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I.
INTRODUCTION


The Senior Law Project (SLP) began in 1978 to provide seniors with access to basic legal advice.  Volunteer lawyers meet with clients who are over the age of 60 or who are married to someone over 60, at 9 senior center locations in Multnomah County. Volunteer attorneys provide 30-minute consultations for up to 6 clients at each clinic.  All clients over 60 are eligible for free 30-minute consultations, regardless of their income.  SLP attorneys typically provide continuing pro bono services for only those clients who meet Legal Aid Services of Oregon’s (LASO) financial eligibility requirements.  LASO sponsors a monthly Elder Law Discussion Group to provide information and support on issues of interest to the attorney volunteers.  The SLP is LASO’s largest pro bono project, with over 25 clinics each month. 


LASO is a statewide non-profit law firm that provides free legal services to low-income clients on a variety of civil (non-criminal) legal issues.  The Portland Regional Office is LASO’s largest office.  Due to the overwhelming need for legal services for low-income clients, LASO is not able to assist every client.  The office has prioritized clients with certain legal issues.  Our major areas of practice include, housing law, public benefits law, family law and elder law.  If you have a question about the office priority issues, please contact us.


All clients who are unable to travel to a senior center due to a disability or major illness should be directed to contact our front desk at (503) 224-4086 so that we can attempt to locate an attorney who is willing to make a home or facility visit.


Currently, LASO has staff attorneys who devote part of their caseload to legal issues of importance to seniors:  
· Public benefits issues: Medicaid, Medicare, Social Security and other public benefits 

· Nursing home/assisted living issues 

· Elder abuse (including financial abuse)
· Guardianship and conservatorship cases- LASO’s priority is to assist the proposed protected person who opposes the protective proceeding

If you have a client who has one of these issues, please refer them directly to LASO at (503) 224-4086, instead of making an appointment at the senior center.


The SLP is coordinated through funding from the Area Agency on Aging, the Legal Services Corporation and other public and private funders. 

II.
Eligibility for SLP Services (please also see the SLP Appointment Cheat Sheet)

In order to determine if a client is eligible for SLP services, the following factors must be examined: geographic boundaries, age, citizenship, case type and financial guidelines.  


A.  Geographic Eligibility
· Clients must be residents of Multnomah County or have a legal issue in Multnomah County to be eligible for the SLP.  Clients do not need to live in your district to be scheduled for an appointment at your facility.

· Towns in Multnomah County are:  (All of Portland is not in Multnomah County.)
Bonneville

Gresham

Troutdale





Bridal Veil

Jantzen Beach
Wardway





Corbett

Latourell Falls
Wood Village





Fairview

Maywood Park





Glencullen

Portland


B.  Age Eligibility
· Clients must be 60 years or older OR married to someone 60 years or older.  The 60 year old spouse does not need to attend the appointment with the spouse under 60.  However, you must write on the LASO intake sheet, “Married to spouse 60+.”

· Clients who are younger than 60 years and who are low-income can be referred to LASO at (503) 224-4086.  Please do not schedule disabled clients under 60 for an appointment.  Instead, refer them to LASO.  Clients who are younger than 60 years and who are not low-income can be referred to the Oregon State Bar Lawyer Referral Line (800) 452-7636.


C.  Citizenship/legal status
· Clients must be United States citizens or eligible aliens (legally in the US) as defined by the Legal Services Corporation.

· When making an appointment for clients, you should ask them if they are US citizens (and explain that this information is required for LASO’s funding).  If a client is not a US citizen, make a tentative appointment at least 10 days away, ask the client to mail or fax you the immigration documentation, then fax the information to a pro bono coordinator at LASO at 503-295-9496 and send an email as well with the client’s information.  LASO will determine whether the client is eligible and will let you know whether you can keep the client’s appointment. 
· If the client is not an eligible alien, the client should be referred to the Oregon State Bar Lawyer Referral Line at (800) 452-7636.    
D. Case Type
· Attorneys will assist clients in a variety of civil, non-criminal matters.  
· Clients who have criminal law questions should be referred to the Oregon State Bar Lawyer Referral Service at 800-452-7636.
· No appointments should be made for the following civil matters: 

Elder Abuse – refer to Legal Aid immediately, 503-224-4086

Family Law – refer to Legal Aid, 503-224-4086

Immigration – refer to Catholic Charities Immigration Services, 503-542-2855 or Immigration Counseling Services 503-221-1689
Personal injury – refer to Oregon State Bar Lawyer Referral Service, 800-452-7636

