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LEGAL SERVICES FOR CHILDREN

Policy and Procedure Manual

I.  AGENCY OVERVIEW

Our Mission:

Legal Services for Children (“LSC”) provides free representation to children and youth across cultures who require legal assistance to stabilize their lives and realize their full potential.  Through a team approach utilizing legal advocacy and social work services, our goal is to empower clients and actively involve them when critical decisions about their lives must be made.  LSC’s commitment is to ensure that every child in the Bay Area has an opportunity to be raised in a safe environment with equal access to the services they need. 

Our Vision Statement:
Legal Services for Children staff and interns provide legal and related social work services in order to holistically serve the at-risk population of children and youth.  In addition, LSC uses an empowerment model with minor clients, with the goal of increasing minor clients’ active participation in making decisions about their own lives.  Using the holistic approach and client empowerment model, LSC works toward the prevention of children and youth unnecessarily entering either the juvenile dependency or juvenile criminal justice systems.

Our History and Philosophy:

Legal Services for Children was founded in 1975 as a nonprofit agency with a mission to provide legal advocacy and social services to children and youth.  LSC has assisted well over 50,000 clients over the last two and a half decades and is one of the few nonprofit organizations in the nation that offers free, direct, and confidential legal services to children under eighteen.

Most of our clients have had histories of abuse, neglect and/or abandonment.  Accordingly, each child LSC works with has access to both an attorney and a social worker trained in the complex problems of young people.  Our office is committed to a collaborative approach with attorneys and social workers providing comprehensive legal representation supported with case management, crisis intervention, and referral services.

Legal Services for Children actively engages in collaborations with various community organizations to provide complete legal and social services to clients who need lasting support.  Our ongoing goal is to assist and empower impoverished children and youth in need of the legal system to stabilize and improve their lives.  In all of our ongoing projects LSC emphasizes a safe and stable living environment for our vulnerable child clients.

Current LSC Projects:

*HOPE Project – this project works with HIV/AIDS affected families.  LSC’s legal staff works with families to provide legal assistance with joint guardianships, SSI disputes, education matters, and benefits issues.  Additionally, social work staff provides case management services, support groups, and a family activities program.

Primary funding is provided by the SFDPH-AIDS office.  Additional funding includes a grant from the Haas Foundation.

*Guardianship Project – LSC currently assists San Francisco and Alameda County children in obtaining legal guardianship with a family member or other committed adult when they are unable to continue living with a parent.  LSC also trains, recruits, and coordinates a pro bono panel of over 50 private attorneys willing to assist with guardianship cases referred by LSC.  

*Education Project – this project assists Bay Area families in their efforts to improve their children’s educational experience. We provide workshops for parents and phone advice on school issues. Workshops cover school discipline, special education, bilingual education and how parents can become more involved in decision making at their child's school.  We are also able to offer some direct representation of students, especially in the area of school discipline. 

*Partners for Prevention  (PFP or AB90) - Provides legal and social work assistance for San Francisco youth between ages 8-17 at risk of entering, or already involved in, the juvenile justice system with the goal of deterring juvenile court involvement.  Services include: case management, psychosocial assessment, social work and legal counseling, legal representation in matters of school discipline, special education, legal guardianship, emancipation, and other permanency planning options.  Any client in San Francisco who calls with a fact pattern that includes: alleged criminal conduct, contact with police or the probation department, truancy, suspension/expulsion from school, or a runaway minor may be a potential PFP client.  Funding for this project comes from the Mayor’s Office of Criminal Justice.

*SF300/Dependency Project - LSC attorneys receive appointments from the San Francisco Superior Court, Juvenile Division, to represent minors who come within the jurisdiction of the Juvenile Court and fall under the authority of the Department of Human Services (DHS).   These children, once adjudicated and placed either in-home with monitoring by a DHS child welfare worker, or out-of-home, with a relative, a foster care provider, or in a group home, are referred to as court dependents.  Dependency cases can be highly court-intensive, involving contested hearings and an occasional trial, and may also involve provision of corollary services, such as educational advocacy, immigration assistance, assistance in finding appropriate placements or mediating family agreements.  LSC bills the Juvenile Court for both legal and social work done on these cases.

*Queer Youth Project (QYP)- The goal of this project is to assist Lesbian, Gay, Bisexual, Transgender, and Questioning (“LGBTQ”) Youth who may need to use the legal system to stabilize their lives.  This project conducts “Know-Your-Rights” training for youth in schools, shelters, and community based organizations and provides legal services that positively impact LGBTQ Youth needs for shelter, education, and support.  Legal Services for Children hopes that its services will help decrease the astronomical suicide rate, harassment, and unsafe/unstable family environments experienced by many LGBTQ Youth.  This project is primarily funded through the San Francisco Department of Children, Youth, and Families.

*Probate Guardianships (PG)- LSC attorneys receive court appointments from the San Francisco Superior Court, Probate Division, to represent minors in legal guardianship proceedings.  The minor may need assistance with representation in a contested guardianship, a successor guardianship, termination of a guardianship or accessing needed support systems. These cases often require social work intervention. LSC bills the Probate Division for both legal and social work done on these cases.

*Pathways to Work-LSC assists minors between 14 and 18 become more prepared to enter the workforce, by helping them stabilize their work and school situation through representation in guardianships, expulsion hearings, etc.

*Detained Immigrant Children Project- LSC attorneys and social workers attend the INS minors detention calendar and advise and represent detained immigrant minors.
II.  BILLING

Staff members are responsible for recording minutes/hours spent on each HOPE, PG and SF300 case and entering their own time in the Timeslips database.  New staff members should contact the Office Manager to set up a Timeslips training session.

Billable Work Includes:

1) Any work done on a Probate Guardianship (PG) case.

2) Any work done in relation to the HOPE Project.

3) Any work done on a SF Dependency (SF300) case.

HOPE bills are generated monthly.  A reminder to complete entering all billable hours from the previous month will be sent out at the beginning of each month.  

SF 300 and PG bills are generated quarterly.  Staff will receive a quarterly reminder to complete entering billable hours for the specified months.  

It is each staff person’s responsibility to properly record their hours and enter them in adherence with the monthly and quarterly reminders.  Late entries are not acceptable and will result in loss of income to the agency.  

Specific guidelines for billing follow.  Discuss any questions with your supervisor.

