
Clinic Volunteer 
Training 

 



LRCL Clinic 

Goals: 
 
1. Collect info for LRCL staff to evaluate cases 
2. Provide community members with helpful 

information and referrals 
 

 



LRCL Clinic Logistics 

• The clinic starts around 5:30, with brief speech from 
the attorney-in-charge.  

• Each attendee receives an individual consult. 

• The clinic is free of charge; attendees may make a 
suggested donation of $10-20. 



 
Volunteer Logistics 
 

• Please arrive by 5:30pm 

• Sign the volunteer sign-in sheet and confidentiality agreement 

 



Clinic Procedures 

• Be mindful of the time you spend with each 
attendee. 
  
• Do not spend the entire time with one 

prospective client; the goal is to reach a number 
of people. 
 

 
 



Clinic Procedures 

• First steps: 
 

1. Make sure the intake form is properly filled out (more on 
this later) 

2. Remind the client that if LRCL is able to take their case, we 
will call them the following week.  
• If LRCL is not able to take the case, they will not hear back 

from us.  



Clinic Procedures 

• Remember that we give each attendee a referral list based on 
where they live 

 
• If LRCL cannot take the case, they have some suggestions for 

other resources 



Clinic Procedures 

• Each clinic will have one LRCL attorney as the attorney-in-charge. 
  
• Please write notes on the intake so that the type of case is clear 

to LRCL staff  
 
• If you are not sure about the type of case, this is a question for 

the attorney-in-charge.  
 
 

 



Clinic Procedures 

• Please check in with the attorney-in-charge BEFORE the end of 
each consult so she can review the intake form and ask or 
answer any questions.  
 

• When you check in with her, please let the clinic attendees wait 
in the office. The attorney-in-charge can give you any message(s) 
to relay to them. 



Clinic Procedures 

• At the end of each consult: 

 
• Check in with the attorney in charge (attendee stays in the 

office) 
 
• Give the intake form, with your notes on it, to the attorney 

in charge 
 
• Give the prospective client a referral sheet 



Intake Form 1 



Intake Form 1 



Intake Form 2 

Please write the prospective client’s 
phone number on this form- it’s not a 
listed question 

 

Check “SFILEN Base Line” 



Intake Form 2 



Intake Form 2 

Remember to fill out all questions 

 

The prospective client must give us an 
estimate of their annual income. It’s OK if it’s 
just an estimate.  

 

You, the interviewer, sign on the bottom 

 

Circle whether this is defensive (in 
immigration court) or affirmative (not in 
immigration court) 

 

Red box- put the date, “consult” and your 
initials 



We are in the process of 
editing this intake page, 
so it may look different 

 

Review these “important 
questions” with the 
prospective client 



Make sure these are 
signed 

 

If the prospective client 
has any questions  about 
these declarations, 
consult with the 
attorney-in-charge 



This is the only page in 
the intake packet that 
does NOT need to be 
filled out/signed 

 

 



Substantive intake 

● Write YOUR name on the 

questionnaire so we know who 

interviewed whom.  

 

● The first question: what brought 

you to the clinic today?  



● Attorney volunteers can 

decide which follow-up 

questions to ask  

 

● Non-attorney volunteers, 

please ask the questions 

on the questionnaire 

 

● Both groups: please take 

clear notes 

Substantive intake 



 

 

• At the end of each consult: 
• Check in with the attorney in charge 
• Give the intake form, with your notes 

on it, to the attorney in charge 
• Give the prospective client a referral 

sheet 
 

 

REMEMBER 