Tax issues – refer to Legal Aid, 503-224-4086

Foreclosure – refer to Legal Aid, 503-224-4086

Medicare and Medicaid appeals – refer to Legal Aid Public Benefits Helpline, 800-520-5292 [M, W, TH from 1:00–4:00; T, W from 9:00-Noon]
Income cap trusts – refer to Legal Aid, 503-224-4086 

Problems with nursing home/assisted living facility - refer to the Office of the Long Term Care Ombudsman at 800-522-2602 or Legal Aid 503-224-4086

Social Security - refer to Legal Aid Public Benefits Helpline, 800-520-5292 [M, W, TH from 1:00–4:00; T, W from 9:00-Noon]
E. Financial Guidelines

· Clients who meet the LASO financial guidelines, which look at both the client’s income and assets, are eligible for free continuing legal service from the volunteer attorney.  However, it is up to the attorney to decide whether the client who is financially eligible has a meritorious case which would warrant free continuing legal service.  

· The attorney is only obliged to provide a free 30 minute consultation in fee generating cases (i.e. ones where the attorney can obtain fees from public funds or the opposing party), and may enter into fee agreements with the clients for continuing service.  
· Clients who exceed the guidelines are solely eligible for the free 30-minute consultation.  Those clients may choose to enter into a fee agreement with the attorney or they can be referred to the Oregon State Bar. 

· Financial screening is completed the day of the clinic and is described in the “Day of the Clinic Procedures.” 

F. Who is the Client?

· The client is always the senior!

· Only the senior can make the appointment
· Exception: if the senior’s legal guardian or conservator calls on behalf of the senior, please call a LASO pro bono coordinator to determine whether the appointment is appropriate 
· Please do not make appointments for the senior’s family members, neighbors or friends on behalf of the senior
· Please do not make appointments for the holders of powers of attorney on behalf of the senior 
· The senior must attend the appointment
· Exception:  if the senior is too ill or disabled to travel, please call a LASO pro bono coordinator; LASO will conduct a phone intake and, if the senior is eligible, LASO will attempt to provide an in-home visit 
III.
Scheduling Appointments
· Before scheduling an appointment, the intake worker at the senior center shall screen clients for age, county of residence or location of legal issue, citizenship status and type of legal problem.  If a client is not a US citizen, he/she may still be eligible for the SLP.
· The intake worker should record the client’s name, telephone number and legal issue when scheduling the appointment.  This information should be recorded on the SLP Client List/Attorney Timesheet.

· Appointments should be made at half-hour intervals. 

·  Make all appointments in consecutive order starting from the time the attorney is due in your center.  Never make appointments in the middle of the three-hour clinic.  In the event that you have a potential client who cannot come in for the next appointment time, you may tell that person that you will “pencil” them in and they will only be scheduled for an appointment if the other slots are filled.  You will need to follow-up with that client to let him/her know if he/she has a confirmed appointment. 

· You may also refer callers to a different center if they would like an appointment at a different time.

· You should make attempts to fill all six clinic slots before scheduling clients for a subsequent clinic.

· Clients should be told to arrive 15 minutes before their appointment in order to have time to complete the clinic paperwork.

· The intake worker should call all of the clients at least one day before the clinic to remind them of their appointment time.  Clients should be told to bring any pertinent documents with them.  

· The volunteer attorneys should be called at least two days prior to the clinic to be told the names of the clients and the clients’ legal issues.  This allows less experienced attorneys to familiarize themselves with the areas of law pertinent to the clients’ legal problems, and gives the attorneys time to do conflict checks.  
IV.
Clinic Forms



Many of LASO’s funders require that certain data be collected from clients in order to maintain our funding.  It is therefore very important that we comply with all of the regulations that govern what data we must collect.  Below we explain each clinic form.  A copy of each form is attached to the end of this manual.  

If you run out of forms, please contact a LASO pro bono coordinator. 
ADVANCE \u4
A.  SLP Client List/Attorney Timesheet
· The purpose of this form is to help LASO keep track of the action taken on each client’s issue and the amount of time the attorney spent at the center.

· This form should be completed each time the clinic is held and returned to LASO at the completion of each clinic.  Please send this form to LASO no later than a week after the clinic date.
· At the top of the form please write the name of your center, the date the clinic was held and the name of the volunteer attorney.
· You will have already entered the client’s name, phone number and legal issue when scheduling the appointment.  If the client does not show up for the appointment, write, “No show” in any of the boxes on the form.
· If the client is eligible for continuing free legal service, please check that box.

· After the last client has met with the attorney, talk to the attorney and check the appropriate box indicating whether the attorney is keeping the case or if the client received advice only.  (NOTE:  All financially ineligible clients are advice only.)  

