free to call us or cone by if you have any
guesti ons.

Si ncerely,

Legal Assi stant

cc: Fiscal Department, LSNF
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Form Letter 3-5
Dear

Thank you for your voluntary contribution of $ to Legal
Services of North Florida. You are enabling this programto neet
its financial obligations and continue to provide |egal
representation to others in your position. Since we are a
nonprofit organi zati on and since you received no goods or
services in return for your voluntary contribution, the entire
amount of $ is tax deductible. (Keep this receipt with

your tax records to clai myour deduction.)

| have encl osed a copy of our |atest annual report to keep you
informed of the programis efforts to provide quality |ega
services to our clients.

, you have nade a difference in the life of this
program Again, thank you!

Since we have concluded the services we agreed to provide, we
will be closing your file here at Legal Services. |f you should
require additional assistance in the future, please do not
hesitate to contact us.

Si ncerely,

Kristine Knab
Executi ve Director

Encl osur e

NOTICE: Legal Services of North Florida is funded in part by the Legal Services Corp oration. As a
condition of the funding it receives from LSC, it is restricted from engaging in certain activities in all of its
legal work-including work supported by other funding sources. Legal Services of North Florida may not
expend any funds for any activity prohibited by the Legal Services Corporation Act, 42 USC 2995 et seq. or
by Public Law 104-13 4. Public L aw 104-134 504(d) requires that notice of these restrictions be given to all
funders of programs funded by the Legal Services Corporation. For a copy of these laws or for any other
information or clarifications, please contact Legal Services of North Florida.

A copy of the official registration and financial information nay
be obtained fromthe Division of Consuner Services by calling
toll-free within the State at 1-800-435-7352. Registration does
not inply endorsenent, approval, or recomendation by the State.
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Form Letter 4-5

Dear

Qur office recently assisted you in your Social Security claim

| have been infornmed that you are no longer willing or able to
make a contribution to LSNF. | hope you were satisfied with the
services you received. |If we can be of assistance in the future,
pl ease don't hesitate to call

Si ncerely,

Kristine Knab
Executi ve Director

cc: Casehandl er
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Form Letter 5-5

Dear

Qur office recently assisted you in your Social Security claim
Al t hough you previously indicated a wllingness to contribute to
LSNF we presunme you are no longer willing or able to do so since
your contribution has never been received.

W hope you were satisfied with our services. |f we can be of
assistance in the future, please don't hesitate to call.

Si ncerely,

Kristine Knab
Executive Director

cc: Casehandl er
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Central File System

Files of all attorneys and | egal assistants are required to be
mai ntained in a central file system As needed, files can be
tickled. Once tickled, cases can renmain in the possession of the
staff nmenber for a period of five working days. |If a staff
menber needs a case for longer than five days he/she should re-
tickle the case. Overdue cases should be returned upon denmand.
For staff who need files out of the central filing system when

t he docket clerk is not present a sign out sheet is provided and
is required to be used.

Legal staff are responsible for scheduling hearings and
depositions on the conputer using the tickler system
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St andard Docunents

A not ebook of standard documents avail able on LSNF's word
processor is provided to each attorney and | egal assistant. Each
staff menber should try to use the standard docunent as prepared
w thout nodification. At various tines it is necessary to change
t he | anguage of a standard docunent to reflect changes in
statutes, rules, court practices, etc. |If a staff menber becones
aware of the need for such a change he/she should provide the
suggested change to the director of litigation for review and
approval and submission to the | ead secretary in Tall ahassee for
nodi fi cati on.
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Oral  Argunent

Any tinme oral argunent is granted in an appell ate proceedi ng, the
attorney(s) responsible for the case should notify his/her/their
(branch) senior attorney(s) and the director of litigation to
arrange a schedule for distributing copies of all briefs/rel evant
pl eadi ngs for review. The director of litigation will appoint a
commttee to assist the attorney(s) in preparation for oral
argunent. The commttee appointed will be responsible for
reviewi ng the pl eadings and any maj or cases and conducting a
question and answer session with the attorney(s) responsible for
oral argunent.
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Pro Bono Cases

Legal Services of North Florida has two maj or conponents to its
pro bono referral system private attorney volunteers and
governnent attorney vol unt eers.

A panel of private attorneys by county with areas of expertise is
mai nt ai ned by the pro bono coordinator out of the Tall ahassee
office. Cases that are appropriate for referral are chosen at
case acceptance and forwarded to the pro bono coordinator in

Tal | ahassee (a copy of the intake sheet(s), citizenship form and
any rel evant docunents provided by the client are sent to the pro
bono coordinator). The client is notified by the coordinator in
t he Tal | ahassee office or the nmanaging attorney in the outlying
of fices that his/her case is accepted and will be processed once
the client returns a signed retainer agreenent. A case nunber is
i mredi at el y assigned by the docket clerk and returned to the
coordinator in Tallahassee (the outlying offices hold the file
until a signed retainer agreenent is received). Once a signed
retai ner agreenment is received the outlying office sends the case
to the Pro Bono Coordinator for referral. The pro bono
coordinator identifies an attorney who's willing to accept the
referral and so corresponds with the client. At the same tine,
copies of all pertinent material go to the pro bono panelist.