HOPE PROJECT

All time is recorded under the child client’s name.  Attorneys, legal interns, and the intake coordinator bill all hours as LA (legal advocacy).  Social workers bill all work as either FTF (face-to-face contact with a client) or NFTF (non-face-to-face contact with a client).  Any staff member who attends a Family Support Program (FSP) activity should bill it as FSP hours.  All work done directly with a client or on behalf of a client is billable,  this includes in agency case review (supervision & case staffing) and assessment/reassessment notes.  All HOPE hours should be billed per quarter of an hour (.25, .50, .75) and should be rounded up to the nearest quarter when billed.  
PROBATE GUARDIANSHIP (PG) AND DEPENDENCY (SF300) CASES

This is intended to provide a general overview of billing requirements for

Juvenile Dependency and Probate Court Appointments (SF300 and PG). For more detailed requirements, see the San Francisco Superior Court Dependency Representation Program Policies and Procedures Manual (3/6/01). The Probate Court generally follows the requirements set forth in the manual but they are not as restrictive. If you have specific billing questions, please consult with your supervisor.

The Juvenile and Probate Courts frequently appoint LSC to represent minors in dependencies and guardianships. LSC bills the court for time spent representing the client. The courts require specific forms and procedures to be followed when billing the court. In billing dependencies, specific forms must be completed with required information including phase codes and task codes. See Attachments. In billing guardianships, such codes are not required but the time billed and description of tasks should be consistent with what’s billable in dependencies. 

Attached are examples from the Lawyer Referral Service of a “problem bill” and a “good bill”. Although the form is outdated (no phase or task codes on it), the discussions about time billed and the explanation of tasks are still relevant.

The following is a general overview of dependency and probate guardianship billing:

	RATE
	$75/hr for attorneys; $35/hr for social workers, interns and non-panel attorneys.

	BILLING INCREMENTS
	Nearest tenth (.10) or quarter (.25 and .75) of an hour; See attachment

	COURT TIME


	May bill time spent in court but may not bill more than once for the same time in court; if appearing on more than one case, the time must be allocated fairly among the cases. 

	PREPARATION TIME OUT OF COURT
	See billing codes for a general guide of what is billable. Generally, any task that is required of the attorney or social worker in   the representation of a client in a dependency or guardianship is billable. See below for IEP’s, Immigration and other “ancillary” issues. Also see DO’s and DON’T’s.

	CLERICAL OR NON-ATTORNEY OR NON-SOCIAL WORK TASKS
	May not bill. Examples include typing, preparing proofs of service, faxing, filing papers, preparing bills.

	BILLING CODES
	Phase codes and task codes are required for SF300 but not PG. See attached chart.

	TRAVEL TIME
	May bill travel in the following counties Alameda, Contra Costa, Marin, Napa, Sacramento, San Francisco, Santa Clara, San Mateo, Solano and Sonoma. Attorneys may bill travel time beyond these counties up to two times per year to visit a minor client. Any additional requires a court order. Mileage rate is $.30 per mile. Travel time between the office and court is not billable.

	ANCILLARY PROCEEDINGS

(legal work that is not specific to the dependency)

e.g. IEP’s, IMMIGRATION, SSI, HOUSING etc.
	Cannot bill ancillary proceedings to a dependency unless there is a prior court order approving such billing. This needs to be attached to the attorney bill. In probate guardianships, you may bill IEP’s and other school related work without a specific court order.

	IN HOUSE COPYING
	Can bill $.15 page

	COLLECT CALLS, EXTRAORDINARY LONG DISTANCE CALLS AND FAXES
	Can bill

	ROUTINE SERVICE OF PROCESS COSTS
	Can bill

	ROUTINE POSTAGE 
	Cannot bill


DON’TS:

· BLOCK BILLING:

Do not block bill. Each task must have a specific time.

e.g.  Attorney phone calls to CWW and the client made on the same day.

Bill as TCT to CWW re: status .25, TCT to client re: status  .25 

Do NOT bill as TCT to CWW and client .5
· MULTIPLE COURT APPEARANCES 

Time spent in court on more than one case on a set calendar must be allocated among the cases.

e.g. 2 cases on the 1:30 p.m. PPH 6 mo. review calendar on the same day

Bill as 1:30-1:45 J. Smith .25, 1:45 –2:15 S. Jones .5

DO NOT bill as 1:30-2:15 J. Smith .5 and 1:30-2:15 S. Jones .5

· EXPLANATION OF TASK

Do not describe in detail the substance of a contact. Keep it as general as possible without revealing confidential information.

e.g. Bill as TCT to therapist re: status 

DO NOT bill as TCT to therapist re: minor’s depression
Bill as TCT to school re: placement

Do not bill as TCT to school re: expulsion for assault

“Status”, “placement”, “services” are acceptable general descriptions in many circumstances.

· SUPERVISION OR CONSULTATION TIME

Do not bill for supervision time with law clerks to discuss their assignments and supervision meetings with the Managing Attorney or Clinical Director.  

Do not bill for case staffings.

· DRAFTING CASE NOTES

Do not bill for time spent drafting notes from home visits or meetings. This is seen as administrative time. 

· MEETINGS OR HOME VISITS

Do not bill for both Attorney and Social Work or Law Clerk time for a meeting or visit unless an explanatory note is given. The dependency billing manual emphasizes that work done by social workers and law clerks is expected to reduce the time spent by the attorney and the court will not pay for both the attorney and social worker to go to the same meetings or visits unless an explanation of need is provided.

DO’s:

· Do bill for HV’s even if the client/family are a no-show. Provide an explanatory note.

· Do bill for the full amount of travel time even if you get stuck in traffic. 

· Note the number of pages of any lengthy document to justify any extensive time spent reviewing it such as discovery, psychological evals, briefs, etc.

· Identify the location of any home visit.  Bill travel time and home visit time separately (e.g. HV to Fairfield: 2.0 travel, 1.0 visit)

III.  OFFICE DETAILS

Cell Phone:

LSC owns one cell phone for work related use by any staff member.  It is particularly important to carry a cell phone when visiting a client in an unfamiliar neighborhood or after dark.  The cell phone is kept in a locked file cabinet in the photocopy area of the office.  The office manager is responsible for the keys to that file cabinet.  Staff members are required to sign the phone in and out and make sure that it is fully charged for its next use.  Damage, loss, or malfunction of the cell phone must be immediately reported to the office manager. 

Keys / Locking up the Office:
If you are the last person to leave the office in the evening, please be sure the following is done:

1) All computers are turned off (EXCEPT THE SERVER)

2) Back door in intern area is securely shut

3) All lights are off

4) All heaters/fans/radios/typewriters are off

5) Elevator is in the OFF position (Key is at the front desk – attached to the PLAY SKOOL train.  