· If the attorney tells you that he/she is not able to assist an eligible client, but that the client needs to see another attorney, please ask the attorney to contact the LASO pro bono coordinator to make the referral.  We no longer accept paper referrals and have revised the form to delete the referral box.  LASO will attempt to make referrals for eligible clients only.  
· Please have the attorney write the amount of time he/she spent at the center.  This information is used to compute our billing and to recognize the volunteer efforts of the attorney.  

· Have the attorney sign this form and fill in his or her bar number prior to leaving your center.
G.  Client Information Sheet (triplicate form)
· Upon the client’s arrival at the center, the intake specialist should obtain the information for the intake form.  DO NOT HAVE THE CLIENT FILL OUT THE FORM.  

· Please complete every item, use a pen and print the information legibly.  We will need to enter all of this data into our data collection system.

· The top of the form asks for self-explanatory personal information such as full name, address, phone number, spouse’s name, etc.  
· Adverse Parties.  Please fill this in for anyone involved in the case.  Sometimes, this includes people who may not really be “adverse,” like a grandchild who has a power of attorney, but it is much better to have this information than to miss it and encounter an actual conflict later. 

· Number in Household.  Indicate the number of people in the client's household.  Include in this number all people living with the client who either contribute to the household's finances or rely on the household for support.  People in the same residence who are not part of the financial unit are not included, i.e., renters and roommates who do not pool their resources.  Do not forget to include the client in this number.

· Age.  List the age of the client.  If the client is under 60 years, but married to someone 60 years or over, please write “married to spouse 60+” on the intake.

· Ethnicity.  Circle the appropriate letter to indicate the client's ethnic background:  
W - White




B - Black




H - Hispanic




N - Native American




A - Asian/Pacific Islander




OT – Other

· Income.  
· The income of all household members that is available for the support of the client must be listed.  

· Income includes earnings, public assistance, regular support payments, dividends, interest, rents, etc.  

· Income does not include money withdrawn from a bank (except IRA withdrawals), tax refunds, gifts, one-time insurance payments for injuries, or any non-cash benefits such as food stamps, food or housing.

· For all earned income, list gross income before taxes or other payroll deductions.  

· For self-employment, list net profits (after deductions for business expenses).
· Some clients may be reluctant to talk about their personal finances.  Please explain to the client that as a federally funded program we must comply with federal rules and regulations.  We are required to obtain this infor​mation for statistical purposes.  All information, including client identity, is strictly confidential.

· If a client refuses to provide his or her income information, you should write, “Client refused to provide income information” on the form.  Such clients are ineligible for continuing free legal services.

· Assets.  

· If the client has no assets, please write “none” or put a “0” in the space.  Do not just leave the area blank.
· Please list the cash value of liquid assets such as bank accounts, stocks, bonds, etc.  "Liquid assets" does not include IRAs or KEOGH plans.
· Please list the equity (property’s value minus secured debt) of non-liquid assets.  (Example, a boat, RV, etc.)  
· Do NOT include as a non-liquid asset  the client’s home in which the client is living, non-liquid assets used to produce income, a car used for work, and any assets of a household member which are not accessible to the client.

· If a client refuses to provide his or her asset information, please write, “Client refused to provide asset information” on the form.  Such clients are ineligible for continuing free legal services.

· You MUST list actual asset amounts, not just “Below $15,000.” 

· Debts/Expenses.  In some cases debts and expenses may be taken into consideration in determining eligibility, as explained below.  Any expenses or debts to be deducted must be listed with type and amount in the shaded box on the right side of the intake form.
· Problem Description.  Every intake form must include a description of the legal problem and the LSC problem code.  The problem codes are listed on the back of the intake form.  Under “What is your legal problem?” please write a short description of the legal issue.  (Example: will, landlord/tenant, debt collection.)

· Verification and Signature.  All clients must sign the intake where indicated and must check the box that they are US citizens. If a client is not a US citizen, please follow the instructions on page 4.  If you have any questions about eligibility, please contact LASO. 
· Eligibility determination box.  In the shaded box on the right side of the intake you will check the box that the client is “eligible” or “ineligible for continuing free legal services.  If the client is ineligible, please check the box relating to their ineligibility (under age, over income, over assets, non-citizen or other, such as a fee-generating case.)

H. Retainer Agreement

· Please fill in attorney’s name, client’s name, and date on the top of the form.

· This is a multi-purpose form that should be used for eligible and ineligible clients alike.

· If a client is eligible for free continuing services, please cross out the lower portion of the retainer and ask the attorney to complete the rest of the retainer with the client.

· If the client is ineligible for continuing free services, cross out the upper portion of the retainer and read the lower portion to the client.  Have the client date and sign the ineligible client statement.