The Tal | ahassee office naintains the client's original pro bono
file, while the outlying office keeps a copy file and forwards
any original docunments that may appear fromtinme to tinme to the
pro bono coordinator for filing in the original file. The pro
bono coordi nator keeps the file fromthe outlying office once the
case is determ ned cl osed.

The pro bono coordinator is responsible for contacting the
private attorney to whomthe case is referred at quarterly
intervals to determ ne the nunber of hours spent by the attorney
on the case and sonme information on the status of the case. The
(branch) senior attorney of the referring office is ultimtely
responsi bl e for providing any requested advice to the private
attorney assigned to the case.

Ni ght dinic

In those offices in which government attorneys are avail able for
volunteering to accept case referrals, a night clinic is
schedul ed by the pro bono coordinator (in conjunction with the
(branch) senior attorney of the office and the director of
litigation). For the Tallahassee night clinic (held 17 tinmes per
year), staff from Tall ahassee are assigned on a rotational basis
to performintake and assist the governnent attorneys who are
present. Support staff from Tall ahassee are al so assigned to

55



assist with intake and are responsi ble for typing pleadings,
correspondence, etc., for the governnent attorneys in connection
with their pro bono cases. A duplicate file of cases handl ed by
governnent bar attorneys is mamintained in the Tall ahassee office
and the pro bono coordi nator nakes a quarterly contact with the
government attorneys for hours and status information.

As with private attorneys, the senior attorney is responsible for
provi di ng requested advice to the attorney assigned to the case.

(An exception to providing advice to panel members exists for those
cases referred to the panel because of a conflict--i.e., because
LSNF represents or has represented a client with an interest
adverse to that of the referred applicant.)

Small dains dinic

Pro bono attorneys nay participate as panelists at Small d ains
Cl i ni cs cosponsored by LSNF and t he Leon County Clerk’s Ofice. The
clinics are held in Tall ahassee once per quarter. A lead vol unteer
attorney from Tal | ahassee passes out intake sheets and provides a
general overview of the small <clains process. The pro bono
panelists then answer general questions from the audience.
Fol |l owi ng the general questions, participants are invited to stay
and ask specific questions of the attorneys present concerning
their individual cases.

Senior Citizens' Advice dinic

Pro bono attorneys are invited to assist elderly <clients
preschedul ed for | egal assistance at Tall ahassee and Crawfordville
congregat e seni or centers. Vol unteer attorneys interviewand handl e
eligible client cases providing | egal assistance and/ or preparing
required | egal documents and correspondence when necessary. Cases
are maintained in the Tallahassee office and receive the sane
oversi ght procedures |isted above.

Honel ess | ntake dinic

Pro bono attorneys may participate in a honeless intake clinic at
The Shel ter, a honel ess congregate center in Tall ahassee. Vol unt eer
attorneys are avail able to provide client intake or | egal advice at
a predetermned tinme on a regul ar basis to victins of honel essness.
Situations requiring followup |egal assistance are opened as
i n-house cases and assigned to the appropriate | egal staff.

Partners in Service Program

Governnent or private attorneys may contri bute noney annually to
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support Legal Services’ volunteer attorney activities.

Fanmi |y Medi ati on Assi stance Project

Pro Bono attorneys are invited to represent Legal Services
clients at famly | aw nmedi ati on hearings for Tall ahassee staff
att or neys.

Nei ghbor hood Justice Center Legal Advice dinic

Pro bono attorneys may participate at the Nei ghborhood Justice
Center Legal Advice Cinic cosponsored by LSNF and the Center.
The clinics are held in Tall ahassee every nonth. Vol unteer
attorneys agree to interview and provide | egal advice to incone-
eligible clients pre-scheduled for clinic services.

First Saturday dinic

Pro bono attorneys may participate at a weekend |legal clinic
cosponsored by LSNF and the Bay County Bar Association. The
clinics are held in Panama City every nonth. Vol unteer attorneys
agree to interview, provide |egal advice and accept cases of
income-eligible clients pre-screened and schedul ed for clinic
services by Panama City office staff. Legal Services applicants
are referred to the clinic for followup |egal advice or case
handling. The intake staff of the Panama City office is
responsi bl e for coordinating with the designated First Saturday
Cinic coordinator(s) (assigned by the Chairman of the 14"
Circuit Pro Bono Commttee), applicant scheduling details, and
transfer and return of applicant intake information. The sane
staff processes clinic intake information by updating it on
conputer (dividing applications fromthose who receive

assi stance, either advice only or whose cases are accepted, from
t hose applicants who did not appear at the clinic) and
transferring to the pro bono coordinator for further processing
for record keeping purposes (as described above).