6) Dead bolt on front door is locked

Interns:

An intern should not be the last person to leave the office. Interns who plan to stay late should notify their supervisor in advance.

Any Intern who receives office keys must return them to the Office Manager on the last day of the internship. These keys may not be copied.

Mail Boxes:
Each staff member and intern will have a clearly marked mailbox that should be checked at least once every day.  Mail that has a routing slip on it should be read and passed along in a timely manner.
Office Attire:
LSC staff and interns are expected to wear professional attire to work, especially on days when attending Court or meeting with clients.  On other days, business casual attire is acceptable.  LSC staff and interns are requested to refrain from wearing shorts, ripped or “holey” jeans or t-shirts, and halter tops (e.g., no backless or strapless shirts).

Office Equipment / Supplies:

When resources allow, all interns will have access to their own phones, computers, and desks.  Supplies are kept in the cabinet near the photocopier.  If you can’t find what you’re looking for, ask your supervisor or the office manager.  It may need to be ordered.

Office Forms:

All office forms (daily time records, releases, reimbursement forms, etc.) are located in the top drawer of the file cabinet labeled “office forms” in the copy area.

Office Hours:

Regular work hours are Monday through Friday from 9-5.  If you are not able to work your regularly scheduled hours your supervisor needs to be notified.  It is all interns’ responsibility to arrange making up missed hours if that is relevant to the internship.

Feel free to fit lunch in when it is best for you.  .

Flextime:  Regular staff may take flextime when they work beyond the regular work hours.  If you wish to take more than 4 hours of flextime, you must submit a request in writing to your supervisor for approval prior to taking the time.  Employees should refer to the personnel manual for more detailed information

Reimbursement Request Form:

If you have been asked to incur a work related expense (i.e. mileage), discuss the process for reimbursement with your supervisor and submit a request with receipts in a timely manner.

Sign-in Board:

Always make it clear on the dry erase board by the front desk whether you are in or out of the office.  When you are leaving please remember to sign out, note where you are and the day and time you’ll be returning.

Time Sheets:

A bimonthly time sheet will be put in your box.  Please fill it out and return to your supervisor on the 15th and 30th/31st  of every month.  Indicate actual number of hours worked for each day. See Appendix for an example.

US Mail:

Work related mail should be placed in the basket at the office manager’s desk.  (S)he is responsible for stamping and mailing it.

Vacation Requests:

All requests for time off should be submitted to your direct supervisor for approval at least two weeks in advance when possible.  Approved vacation request forms should be attached to the appropriate bimonthly time sheet. Staff is required to arrange in advance for appropriate case coverage and mail/voice-mail review during their absence.

Voice Mail:

As resources allow, each staff member & intern will have access to his/her own phone and voice mailbox.  The universal secret code for all interns, as well as the intake mailbox, is the same.  Your supervisor will tell you what that is.   You are responsible for recording a professional outgoing message that identifies yourself and your title and the days that you are in the office.  Interns should NOT change their secret code and are responsible for deleting their outgoing messages on their last day in the office.

To enter the system press the voice mail button on your phone and enter your secret code.  To listen to messages, press L (or 5).  To erase, press E (or 3).  To hold the message, either hang up or simply press L again to listen to the next message.  To pass the message on to another person in the office, press MF while the message is playing and follow the directions carefully.

IV.  STAFF & SUPERVISION
Weekly Staff Meetings

Staff meetings are currently scheduled every Monday at noon and typically last an hour.  All staff and interns are expected to attend regularly.  Each week the agenda (which is posted on the bulletin board outside of the library) is addressed and minutes are taken and distributed to those unable to attend.  Interns should feel free to place an item on the agenda during the week after checking with their supervisors. 

Case Acceptance Review
Immediately following each staff meeting a case acceptance review meeting will take place.  During this time staff and interns have an opportunity to present potential cases and facilitate discussion about whether that case should be opened by the office.  All staff and interns are required to participate.  The Managing Attorney and the Clinical Director will assign new cases following this meeting.

Outside Trainings/ Professional Development
LSC encourages all staff to attend relevant trainings outside of the agency.  However, you are responsible for discussing any related fees and for arranging time away from the office with your supervisor.  Please see the Personnel Manual for further information.

Exit Interviews
All staff will participate in an exit interview prior to their last day of work at LSC.  These interviews are confidential and are important to ensuring the quality of the working experience at LSC and the overall functioning of the office.  Interns will complete a confidential internship evaluation.

Staff Attorneys:

Supervision
The managing attorney supervises all staff attorneys.  All staff attorneys have at least monthly supervision meetings with the managing attorney.

Attorney Meetings
All attorneys are required to attend the monthly attorney meeting.  This meeting provides attorneys with the opportunity to review and strategize about cases and discuss administrative matters.

Staff Social Workers:
Supervision

The Clinical Director supervises all social workers.  Weekly supervision is arranged as appropriate.

Social Work Meetings

The monthly social work meetings are intended to address administrative issues as well as to provide social workers with a time to discuss cases and receive peer consultation and support.

Intake Coordinator

The Intake Coordinator will receive supervisory support from both a social worker and an attorney.  Supervision will be arranged as appropriate to discuss issues related to the work.

Executive Assistant and Administrative Staff

The Executive Director will supervise the Executive Assistant.  The Executive Assistant will supervise all other administrative support staff. 

Interns:

Intern Trainings

Intern trainings will be scheduled weekly at the beginning of each semester.  Topics will cover relevant legal and social work practice. These meetings are also intended to give interns an opportunity to discuss their experiences and raise issues related to their work in the office and with clients.  

LSC Commitment to Intern Supervision and Education: 

· Interns are here to learn and each assignment should have educational value.

· Assignments should be carefully explained, not just in terms of what needs to be done, but why and how it fits into the bigger picture.  The purpose of the tasks should always be explained and expectations of the intern made clear. 

· Interns should have lots of opportunity to ask questions.  Each intern supervisor should set up one hour a week, at a set day and time, to have supervision.  This means a time expressly for the intern to ask questions and review the work that they have been doing.

· All intern work should be closely supervised.  Clear directions should be given throughout the assignment and everything should be carefully reviewed.  Supervisors are ultimately responsible for the quality of all work.

· All work assignments should go through the intern’s supervisor.  Supervisors should check in regularly with their intern to make sure that their workload is manageable and it is a supervisor’s job to prioritize work so that an intern is not overwhelmed with competing obligations.  The intern is responsible for keeping the supervisor aware of current workload details.