· Obtain the white copy of the retainer agreement on ALL cases from the attorney at the end of the clinic. 

· The client should be given the yellow copy and the attorney should retain the pink copy for his or her records.


D.  Evaluation/Complaint Form and Envelopes 
· An evaluation/complaint form and an envelope should be given to each client who meets with a volunteer attorney.  

· Clients should be encouraged to complete the form and mail it back to LASO if they have any comments about the program. 

E.  Case Closure Form
· The information the attorney fills out in the Case Closure Form is required by our federal funder.

·  Please fill out the top portion of the Case Closure Form before the attorney meets with the client: do NOT fill in case # (it will be assigned by our computer system.)
· If attorney completes work within the half hour, ensure that the attorney has completed the Case Closure Form and return it to LASO along with the other paperwork.
· If attorney keeps the case for ongoing assistance, have the attorney keep the Case Closure Form and tell him/her to mail it back to LASO upon completion of the legal assistance.  
V.
Determining FINANCIAL Eligibility

A.  Income
· LASO uses the Federal Poverty Income Guidelines (FPIG) to determine income eligibility.  Those figures are updated each February/March and forwarded to the centers.

· The FPIG figures for 2012 are as follows:

	 SEQ CHAPTER \h \r 1Size of Family Unit
	Monthly Income
	Annual Income

	
	125%
	200%
	125%
	200%

	1        
	$1,164
	$1,862 
	$13,963 
	$22,340 

	2        
	$1,576
	$2,522 
	$18,913 
	$30,260 

	3        
	$1,989
	$3,182 
	$23,863 
	$38,180 

	4        
	$2,401
	$3,842 
	$28,813 
	$46,100 

	5        
	$2,814
	$4,502 
	$33,763 
	$54,020 

	6        
	$3,226
	$5,162 
	$38,713 
	$61,940 

	7        
	$3,639
	$5,822 
	$43,663 
	$69,860 

	8        
	$4,051
	$6,482 
	$48,613 
	$77,780 


 SEQ CHAPTER \h \r 1For Each Additional Family Member over 8 add $4,950 ($413 per month) at 125%; or $7,920 ($660 per month) at 200%

· Client is Eligible/Below 125% of the FPIG.  If the household income is at or below 125% of the FPIG for the number of people in the household, the client is eligible for services.  

Example:  Ms. Green lives alone and her monthly income is $678.  Because that is below the 125% standard, she is eligible.

· Client is Not Eligible/Over 200% of the FPIG.  If the household income is over 200% of the FPIG for the number of people in the household, the client is ineligible for services.  
Example:  Ms. Smith has two people in her household and they earn $3,000 per month.  She is not eligible for ongoing pro bono service, after her initial consultation through the Senior Law Project.  

· For clients over the 200%, we CANNOT consider their monthly expenses for eligibility determinations.  
· EXCEPTION: if the client’s gross monthly income is primarily committed to medical, nursing home or other long-term care expenses.  In order to qualify under this exception, a client must spend almost ALL of his/her monthly income on these medical and long-term care expenses.  If you have any questions about this exception, please call LASO for assistance.  
· Client May Be Eligible/Between 125% and 200% of the FPIG.  Clients whose income is more than 125% of the FPIG, but less than 200% of the FPIG may be eligible if their allowable monthly expenses when subtracted from their income bring their income below the 125% standard.    

Example:  Mr. Brown lives alone and his monthly income is $1,450.  Since his income is over the 125% standard but below the 200% standard his monthly expenses are taken into consideration. He pays $300 a month in medical expenses.  The medical expense is an allowable expense subtracted from his income, leaving $1,150, which is below the 125% standard.  He is eligible.

· Deductible Expenses.  The following expenses can be deducted only when the individual's income is more than 125% but less than 200% of the FPIG.  These are payments made each month and must be listed on the intake form.

· Medical Expenses.  What the client is paying each month on hospital and doctor bills, including past-due bills, prescriptions, equipment and supplies, travel to doctor's office, over-the-counter drugs, insurance premiums which occurred or which are expected to occur within the present month.  Past due bills no older than three months may be counted.

· Fixed Debts.  What the client is paying each month on a judgment, garnishment, court-ordered restitution, child and/or spousal support that is being paid is a fixed debt.  Debts to creditors such as Sears or Visa are not fixed debts.

· Unpaid Taxes.  What the client is paying each month on unpaid federal, state or local taxes from prior years that are not deferred.

· Work Related Expenses.  What a client is paying each month on transportation, uniforms, tools, special equipment, and childcare associated with work.