Tel ephone Legal Advice Hotli ne

Pro bono attorneys may participate in Legal Services’ telephone

| egal advice hotline any Monday through Thursday each week from
2:00 to 5:00 p.m Persons calling within the Tall ahassee or
Quincy office service area may call 385-2009 and are instructed
to | eave their nane and phone nunber so that intake staff can
return the call to interview the | egal advice request caller to
determine eligibility and collect advice information. The advice
applicants are told an attorney will contact them during the
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above tinmes to receive the | egal advice sought. The attorney
staff of the Tallahassee office are available to assist the
vol unt eer | awyer when necessary. Advice applicants requiring
foll owup assistance are told to apply for | egal assistance

t hrough Legal Services either to the Quincy or Tall ahassee

of fices.
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SUMVARY OF PRCHI Bl TED AND RESTRI CTED ACTI VI TI ES

June 30, 1997
Rev. 7/7/98
PROHI Bl TED ACTI VI TY COMVIVENT REFERENCE*

Criminal Cases.

Representing a client in a criminal
matter or collateral attack on a
conviction

45 CFR, Parts 1613, 1615
LSNF Policy Manual

Incarcerated Clients.

Representing a client in any civil
litigation or an administrative
proceeding challenging condtions of
incarceration when the client is
incarcerated in a jail, prison,
penitentiary, etc.

Exception for pending cases
where the incarceration is for
less than 3 months and the
liigation will be ongoing;
exception for brief service,
advice or other administrative
proceedings.

PL 104-134,° Sec. 504(a)(15)
45 CFR, Part 1637

LSNF Policy Manual

Welfare Reform Advocacy.
Initiating litigation, rulemaking or
lobbying which challenges or
participates in efforts to “reform” a
federal or state welfare system

Applies to “reform” of Personal
Responsibility Act, except for
child support enforcement
provisions (not Medicaid, SSA,
VA, UC, etc.);

Also, representing an individual
client seeking specific relief from
agency is OK if it does not
challenge or seek to amend
welfare law, including existing
regulations.

PL 104-134, Sec. 504(a)(16)
45 CFR, Part 1639

LSNF Policy Manual

Drug Related Evictions.
Representing a person who has
been charged with or convicted of
sale of, or possession with intent to
sell, drugs in a public housing
eviction based on that person’s drug
activity

OK to represent other members
of household;

OK to represent person in
administrative eviction
proceedings;

OK to represent person charged
with possession or use, if no
intent to sell.

PL 104-134, Sec. 504(a)(17)
45 CFR, Part 1633

LSNF Policy Manual

Abortion Cases.

Participating in any litigation with
respect to abortion, and engaging in
any legal assistance with respect to
a non-therapeutic abortion

Permits advice and referral (but
no litigation) with re spect to
abortions if non-LSC funds are
used.

PL 104-134, Sec. 504(a)(14)

42 USC Sec. 2996f(b)(8)

“Not e:
104- 208, 110 Stat.

SPublic Law 104-134 is codified at 110 Stat.

3009,
1996 Appropriations Act,

The Corporation’s FY 1997 Appropriations Act,
continued the restrictions

Pub. L.
in the FY

Pub. L. 104-134, which contains the
operative substantive | anguage.
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Redistricting Cases.

Challenging a legislative, judicial or
elective district or the taking of the
census, including voting rights
advocacy

PL 104-134, Sec. 504(a)(1)
45 CFR, Part 1632

LSNF Policy Manual

Legislative Advocacy.

Legislative lobbying or efforts (or use
of resources) to persuade others to
support legislative changes; all
“grassroots lobbying”

Exception forresponding to a
written request from a legislator,
or advocating at the state or
local level for funding for legal
services (must use non-LSC
funds).

PL 104-134, Sec. 504 (a)(4),
(5) and (6)

45 CFR, Part 1612

LSNF Policy Manual

Administrative Advocacy.
Lobbying agencies and participating
in administrative rulemaking at
federal, state or local level; all
“grassroots lobbying”

Exception for commenting in
public rulemaking proceedings,
responding to a written request
from an official, or advocating on
state and local level re: funding
for legal services (must use non-
LSC funds).

PL 104-134, Sec. 504 (a)(2),
(3), and (6)

45 CFR, Part 1612

LSNF Policy Manual

Class Actions.

Participation in a class action in
federal or state court (including
acting as amicus curiae or co-

counsel)

Only court actions are
prohibited; administrative class
actions are permitted. Non-
adversarial activities are
permitted as is representation of
an individual seeking to withdraw
from or opt out.

PL 104-134, Sec. 504 (a)(7),
Sec. 505(b)(2)

45 CFR, Part 1617

LSNF Policy Manual

Fee-Generating Cases.

Taking a case which, if done by a
private attorney, would likely result in
a fee out of the clients award, from
public funds, or from the opposing

party

Exception for cases which are
rejected by local lawyer referral
service ortwo private attomeys,
cases which seek SSI & SSA
benefits, cases not norm ally
taken by private bar,
emergencies.