· Interns should have the opportunity to work on cases with attorneys/social workers other than their direct supervisor.

· Interns should work during regular office hours.  If workload requires overtime work, paid staff has the responsibility to do that work.  The only exception to this includes a professional obligation to follow through on work with a client in significant crisis.

· Time spent supervising interns should be a priority for all staff.  Interns should never feel like they are interrupting when they ask for help or feel other staff work is more important than supervision time.

· Interns’ work space and materials must be respected by others.


· Staff social workers should be available to consult with any intern regarding social work issues as they arise. 

     Expectations of All Interns:

· Review Legal Services for Children’s Policy and Procedure Manual 

· Attend LSC weekly staff meetings

· Participate in and bring written agenda to weekly supervision sessions

· Initiate discussion with supervisor as soon as possible if there are any concerns or questions about a case or LSC policy

· Participate on intake (answering intake calls and handling intake walk-ins) and enter information into the intake database

· Present all notes for client files to supervisor for review/edits prior to placement in client files 

· Complete daily time records for work with clients that is considered “billable” on a daily basis

· Complete bi-monthly time sheets (noting hours worked at LSC) and return to their supervisor

· Notify supervisor if it is not possible to work normally scheduled hours and arrange to make up hours if appropriate

     Social Work Interns:

· Carefully review Social Work Case Management Protocol and Psychosocial Assessment sections of this manual
· Participate in assessing clients and/or families by completing home visits, school visits, hospital visits, and visits to other organizations in the community
· Attend and assist with HOPE Project support groups and family activities
· Have all chart notes and intake forms double signed by supervisor
· Complete two process recordings each month for supervisor review
Expectations of Intern Supervisors:

Orientation:  Unless otherwise arranged, it is the supervisor’s responsibility to be prepared for the student’s arrival.  The supervisor must give the student a brief orientation to the office and introduce staff members.  If a separate orientation meeting has not been scheduled, then the supervisor must also review LSC’s Policies and Procedures Manual with the intern.

Supervision/Work Assignments:  Each intern shall have a supervisor with whom (s)he will meet at least one hour weekly to discuss work assignments, provide feedback and address any issues or concerns.  The supervisor is responsible for monitoring the workload of their assigned intern and is expected to shadow interns at client interviews as is deemed appropriate given the student’s skill level and experience.  Any staff member who wishes work to be assigned to a student who they are not supervising must first discuss the assignment with the supervisor to determine if the assignment is appropriate.  

Evaluations:

FOR LAW INTERNS:  Within the first week of the student’s internship, the intern and attorney must complete the Intern Expectations and Goals Form and develop a work plan.  The supervising attorney must also complete the Final Intern Evaluation by the last week of the internship.  Attorneys are expected to review this evaluation with the student.

FOR SOCIAL WORK INTERNS:  All work plans, meetings with advisors, and student evaluations must be completed in a timely manner as required by the intern’s individual school of social work. 

FOR ALL INTERNS:  After the student’s individual evaluation is complete, the supervisor should distribute the Internship Evaluation Form for the student to complete.  The supervisor should inform the student that the evaluation may be submitted anonymously and returned to the Managing Attorney.  

Preparing for the Intern’s Departure:  The supervisor should discuss with the intern the steps they should take as they end their internship at LSC.  This includes discussing:  informing the client and relevant professionals of their departure, informing staff about the status of their assignments and what work is remaining, returning case files and research materials, changing their voice-mail greeting, turning over office keys, cleaning up their workspace, and leaving a forwarding address and phone number.

V.
LEGAL ADVICE AND CONFIDENTIALITY

Legal Advice
Giving legal advice is practicing law and only licensed attorneys are allowed to do this!

When introducing yourself to a client (in person or on an intake call) always identify yourself and your title.  Both social workers and interns should make it clear that they are not attorneys.  Preface your conversations with phrases like, “I’ve checked with an attorney in the office and (s)he suggested…”  If you have any questions about what constitutes legal advice, don’t guess!  Ask your supervisor or the attorney of the day.

General Confidentiality
LSC has a strict policy of maintaining client confidentiality.  Please be mindful of how client files and records are handled – no one except LSC staff involved on the case should have access to any information about a client without the signed permission of the client.  Client identifying information (photos, letters, etc.) should not be displayed in work areas where client meetings will be held.  Also, please be aware of where and how loudly you discuss a case both in and out of the office.  If there are clients in the office they should not be able to hear or see information about any other clients. 

Should you become aware that someone you know personally is receiving services through the office, remove yourself from any involvement with the case and inform your supervisor immediately.

The shredder should be used for garbage that has identifying or confidential client information on it.  Everything else should be put in the recycling bin. 

LSC Confidentiality Policy—Attorneys and Social Workers

Attorneys must “maintain inviolate the confidence, and at every peril to himself or herself to preserve the secrets, of his or her client.” (Cal. Bus. and Prof. Code § 6068(e)) California’s approach to confidentiality for attorneys is considered one of the strictest in the country and contains no exceptions. 

The social work staff must maintain a similar degree of confidentiality with client information with the following exceptions: child abuse, imminent suicidal action and danger of violence to others.  These exceptions are described in the LSC Policy & Procedure Manual under Social Work Case Management Protocol - Risk Assessment & Suicide Assessment, Child Abuse Reporting and Potential Victims of Violence by Client. 

Social workers, whether on intake or in a client interview, must always inform all minors of their limits of confidentiality, before any interview begins. The minor must always be given the option to exclude the social worker from the interview, or, if it is an intake call, to speak to an attorney or legal intern.

All staff and interns at LSC are expected to abide by their professional mandates. Therefore, it is extremely important that clients are made aware of the differing reporting obligations of each professional. (Note: since adults are never clients of LSC confidentiality of our intake line only applies to minor callers.)

In general LSC maintains one file for each client that includes both attorney and social work notes. However, if there is any information that a client has shared individually with the attorney or social worker that they do not wish shared with the other team member a separate file should be immediately created to maintain this desired confidentiality.  

Client Consent to Release Information

Client confidentiality must be strictly maintained.  It is important to have a current signed release of information in the chart and the client’s permission to request or give any case information.  Since we have clients sign one release of information to cover all contacts, it is important that clients understand that they will be made aware of each interaction we have with other providers.  This is a good way to empower clients and give them some control over what information is shared and with whom.  Releases of Information are only valid for one year and should be renewed annually.