· Costs Due to Age or Infirmity.  What a client is paying each month for in-home services such as a live-in housekeeper, meals-on-wheels, special transportation, seeing-eye/hearing-ear dog and expenses, TTY, or shopping.


B.
Assets
· A client may have $15,000 in liquid and non-liquid assets combined.

· Clients over the asset limit are not eligible for continuing free services.
VI.
CLINIC PROCEDURE

· Greet the client and complete the Client Information Sheet in a private location to ensure confidentiality.  
· Have the client sign the United States citizen attestation on the Client Information Sheet or, if not a citizen, follow the instructions on page 4.   

· Inform the client whether he/she is eligible/ineligible for continuing free legal services.  If the client is not eligible, fill out the retainer form and have the client sign and date the Ineligible Client Statement on the bottom of the retainer.  
· Fill out the top portion of the Case Closure Form for the attorney.
· Give each client an evaluation/complaint form.

· Welcome the attorney and introduce the first client to the attorney.

· Give the attorney the yellow and pink copies of the Client Information Sheet and all 3 copies of the retainer agreement.  Keep the white copies of ALL Client Information Forms (to be sent to Legal Aid, see below).
· When the attorney has completed each appointment, obtain the white copy of the retainer agreement, and ensure that the client has been given the yellow copy of the retainer agreement.

· After the completion of all of the appointments, complete the time sheet with the attorney and have the attorney fill in the blank about the legal assistance they provided and sign the form.

· Immediately after the clinic, please mail the following documents to LASO:

· The Client List/Attorney Timesheet

· All  white copies of all of the Client Information Sheet

· All white copies of the retainer agreement

· If the attorney completes work on any of the clients within the half hour, include the completed Case Closure Forms for those clients.
VII.
MISCELLANEOUS

· Donations.  Clients should be informed that the SLP does accept donations.  Donated funds are used to continue to provide legal services to seniors who reside in our service area.  If you are given a donation, forward it to the SLP coordinator as soon as possible.  Checks should be made out to Legal Aid Services of Oregon.

· Evaluations.  Please offer a client evaluation form to each SLP client and ask them to mail it back to LASO.  We share the evaluations with attorneys and SLP senior center staff.  
· Complaints.  It is extremely important that complaints about the SLP are forwarded to a LASO coordinator.  Unless we hear about a complaint we cannot take the necessary action to correct the problem.  The complaint form is on the back of the evaluation form.  Please give this form to every client.  Clients' complaints about the services of a volunteer attorney will be handled in the following manner:

· Complaints should be made a LASO pro bono coordinator, either by the senior center or by the client.

· A LASO coordinator will investigate and attempt to resolve the complaint.

· If the LASO coordinator cannot resolve the complaint, it will be referred to LASO’s Regional Director.

· Client Cancellations.  Please note if a client continuously fails to attend a scheduled clinic appointment.  If a client has cancelled or failed to show for more than two appointments, please call the SLP coordinator to discuss whether to schedule the client for another appointment.

· Attorney Cancellations.  LASO will notify the senior center staff as soon as we learn of an attorney cancellation.  We do our best to locate other attorneys to cover those shifts.  If an attorney contacts you to cancel, please let LASO know ASAP so that we can attempt to fill the clinic slot. 
· Repeat Appointments.  Clients may make subsequent appointments for new legal issues.  If they want a second opinion on the same legal issue, they have the right to a second opinion, but there is a limit of two SLP appointments per legal issue.  You should not schedule another appointment for a client with the same legal question if two volunteers have said that there is nothing that the client can do to alleviate the problem through the legal system.  You should not schedule clients for follow up appointments with the same attorney on the same legal issue during SLP clinic time.
· Interpreters.  If a non-English speaking client contacts your office for a SLP appointment, please follow your center’s policy on providing interpreters.  Schedule this client for two appointment slots, since it takes longer to interpret. 
· Homebound Clients.  If a client is homebound due to a serious disability or illness, please call the LASO coordinator with the client’s contact information.   You should let the client know that LASO will call the client, conduct a phone intake to assess eligibility and, if the client is eligible, LASO will attempt to find an attorney for a home visit.  
· LASO contact information.  

· Clients needing further assistance can be referred to our front desk at 503-224-4086, who will route the call to the appropriate staff person.

· You can refer clients to the LASO website for additional legal information. www.oregonlawhelp.org.

· Questions?  Senior center staff should contact:

· Sarah Radcliffe, Staff Attorney / Pro Bono Coordinator at sarah.radcliffe@lasoregon.org or (503) 224-4086

· Maya Crawford, Supervising Attorney at maya.crawford@lasoregon.org or (503) 224-4086
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