42 USC Sec. 2996f(b)(1) and
2996e(c)(6)

45 CFR, Part 1609

LSNF Policy Manual

Clientldentity & Statement of
Facts.

Participation in litigation, or in
prelitigation negotiations, without
obtaining a signed statement of facts
from the client, and identifying the
clientby name in any complaint that
is filed or separately to the defendant

Does not apply to work on a
case, including some settlement
negotiations, which are initiated
before a decision to litigate has
been made; use of sequenced
retainers helpful. Does not apply
to pro bono cases. Does apply
to judicare/contract cases

PL 104-134, Sec. 504(a)(8)
45 CFR, Part 1636

LSNF Policy Manual

Attorneys’ Fees.

Claiming, collecting or retaining
attorneys’ fees pursuantto any
federal or state fee shifting law
including retroactive statutory
benefits

Exception for cases initiated
prior to April 26, 1996, butnot
including fees based on any new
claims made after that date;
exceptions for court
appointments; sanction
provisions; costs & expenses.

PL 104-134, Sec. 504(a)(13)
45 CFR, Part 1642

LSNF Policy Manual
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Solicitation.

Representing a person, or referring
person to another LSC-funded
program, after we have given in-
person, unsolicited advice that s/he
should obtain counsel or take legal
action

Does not prohibit community
legal education or outreach,
which can be properly done in
compliance with this resfriction.

Does not prohibit solicitation
from clients.

PL 104-134, Sec. 504(a)(18)
45 CFR, Part 1638

LSNF Policy Manual

Ineligible Immigrants.

Providing service to a non-citizen
(who is notan eligible alien) unless
the non-citizen (or his/her child) has
been battered or subjected to
extreme crueltyin the U.S. and
services directly relate

Exception for permanent
resident aliens, certain family
mem bers of citizens with
pending applications for
adjustment of status, refugees,
asylees, grantees of withholding
of deportation, H-2A workers
(identified cases only) and
certain conditional entrants.

PL 104-208

PL 104-134, Sec. 504(a)(11)
and Sec. 505(b)(2)

45 CFR, Part 1626

LSNF Policy Manual

Priorities Statement.

Providing legal assistance without
establishing priorities and having
staff sign written agre ements not to
take cases outside priorities

Exception foremergencies of
the kind specified in any
Emergency Policy set forth in
program priorities.

PL 104-134, Sec. 504(a)(9)
45 CFR, Part 1620

LSNF Policy Manual

Timekeeping.

Receiving LSC funds without
maintaining contemporaneous
records of time spent by each
advocate on each case, matter, or
supporting activity

Current LSNF timekeeping
system complies with this
restriction and is mandatory for
all advocates.

PL 104-134, Sec. 504(a)(10)

45 CFR, Part 1635

Litigation Approval.

Filing any appeal or federal litigation,
or engaging in legislative or policy
advocacy without first having
approval from Senior Attorney
Meeting or Executive Director

LSNF Litigation Manual

Appeals.

Filing any appeal from court or
tribunalunless the program has a
board-approved policy goveming
appeals, and unless executive
director has approved

45 CFR, Part 1605

LSNF Policy Manual

Outside Practice.

Representing a client other than an
eligible LSNF client in any matter
(applies to fulktime attorneys)

Exception forrepresentation at
no fee of family member, close
personal friend, religious or
community group, or pursuant to
court appointment. Must be
approved by director, per LSC
regulations.

45 CFR, Part 1604

LSNF Policy Manual
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Over Income Client.
Representing a client whose gross
income is above the levels in
Schedule B of the Income
Guidelines; representing a client
whose income falls within Schedule
B without providing written factual
basis for decision to director

Exception if denial will jeopardize
family structure or place
applicants economic future and
well being in peril or for clients
with unusual medical or nursing
hom e expenses, with director’s
writte n approval.

45 CFR, Part 1611

LSNF’s Client Eligibility
Guidelines

Excess Assets Client.
Representing a client whose liquid
assets exceed the LSNF asset limits

May be waived with director’s
approval, which must be
documented in applicant’s file.

45 CFR, Part 1611

LSNF’s Client Eligibility
Guidelines

Advocacy Training.

Conducting or supporting a fraining
program advocating a particular
public policy or encouraging political
activity, boycotts, picketing, strikes,
or demonstrations

Not intended to prohibit training
of advocates on how to provide
legal assistance to clients, nor
advice to clients as to their legal
rights regarding political
activities, etc.

PL 104-134, Sec. 504(a)(12)
45 CFR, Sec. 1612.8

LSNF Policy Manual

Outside Em ployment.
Engaging in outside employment
without permission from director

LSNF’s Personnel Manual

Demonstrations, etc.
Participating in p ublic
demonstrations, picketing, boycotts
or strikes on LSNF time while
representing LSNF clients or while
using LSNF resources

Exception for actions in

conne ction with your own rights
as an employee; OK to inform
and advise clients aboutlegal
alternatives to litigation.