Also take care to maintain client confidentiality in the office by keeping charts in a safe place, not discussing cases where clients in the waiting area might overhear, and not discussing cases with people who don’t need to know.

Client Access to Files
Upon receipt of a written request, LSC staff should allow current and former LSC clients to have reasonable access to their files and information contained in their files.  Prior to granting access to a client’s file, an LSC staff member assigned to the case should review the file thoroughly.  If the LSC staff assigned to the case is unavailable, another staff member may review the file.   

If an LSC staff member feels that a client should not be given access to certain information or materials in a client file, the staff member should address these concerns with his or her direct supervisor.  Upon consultation with his or her direct supervisor and in accordance with federal and state law, the LSC staff member may withhold from the client access to information and materials contained within a client’s file.  

When requested by the client, LSC staff should provide a reasonable number of copies or duplicates of documents and information contained in client files.  Originals should be retained in the file, unless there is a compelling reason why the original should be released to the client.  

LSC staff should prepare client files and any information that may be included in client files in a manner that is sensitive to the client’s interests and feelings and with the expectation that the client may gain access to the information.  
VI.  INTAKE / CASE ACCEPTANCE

Intake Procedures
Returning messages for intake calls:

1) Intake is from 1:30 until 5:00pm, Monday through Friday. Callers who call at other times or call when the intake person is on the phone will be routed to the intake voicemail (ext. 322).  Calls will also be routed to that box if a minor or concerned adult calls when the administrative assistant is not available to answer the phone.  It is important to check that box throughout the afternoon.  From any phone in the office, dial 500 for the voicemail system, extension #322 for the intake box and the universal secret code to gain access to the messages.

2) When you begin intake, listen to each message on the voice mail. Attempt to return the calls. If you are able to leave a message ask person to call between 1:30 and 5 and ask that minor call between 1:30 and 5. 

3) If the call sounds like it is from a minor you may want to leave a message with only our phone number, rather than “Legal Services for Children.” If you have any reservation about leaving a message, do not leave one.

4) At the end of the day make sure to erase all messages on the voice mail of people you have talked to or left a message. If you are unable to leave a message either because there was no machine or the caller asked you not to leave a message leave that message on the voicemail so that it can be returned the next day.
5) If you press TI during a message you can tell when the message was left. If a message was left more than one week ago you can erase it. 

Taking intake calls:
1) You should always make it your priority to take intake calls as they come in, so that callers will not have to leave a message. Please try not to do other non-intake phone calls on your intake day, so that the intake line remains free.
2) If you actually are speaking to a caller on the phone, open up a form in the intake data base on the computer. First ask the caller if they have called before. If they have, search for their previous intake so you will know what has already happened. If not, start a new intake form.
3) ALWAYS inform the caller that if you are not an attorney you cannot give legal advice, but that you will consult with an attorney and get back to them.

4) If the caller is an adult, immediately remind the caller that we can only provide services directly to minors. If the caller is a mother or father calling about custody or child supportrefer caller to the appropriate Family Law Facilitator’s office and bar association. For these calls you do not need to enter the call into the database or review with the attorney of the day. You do need to not the referral on the chart on Helen’s desk.
5) When possible, always ask to speak to the minor.  Explain to the minor that your conversation is confidential, per lawyer-client privilege.  If you are a social worker or social work intern explain the exceptions of confidentiality to the minor and give minor the option to consult with attorney or legal intern if they prefer. (See LSC confidentiality policy) Adult callers do not have lawyer-client privilege and both adults and minors should be informed of this fact.

6) Please be thorough when filling out the intake form.  WE NEED THIS INFORMATION.  Sometimes these are hard questions to ask but let the callers know that we need this information in order to ensure that we are reaching our diverse target population.

7) While obtaining information for the intake form, assess the need for crisis intervention:

· Does the minor need access to safe shelter?

· Does the minor need access to medical care?

· Does the minor need access to food?

· Does the minor need protection from anyone?

· Does the minor need immediate access to mental health professionals?  (Does the minor exhibit behavioral signs that suggest s/he is a risk to self or others?)

· Should you develop a safety plan with the minor?

· See also section on “How to Identify a Crisis/When to Seek Help in this manual.

8) After speaking with a caller, consult with the attorney of the day and then get back to the caller, proceeding as the attorney of the day suggests.  All intakes MUST be reviewed and signed by the attorney of the day.  If you begin to discuss an intake with one attorney, continue working with that attorney unless an emergency arises when that attorney is not available.  In that case, consult the current attorney of the day. 
9) Once you have spoken with a caller, it is your responsibility to complete any further follow-up that needs to be done on that intake. For example, if the attorney of the day asks you to have the caller call back with additional information or have the minor call those calls need to go to you even if they call back when it is not your intake day. It is important, whenever possible, to have the same intake person and same attorney working on one call until it is complete to avoid confusion.

10) Your notes should be legible and signed (first initial, last name).  Any reader should be able to easily understand the presenting problem and follow up!
11)  Once you have completed an intake make sure the intake form is accurate and up to date on all of your actions. If you have had to go beyond the computer form and added notes on paper make sure to write “SEE HARD COPY” in the memo section of the computer form. Print out the intake form and give it to the attorney of the day. (Make sure to print only “selected record” or the whole data base will print.)They will make any necessary changes and return it to you signed. Make any necessary changes in the computer and then file the intake

12) There are a number of common calls that we get where we are extremely unlikely to be able to help the caller. It is critical to keep time on these calls to a minimum to free up the line for other callers. The information below reviews some common cases and common referrals. Please do your best to determine up from whether this is likely to be a case we will be able to help with. (see questions to ask) and if not please try to keep the call short. 

Attorney of the Day responsibilities

The attorney of the day is responsible for supervising the intake person and being available to consult about the intake calls.  The attorney of the day must be in the office during intake hours on their assigned day.  If you are unable to cover any portion of that time on your assigned day, it is your responsibility to arrange for another attorney to cover it.  You must also inform the intake person of any change.

Common intake calls 

(NOT A SUBSTITUTE FOR MEETING WITH THE ATTORNEY OF THE DAY!!!!!)

1) GUARDIANSHIP:  We get many calls about guardianship. It is tremendously important to gather all relevant information from the client in order to open a guardianship case.  Please see the section on guardianships for more details.