42 USC Sec. 2996¢(b)(5)(A)
45 CFR, Sec.1612.7(a)(c)

LSNF Policy Manual

Riots, civil disturbances.
Participating in a riot, civil
disturbance, violation of an injunction
or other illegal activity, or
encouraging others to do so

This applies even though the
action is taken on your own time.

OK to inform & advise clients
about legal alternatives to
litigation.

42 USC Sec. 2996¢(b)(5)(B)
45 CFR, Sec.1612.7(b)(c)

LSNF Policy Manual

Political Campaigning.
Engaging in campaigning or
assisting a candidate on work time
or in name of or with resources of
LSNF

OK to campaign on your own
time.

45 CFR, Part 1608

LSNF Policy Manual

Political Candidacy.
Running for partisan political office,
even if done on your own time

OK to run for non-partisan office.

45 CFR, Part 1608

LSNF Policy Manual

Voter Registration.

Engaging in voter registration or
providing rides to the polls or
engaging in any political activity on
LSNF time or in name of LSNF

OK on your own time.

45 CFR, Part 1608

LSNF Policy Manual
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Retainer.

Representing a client or cases
(except brief advice and
consultation) without written retainer.

45 CFR, Sec. 1611.8

Reporting Client Names.

Filing a case on behalf of a client
without maintaining and reporting to
LSC semiannually the name and full
address of each party (unless
protected by court order or rule or
federal or state law or unless
revealing inform ation would
endanger client), the cause of action,
the court’s name and address and
the case number

Report to LSC will be subject to
FOIA.

Sec. 505 of 1998 Public Law

45 CFR, Part 1644

Assisted Suicide, Euthanasia or
Mercy Killing.

Supporting, funding or providing
legal assistance with LSC funds to
assist in causing suicide, euthanasia
or mercy killing of an individual,
compelling others to so assist

Does not apply to withholding
medical treatment, hydration or
nutrition; alleviating pain or
providing information on law

Does not apply to non-LSC
funds

45 CFR, Part 1643
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MEMORANDUM FOR REPORTI NG
LEGQ SLATI VE/ ADM NI STRATI VE ADVOCACY

TO Director of Litigation

FROM

DATE:

During the quarter of | have have not
(year)

__________ engaged in any presentation that is categorized as
adm nistrative or |egislative advocacy.

The activities in which | have engaged during this quarter that
are categorized as adm nistrative or |egislative advocacy are as
fol |l ows:

Type of Activity:

Description (include goals and discernible effects of advocacy):

Attached are copies of requests fromofficials to testify,
review | egislation or adm nistrative regul ations, or nmake a
presentation on a specific matter.
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Case Cl ose Cut

Upon cl osing out a case the staff nmenber responsible for the

cl osure should fill out the case service report indicating

di sposition and whether or not the case is significant. For
cases involving court decisions adopting stipulations, the case
shoul d be coded "court decision"” rather than "negoti ated

settlenment”. For cases in which a client has w thdrawn, the case
shoul d be coded brief services if a | egal docunent was prepared
and "client withdrawal" if no | egal docunment was prepared. For

cases in which "advice only" or "brief service" is provided, the
advi ce given or service rendered nmust be noted in the file either
enbodi ed within correspondence or by separate nenorandum Advice
and brief services nust be closed within the year the services
are provided and are considered “limted services” cases.

On a weekly basis (imediately before or after case acceptance
nmeeting) the (branch) senior attorney should review all closed
cases with his/her supervisees to fill out the case closure form
(attached). The docket clerk should not close any case (except
cases being handl ed by (branch) senior attorneys) that does not
have a case closure formattached and initialed by the attorney's
or |l egal assistant's supervisor (or his/her designee). If a
docket clerk (or the docket clerk's equival ent position) receives
afile for closing that is not initialed, he/she should

i medi ately deliver that file to the (branch) senior attorney of
the office for proper closeout.

For cases being handl ed by (branch) senior attorneys, the
(branch) senior attorney should fill out a case closure formfor
each of his/her closed cases. The docket clerk (or other

appropri ate designated person) should close out those cases upon
recei pt but should place themin a stack for review by the
director of litigation or the executive director. Only after
review and initialing by the director of litigation or the
executive director should (branch) senior attorney cases be filed
in the closed file.

The docket clerk should place the case closure forminside the
closed file.