2) CUSTODY:  Many calls come from adult parents wanting representation in custody proceedings.  These calls should be cut short because we cannot give advice to adults.  They may ask the court to appoint an attorney for their child.  See above in regards to referrals for custody cases.
3) EMANCIPATION:  Many youth call regarding emancipation.  Make sure to explain the requirements before sending an emancipation packet and make sure callers know to call back with questions.  Many calls that begin as emancipation matters are actually more appropriate as guardianships.  You may want to explore this option with a minor who may not qualify for emancipation.  Depending on the situation, some SF emancipation calls may be potential Partners for Prevention clients. Consult with the attorney of the day about this possibility.

4) CAREGIVER AUTHORIZATION AFFIDAVIT: Relative caregivers frequently call because they need to enroll a child in school, receive benefits for a child or seek medical attention.  They may simply need a Caregiver Authorization Affidavit (CAA) which you can mail to them after consulting with the attorney of the day. The CAA can also be used by non-relatives for school enrollment. We have an explanation sheet that should be sent out with the CAA.
5) DEPENDENCY: We cannot assist youth in foster care unless the court appoints us to do so.  Inform the caller that a minor in the dependency system may have already been appointed an attorney as well as a social worker.  Encourage him/her to get in touch with them.

6) SCHOOL DISCIPLINE: Many minors and their parents call for advice and representation in expulsion hearings.  These are frequently time sensitive cases.  See the attorney of the day to determine a course of action.

7) SPECIAL EDUCATION: Many parents call seeking advice and representation to plan a minor’s IEP (Individualized Education Program).  These cases should be referred to CASE (Community Alliance for Special Education).

8) OUT OF COUNTY: Generally, we do not work outside of San Francisco.  Try to make appropriate referrals to local agencies after checking with the attorney of the day.  See the referral file system for literature and ideas.

Questions to ask for common intake calls:

Guardianship:

1) How long has minor been w/proposed guardian?

2) What is their relationship?

3) What is the situation of the parents?

4) What are the reasons why the minor can’t live with the parents?

5) Would both parents consent to a guardianship?

6) Is the minor currently safe?

7) Talk to the minor about whether they want to pursue guardianship.

8) What is the family’s income?

9) Has CPS been called or ever been involved?

10)  Is there room for the minor at the home of the proposed guardian?

11)  Does the proposed guardian or any adult in their home have an arrest or CPS record?

School Discipline:

1) Has there been any kind of hearing yet? What was it like? Who was it in front of?

2) Have the parents met with the school? What happened at the meeting?

3) Is the minor currently out of school? For how long?

4) What are the details of the incident?

5) Has the minor had past problems in school?

6) Is there a date set for an expulsion hearing?

7) What kind of paperwork have the parents received?

8) What is the family income?

9) Is the student a special education student?

Emancipation:

1) Where is the minor currently living?

2) Are the parents in agreement with emancipation?

3) What are the reasons the minor can’t live at home?

4) Is the minor employed?

5) Are there any adults the minor might want to live with?

Types of cases that we don’t need to get a lot of information on:
Custody(between parents)—refer directly, do not input in database
Special education with no school discipline issue

Parent calling for own advice

Delinquency case with no school-related issues

Parent calling about Dependency case

Case Acceptance
No case should be opened without being presented at the weekly case acceptance review meeting first.  It is important that the caller is not led to believe LSC will accept his or her case until the case review process has been completed.  

It is hard not to get too involved in compelling cases, but it is important not to spend a lot of time on a caller who we are unable to help.  Work with the attorney of the day, a social worker and/or the intake coordinator to efficiently determine potential referrals.

If staff determine that a case is appropriate for LSC intervention, then:

· Inform the potential client that the case has been accepted.

· Inform the potential client/caregiver of LSC attorney/social worker/intern roles as well as how long staff or interns can be expected to work with family.

· Inform the potential client/caregiver of what LSC staff provides as well as the possibility for LSC to make referrals out into the community.

· Inform the potential client/caregiver that LSC staff and/or interns will need to complete an assessment, which includes a home visit (HV).

· In the case of a guardianship, inform the potential client/caregiver that there will be a criminal and CPS check on all adults living in the home.

Legal Services for Children

Typical Intake Calls

	Type of Call
	Common Questions/Situations
	Referral Options


* Please note this list is not a substitute for consulting with the Attorney of the Day. *
	Benefits


	If caller is relative caring for minor, s/he can already apply for “non-needy caregiver benefits” w/o legal guardianship.  Send CAA & refer to local welfare office.

If a minor (esp. with own child), we have the “California Welfare & Health Programs, Guide for Teens.”
	CalWorks: 415-557-5723

Medi-Cal: 415-863-9892 OR call Cole St. Youth Clinic 415-386-9398

OR Larkin St. Clinic 415-669-6196

Social Security Benefits Rights Project 415-397-7262




	Child Care         
	Usually a parent with complaint concerning child care or needing help getting access to child care.
	Child Care Law Center

415-495-5498

Child Care Resource Referral

415-243-0111


	Custody     
You do not need to input custody in database or review with attorney, but note on referral chart        
	Usually a parent wanting to gain custody, modify custody order, get visitations, etc.—LSC cannot advise.

If domestic violence involved, may also refer to Bay Legal (in SF, 982-1300).  

If caller fears for safety of minor, may also refer to CPS.

If caller wants attorney for minor in custody case, explain these are court-appointed and requests must be made with court.
	Local Bar Associations

SF:  415-982-1600

SF VLSP via the Lawyer Referral Panel: 415-989-1616 (Intake 9:30 – 11:30am T-Th.)

Alam: 510-893-8683

Alam VLSC: 510-893-1031 (9am – 12pm, Tues, Wed, Thurs ONLY)

CC: 925-825-5700

SM: 650-369-4149

Solano: 707-422-0127


	Delinquency
	We do not represent in these cases, but could possibly assist on matters surrounding delinquency.
	Local Juvenile Public Defender

SF: 415-753-7600

Alam: 510-670-5086


	Dependency
	Parent, foster parent, guardian or other adult calls about a complaint regarding child in foster care.

If minor calls and is already in foster care, assess for appropriate referrals or possible case staffing.
	For adult:

1. Their own attorney

2. DHS Ombudsman (415) 558-2828 or 877-846-1602

3. Social worker and/or their supervisor.  

For minor:

1. Minor’s attorney.  If no atty., have child request one through social worker.

2. Social worker and/or their supervisor

3. DHS Ombudsman (415) 558-2828

4. California Youth Connection  415-398-1063



	Education 
	Caller has complaint against teacher/administrator practice.