For all cases defined as significant or human interest, the
attorney assigned to the case is responsible for sending a
menmorandumto the director of litigation on closeout of the case
describing the facts, issues and outcone of the case and for
properly designating the case as such on the case service report.
Significant cases are defined as federal cases (except
bankruptci es); appeals (other than Social Security appeals to the
Appeal s Council level); cases involving |egislative/
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adm ni strative advocacy; cases in which jury trials have been
requested if settlement is not reached until after pretrial is
conduct ed; cases involving community econom ¢ devel opnent, or
representation of a conmunity group; and any ot her cases that
affect significant segnents of the eligible population.
Additionally, at the discretion of the director of litigation, a
case nmay be considered for designation as a significant case at a
Senior Attorney neeting if: (1) it involves a novel issue that
requires extensive research and a witten nenorandum has been
forwarded to the director of litigation and all senior attorneys
for review, or (2) it involves nore than one day's worth of
testimony (whether in an administrative or court proceeding).
Human interest cases are defined as cases that involve an

i nteresting or unusual human interest issue. (These nenoranda
are needed for incorporation into the annual report.)

The staff nmenber closing out a case is also responsible for

i nstructing fiscal about trust account funds held in connection
with each case, returning all inportant docunents to clients,?®
ensuring (if not already done) that all major pleadings have been
copied with instructions for placenent in brief banks and

i nserting the nunber of years that docket clerks should retain
each client file.

The cl oseout letter to clients in which the substantive
representation identified in the retainer agreenent is conpleted
shoul d contain the follow ng | anguage: |In order to ensure the
assi stance we have provided is of the highest quality, |
encourage you to wite the Programis Executive Director, Kris
Knab, at our Tall ahassee address. Please feel free to share any
coments you nmay have regarding the services you received from
our office.

PAlI d osures

Upon cl osure of PAI cases the pro bono coordinator notifies staff
in outlying office of its closure. The duplicate PAl file that
had previously been retained by the referring office should be
destroyed upon notification fromthe pro bono coordi nator that
the case is closed. The pro bono coordinator will keep the
original case file in the Tall ahassee Ofice subject to standard
office file destruction procedures.

6 During the pendency of a case or at the close of a case,
If client docunents are delivered to a third party (even at the
request of the client) a signed receipt nmust be received fromthe
third party.
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CASE CLOSURE FORM

Client Nane: Dat e O osed:

Case Nunber: Destruct (No. of Yrs.): *(see bel ow)
Type of Case (Code): Reason C osed (select AL):
Counsel and AdVi Ce .. ... . A
Brief Service (other than Counsel and Advice) .................... B
Referred after Legal Assessment .............. . .. . ... .. C
Insufficient Merit to Proceed ....... ... . . . . ... D
Client Wthdrew or Did Not Return ............ .. . .. . ... E
Negoti ated Settlenment (without Litigation) ....................... F
Negotiated Settlement (with Litigation) .......... ... ... ... ...... G
Adm nistrative Agency Decision ......... .. ... H
Court DeCI Si ON ... |
Change in Eligibility Status ........ .. ... . J
Ot T K

Instructions: Where appropriate place check mark where activity conmpleted: "x" if
not applicable.

Al l necessary action conpleted (i.e. all orders entered and sent/delivered to
appropriate parties, etc. or if no court action, all work conpl eted necessary
to resol ve case)

Instructions forwarded to fiscal that client's bills be paid out of trust and
any remaining trust funds be returned to client

Adequat e final communication to client made

If significant or human interest case, nemorandum dictated to director of
litigation

Copi es of all mmjor pleadings given to support staff with instructions for
brief bank card and distribution

| mportant papers, original client papers, and/or exhibits returned to client

Al'l required paperwork in file—conpleted retainer, citizenship attestation (or
alien eligibility form, intake and asset information, and househol d size

FILE DESTRUCTION

Indefinitely--WIIls, living wills, durable powers of attorney, health care
surrogate forms, mmjor cases, files containing grievances filed by a client, files
cont ai ni ng i nportant papers that cannot be returned to client.

ALL OTHERS-Five Years

Staff Menber Nane:

Ct her comment s:

Revi ewed by (supervisor) Dat e
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Managenment Team Meeti ngs

O fice policies and procedures that are not directly related to
l[itigation matters are discussed at a weekly neeting (held every
Monday) of nmanagenent team  For input or suggestions on general

of fice policies and procedures a staff nenber shoul d request

hi s/ her supervisor to broach the topic at nmanagenent team neeti ng.
Attendance (in person or by tel ephone hook-up) of the foll ow ng
staff positions is mandatory at managenent team neetings: (branch)
senior attorneys, director of litigation, personnel technician,
assistant to the executive director, and fiscal officer. Lead
secretaries are invited to attend.
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Staff Trai ni ng

At the beginning of each year the director of litigation wll
determ ne the anmount of training funds available to each office
based on the total budgeted anobunt for the program Goals for
substantive types of training will be established by the executive
director and the director of litigation through the WF process.

The director of litigation will accumul ate and di stribute planned
trai ning events sponsored by the Florida Bar, NLADA, Florida Legal
Services, and others and distribute those to the senior attorneys
for consideration. Training events deened inportant by the
director of litigation or executive director wll be communicated
to the senior attorneys who will include themin the plan for the
office. Attendance at trainings not assigned by the branch senior
attorney must be approved by the (branch) senior attorney

supervi sing the trainee.

On | ocal CLE-sponsored trainings, staff should request adm ssion

wi thout cost. For all costs related to any training (except
program m | eage for attendance at schedul ed trainings) staff should
obtain prior approval fromtheir (branch) senior attorney. For
trainings that are sponsored and paid by Florida Legal Services,
staff will be reinbursed according to the reinbursenent policy of
FLS.

When a trainee feels topics at a training would be beneficial to
other staff (particularly relating to changes in the |aw), he/she
shoul d distribute a neno describing sane to all legal staff. At
times the director of litigation will request an oral sunmmary from
trainees to other staff.
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Bar Commi tt ees

Menmbership of staff on bar commttees of their choice is encouraged
and, with prior approval of the director of litigation, expenses
associated with commttee nmenbership will be paid by LSNF.
Notification of comnmttee nenbership should be provided to one's
supervisor and to the director of litigation.
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Medi a Cont acts

Prior to discussing any LSNF matter with any nmenber of the nedia,
attorneys and | egal assistants should have prior approval of the
director of litigation or the executive director.
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Statewi de Unbrella G oups

Participation in statewi de unbrella groups is encouraged but nust
be by approval of the director of litigation or by the executive
di rector.
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Cient Wthdrawal s and Abandonnents

If a client specifically requests LSNF to voluntarily dism ss a
suit that has been filed, LSNF should attenpt to obtain a witten
request fromthe client in witing prior to filing the dism ssal.
If a client merely abandons a case, is not |ocatable or wants nore
time to consider the action before nmoving forward and does not w sh
the case to be voluntarily dism ssed, the attorney or | egal

assi stant should | eave the case pending (to protect any statute of
[imtation argunments) but w thdraw as counsel/representative so
that LSNF is not in a position of trying to defend | ack of
prosecuting the case (particularly in light of the fact that LSNF
destroys files periodically).
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Fil e Destruction

Client files shall be retained by LSNF according to the schedul e
bel ow

1. WIls, living wills, durable powers of attorney and health
care surrogate foruns will be kept indefinitely.

2. Any file containing informati on concerning a grievance filed
by a client against LSNF or an attorney of LSNF with an agency
what soever, will be kept indefinitely.

3. Al major cases will be kept indefinitely. (Major cases are
defined as federal conplaints (other than bankruptcies); class
actions; cases involving | egislative/adm nistrative |obbying or
representation or |iaison activities; appeals (except soci al
security appeals to the appeals council); cases in which jury
trials have been requested if settlement is not reached until after
pretrial is conducted; cases involving comunity economnic
devel opnent, policy advocacy, or representation of a comunity
group; or any cases that affect significant segnents of the
el i gi bl e popul ation.)

4. Al files that contain inportant papers belonging to the
client that cannot be returned to the client will be kept
indefinitely.

5. Al other cases will be destroyed five years after the closed
dat e.

Staff reading files shall be retained for five years.

I n January of each year, each office will go through its cl osed
files and pull appropriate files for destruction.
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Trust Account Procedure

In collecting client nonies for deposit into the trust account, al
cash paynents nust be accepted by an attorney; a receipt should be
prepared by support staff who is then responsible for making the
deposit (or transferring the funds to fiscal for deposit as
appropriate).
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Title 11

Services for clients over age 60 are to be provided to those
persons with greatest econom c or social need with particul ar
attention to lowincone individuals. Based on |imted resources,
we are able to eval uate sone cases and provi de advice or brief
services, but are unable to handle all legal matters. 1In cases in
which we determ ne we are unable to handle the matter, we provide
t he applicant the nanme and nunber of the Florida Bar Referral
Services, in addition to the advice or brief service that is

provi ded.
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GQuar di anshi ps

In cases in which LSNF represents persons seeki ng guardi anshi ps,
t he person requesting the guardi anship shall be requested to
provi de the nane of a friend or relative to be naned as resident

agent (and shoul d nane soneone other than the guardian). In cases
i nvol vi ng guardi anshi ps of property, in no case should LSNF or an
attorney or other enployee of LSNF be naned as resident agent. In

cases invol ving guardi anshi ps of the person, where exceptional
circunstances arise in which tinme is of the essence, an attorney or
enpl oyee of LSNF may be nanmed as resident agent.

Pursuant to Rule 5.030, Rule of Probate and Guardi anship, staff
attorneys will enter limted notices of appearance in guardi anship
pr oceedi ngs.