Usually a discipline issue (suspension/expulsion).  Gather info on incident, action taken, notification to parents, income, etc.  Assess for level of our involvement: consultation/advocacy, referral to pro bono panel, or case staffing.
	Talk to principal, school board, etc. or Commission on Teacher Credentialing 916-445-0243

Lawyers’ Committee for Civil Rights (pro bono panel) 415-543-9444


	Emancipation
	Assess minor’s current safety and living situation, relationship w/parents, plans for living alone, working, school attendance.  Any potential guardians?

Discuss options/safety plan.  Send packet & other appropriate literature.  (If adult calls, in general, we try to speak to the minor directly.)  
	California Youth Crisis Line        800-843-5200

	Guardianship
	Some points for initial assessment:

· Minor’s safety/location.

· Age of minor (if too young, we will generally refer the proposed guardian to the Pro Per Clinic.)

· Urgency (Mom/Dad’s location, situation, objections?)

· Proposed guardian’s resources, living/working situation, level of sophistication (can s/he afford a private atty. or use Nolo press?)

· Social work needs?

· Referral, counsel, or case staffing?


	SF Bar VLSP: 415-989-1616

Pro Per Clinic: 415-551-3650

Edgewood: 415-865-3000

Alameda County:

Bar VLSC (Guardianship Clinic) 

510-893-7734

Legal Asst. for Seniors

510-832-3040

SM: Legal Aid Society: 650-365-8411

To order The Guardianship Book from Nolo Press: 800-992-6656

	Immigration
	Minor’s immigration status?  History of abuse, neglect or abandonment?  Assess for referral, consultation, or case staffing.

  
	Immigrant Assistance Line

415-543-6767

Immigrant Legal Resource Center  

415-255-9499

	Runaway
	Similar to emancipation: safety plan, options counseling.

If in need of shelter, depending on county, some agencies allow overnight stay.  Most will not allow a stay longer than a few days without notifying parents.  

Staff at shelters can also talk to minor further about his/her situation and options available


	Shelters in Local Counties

AL: BOSS Youth Shelter

510-601-8966

CC: No. Cal. Family Ctr,

        925-370-1990

Marin: “9 Grove Lane,” 415-453-5200

Napa: None reported as of 5/1/00.

SF: Huckleberry House, 621-2929

    Diamond Youth Shelter, 

         800-887-1020

SM: Your House, 650-367-9687

SC: Bill Wilson Center, 408-243-0222

Solano: Christian Help Ctr,

          707-553-8192

Sonoma: Social Advocates for Youth,

          800-544-3299

Other counties in CA

Cal. Youth Crisis Line, 800-843-5200

Outside CA, but in USA

Nat. Runaway Switchboard 800-621-4000

	SSI
	Questions re: obtaining benefits, due process administrative hearings, etc.
	SSI for Kids 

415-344-9215

	
	
	


	Special Education


	IEP’s, behavioral plans, alternative placements, etc.

Generally, if no school discipline issue we will refer. Special Ed law gives rights to parents. We do not represent parents.
	Community Alliance for Special Education: 415-928-CASE

Protection & Advocacy:

     510-839-0811


VII. OPENING AND CLOSING CASES

1) Opening Cases
Generally, cases should be opened when the attorney/social worker team agrees with a client to provide legal representation. In circumstances where staff is unclear as to whether to open a case, consult your supervisor. Once a decision has been made to open a case, it is the responsibility of the attorney/social worker team to designate who between them will open the case in the client database and organize the client file. This should be done within one week of accepting the case.

Attorney-Client Retainer Agreement: 

The purpose of the Attorney-Client Retainer Agreement is to clarify for the client the specific assistance LSC will provide. It also reaffirms to the client and involved adults that the minor is our client.

The attorney is responsible for completing an Attorney-Client Retainer Agreement for each client 12 years old and older. For clients under 12 years old, the attorney may complete the agreement based on their assessment of the client's competency to understand its purpose.

FORMS that are required to be in the file when the case is opened:

· Intake/Opening Memo

· Attorney-Client Retainer Agreement (if 12 years old and older)

· Releases of Information (if relevant)

· Contact Information of Persons Related to the Case

· For HOPE cases, any additional required forms.

2) Closing Cases
A case may be closed for a variety of reasons: all service goals have been completed, services are no longer needed or desired, or the client is no longer eligible for services. Prior to closing a case, the attorney/social worker team needs to inform the client and relevant caretakers of their plan to close the case. This can be done either orally or in writing but preferably both.  This communication must be documented in the file.

The attorney and the social worker are each required to prepare a closing memo. Generally, the memo should provide a brief statement of facts, legal and social work services provided, and the reason for closing the case. Attorneys need to complete a CLOSING MEMO and have the MEMO signed by their supervisor before closing the file. SEE Legal Case Management Protocol. The attorney will be responsible for closing the case in the intake database and printing a copy of the intake form for the file. The administrative support staff will be responsible for filing the closed cases.

Other steps: 

* Make sure all important papers are returned to the client.

* All papers should be secure and not loose in the file. Extra copies of paperwork or unnecessary paperwork should be removed from the file.

* If you have more than one file, each file should be labeled accordingly e.g. Vol. 1 of 2 and held together by an accordion file. 

* If you are closing a file with a related sibling under a different file or keeping another sibling's case open, reference the other sibling and file in your closing memo.

VIII.  GUARDIANSHIP PANEL REFERRAL PROCESS

1) Intake Call Screening
- Make sure that you speak with the child if possible.  It’s important that they understand what guardianship means.  Don’t forget to explain to all involved that we represent the child at LSC.

- Explore the family’s resources.  Are they able to afford a private attorney?  Have they attempted to contact the Bar Association?  Would they be able to pursue guardianship themselves using the Pro Per Clinic or NOLO Press?  Is another referral more appropriate in this situation?  Explain that many concerns can be addressed without a legal guardianship.  For example, a caregiver may enroll a minor in their care utilizing the Caregiver Authorization Affidavit.  Unfortunately, we can’t take every case.

- Assess for urgency – help them reality test.  

- Explore current safety of child.

- Make sure they understand that our resources are limited and that finding them an attorney may take some time.

- Let them know that before we take a case a home visit will be made and explain the purpose (to have an opportunity to interview the child confidentially and to gather further information). It is important that the family understands that we are not able to commit to taking a case until it has gone through the intake process and a home visit has been made.