Cases arising in the Second Judicial Crcuit shall be handled in
the follow ng manner. The individual seeking to have an adult

decl ared i ncapacitated shall be referred to a pro bono attorney

t hrough the PAl program The attorney accepting the referral shal
be instructed to have a LSNF staff menber appointed attorney for
the ward. No duplicate file wll be maintained of the referral by
LSNF and no advice will be available by LSNF staff to the pro bono
attorney. The LSNF attorney shall serve the petition as required
in the standard order of appointnment, attend the hearing, and file
an appropriate notion for fees pursuant to the contract between
LSNF and Leon County which adm nisters the fund fromwhich fees are
pai d.
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WIlls

If a wll is prepared on behalf of an applicant who is too ill to
conme to the office to signit, staff will make accommodations to
take the will (and arrange for appropriate witnesses) to the
applicant for signature. |If an applicant is able, but unwlling to
conme to the office to sign a will, the original should be retained
and the file closed. (If a prelimnary draft is sent to the client
for review, it should be marked "draft” or "copy".)
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Bankr upt ci es

Bankruptcies will be accepted for representation only when (1)
clients are at risk of losing their hones due to foreclosure or (2)
significant debt has been incurred as a result of nedical costs or
debt incurred to maintain children.

As a general rule all fees for application expenses and filing
shoul d be collected prior to preparing a bankruptcy petition.
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Appeal s

LSNF wi || not undertake representation in an appeal of a matter in
whi ch LSNF did not represent the client in the initial proceeding.
(An exception may be made by the director of litigation in a
situation in which the appeal is based strictly on a legal issue in
whi ch appropriate pl eadi ngs were prepared bel ow or where LSNF is
requested to co-counsel the case.)
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Fee CGenerati ng Cases

Clients with cases that reasonably may be expected to result in
fees (except social security cases) may not be represented by LSNF
unl ess the case is one that private attorneys do not accept without
prepaynent of a fee, or has been rejected by two private attorneys.
If a client requests advice on avail able attorneys, the client wll
be given the Florida Bar Referral Service nunber.
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Wthdrawals in Dissolution Cases

If contact is lost with clients in dissolution cases in which no
counterclaimhas been filed, the client should be sent a letter
advising himher that failure to respond within a specified period
of time will result in a voluntary dism ssal of the case.
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Case Information Disclosure-45 C.F.R Part 1644

The Legal Services Corporation requires each programto submt

a Case Information Disclosure report. This report provides

i nformati on regarding the court cases initiated by each program
the circuit/county court and address in which the case was fil ed,
the plaintiff (if disclosure does not endanger client), the
plaintiff’s address, the type of case, the opposing party’s nane
and address, and the date of filing. The program statistician
prepares the report and submts it to the LSC sem annual ly.

For grants that serve clients under |egislation such as the
Vi ol ence Agai nst Wonen Act (VAWA) or Victins of Crinme Act (VOCA),
there is a greater |ikelihood that disclosure would put a client at
ri sk of physical harm and the program nakes exception to reporting
their information under 81644.4(a)(1)(ii) liberally. However,
because such a risk is not a certainty, the determ nation nust be
made on a case-by-case basis by the attorney providing
representati on.

Recordi ng I nformation

Upon filing of an initial pleading, the | ead secretary retains
a copy of the executed pleading in a central |ocation (and a copy
is maintained in the client file). The requested infornmation is
recorded on the WNYLC Ti nekeepi ng System under the CSR of the
client’s file. |If the attorney providing representation determ nes
that disclosure would lead to a risk of physical harmto the client
or arelative of the client, the client’s nanme and address are
wi t hhel d.
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Rej ect ed Cases

The Legal Services Corporation does not permt the programto
report certain cases on the LSC CSR. Those cases are: Case
Restrictions, Qutside Priorities, Not in Service Area, Conflict of
Interest Financially Ineligible, and Asset Ineligible. The status
of these cases is recorded as “REJECTED- __,” under the Case Status
of the client’s file.

CASE RESTRI CTI ON: Cases strictly prohibited by LSC (i.e.
representing incarcerated individuals, etc.).
CODE: Rej ect ed- CaseRestri

QUTSIDE PRIORITIES: Cases that do not fall within the priorities
established by the Board of Directors.
CODE: Rej ected-CQutPri or

NOT I N SERVI CE Cases of clients whose address is outside the
AREA 14-county coverage area who have not been
formally referred by the programin their
service area.
CODE: Rej ect ed- Not Ser Ar ea

FI NANCI ALLY Cases where client’s incone does not fit within
| NELI G BLE: the first tier (125% poverty level) or second
tier (187% poverty |evel) of the incone
gui del i nes prescribed by LSC
CODE: Rejected-Fin.lneli.

ASSET | NELI G BLE: Cases where client’s asset |imt exceeds the
asset gui delines adopted by LSNF.
CODE: Rej ected-Assetlneli.

CONFLI CT OF Cases where LSNF represents or represented the
| NTEREST: adverse party.
CODE: Rej ect ed—Conl nt er

These cases are not reported to the Legal Services
Corporation. Additionally, referrals cannot be counted when the
only formof assistance is the referral—-i.e., to be reported, the
client nust be given direct |legal advice or legal representation in
addition to the referral in which case the nore appropriate coding
woul d be the advice or brief service.
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