- Because only minors who are 12 and over can petition for guardianship we are very unlikely to take a case where the minor is under 12. In those cases, it is really the proposed guardian who needs representation. They should be referred to the Probate Pro Per Clinic and to Edgewood Family Center for social services. When necessary, the Edgewood case manager can then refer the case to our volunteer panel. (see referral process below)
2) Discuss thoroughly with the Attorney of the Day 
3) Bring to Case Acceptance Review Meeting
If we accept the case, discuss how the home visit will be handled with the clinical director.

4) Home Visit / Interview with the Minor and Potential Guardian
In addition to the standard information needed to complete an LSC “Guardianship

Questionnaire” form and legal guardianship papers, LSC staff and interns need to 

assess additional information about the potential guardianship setting.

Topics covered with the minor should include:
· Where does the minor want to live?  Why?

· What is the minor’s understanding of a guardianship (vs. adoption or foster care, non-relative vs. relative caregiver, etc.)?

· Discuss that any funds that potential guardian will receive from the county/state for taking care of the minor is given to the guardian to use at the guardian’s discretion for the care of said minor.  These funds do not automatically go to the minor.

· How does minor feel about her/his parents?  Where are the parents now?  Are they involved in the minor’s life?  Would either parent contest a potential guardianship?

· What kind of support systems does the minor have already in place?  What kind of support systems would the minor like to be connected to?

· What does the minor see as her or his strengths?  Challenges?

· (Social Workers): How does the minor present her/himself?  (Mental Status Exam)

Topics covered with the potential guardian should include:
· What is the potential guardian’s understanding of a guardianship (vs. adoption or foster care, non-relative vs. relative caregiver, etc.)?

· What is the nature of the relationship between the potential guardian and the minor’s parents?

· What kind of support systems does the potential guardian already have in place?  What kind of support systems would the potential guardian like to be connected to?

· Is the potential guardian willing and committed to caring for the minor until at least age 18?

· Give the potential guardian(s) a copy of LSC’s “Are You Ready to Be a Guardian?” for review.  (A copy of this flyer is included at the end of this section.)
· (Social Workers): How does the potential guardian present her/himself?  (Mental Status Exam)

5) Referral to a Panel Attorney - Paperwork!
· Please make a legible and informative intake sheet

· The social worker who does the home visit will complete a “Guardianship Referral Summary.”

· Mail to the panel attorney: cover letter, Guardianship Referral Summary, a blank Case Closing Summary and any other relevant information about the case.  These forms are on the computer in Workstation 12 – Guardianship – Panel Referral Documents. Keep a hard copy of all of these documents for LSC’s case file.

· Attach a copy of the intake sheet to the front of all case information (don’t use a file) and give to the Clinical Director.    

· Any further contacts with these clients or the assigned panel attorney should be documented and stapled to the back of these “files.”

Guardianship Referral Process for Edgewood Case Managers

A. Edgewood case managers who are working with a caregiver for minors under the age of 12 who appear to be in need of a legal guardianship and whose needs exceed the support of the San Francisco Probate Court Pro Per Clinic should contact Abigail Trillin, (415)863-3762x303. Before calling, please have the answers to the following questions:

1) How long has minor been w/proposed guardian?

2) What is their relationship?

3) What is the situation of the parents?

4) What are the reasons why the minor can’t live with the parents?

5) Would both parents consent to a guardianship?

6) Is the minor currently safe?

7) Has CPS been called or ever been involved?

8) Is there room for the minor at the home of the proposed guardian?

9) Why does the family need legal guardianship?
10) Does the proposed guardian or any adult in the home have an arrest record or CPS reports against them?
B. If the case is approved by LSC for referral to the LSC volunteer panel, please fill out the “guardianship referral form” after doing a home visit with the family. Please fax this form to Kayniee Lopez at (415)863-7708. 

C. The volunteer attorney will contact the family directly. Kayniee Lopez will inform Edgewood of the panel attorney assignment.
Are you Ready to be a Guardian?
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In addition to providing a safe, stable home environment, the ideal guardian is able to show that he or she is:

· able to provide basic needs such as food, clothing and shelter;

· sensitive to a child’s feelings and experience;

· unconditionally accepting of a child as a person;

· available to the child, both physically and emotionally;

· able to listen to the child; 

· able to share with the child; and

· able to manage conflicts and solve problems appropriately.

	What Helps Guardianships Work?

· Establishing a relationship of unconditional caring

· Clearly defining expectations

· Clear, consistent and appropriate rules and consequences

· A history of boding with the child

· Support from outside sources


	What Can Hinder a Guardianship?

· Treating the child with conditional caring

· Threatening the child with dissolving the guardianship

· Inconsistent and/or unclear rules and expectations

· Making the child feel like a burden.




What Children Might Feel in a Guardianship Situation

Children often feel a sense of loss and instability when their caretakers change.  It is a common for a child to try to regain a sense of control or to define the limits of a new relationship by acting out in negative ways.  They might also view the loss of the connection between themselves and their former caretakers as a type of rejection.  It is common for children to fear that their new caretaker might reject them, too, and their behaviors might reflect it.

(Over)

What the Guardian often Feels or Experiences

Becoming a guardian can feel like being a new parent.  It’s normal to feel overwhelmed and/or angry at the new responsibility.  Some guardian’s feel that a child’s acting out is a form of rejection.  As time passes, however, many new caretakers experience the rewards of developing a strong relationship with the child and helping the child to become a self-confident, caring adult.

What to Expect from any Child

Each stage of development presents challenges for both the caretaker and the child.  It’s important to remember that most children go through these phases.

School age: Some school-age kids don’t have the maturity and/or skills to express themselves appropriately.  Kids often struggle with their emotions when they move into a home with a new caretaker.  It is normal for the child to become frustrated, angry, and even to throw tantrums.

Teenagers:  Experimenting with drugs and sex is typical.  Teenagers might also test the limits of authority by breaking curfew or other household rules.  Their grades might suffer, as they become preoccupied with establishing themselves within their peer group.

While the above behaviors are part of the normal development process, they can be taken to an extreme.  In such instances, it might be best to seek professional intervention.

Remember:  All kids need and want consistency and structure.  This is especially important when a child has experienced trauma or has had multiple caretakers.

Suggestions for Successful Guardianships

Support is essential for both the guardian and the child.  Family and/or individual counseling can facilitate communication between family members.  Parenting classes can be helpful when trying to define appropriate rules and consequences.  Social workers at LSC are also available to help clients prepare for their new situation and to assist families in building strong support networks.

	If you know of a child who needs a guardian, please ask him or her to call Legal Services for Children at (415) 863-3762 and ask for the intake worker of the day.




Legal Services for Children · 1254 Market St., 3rd Floor · San Francisco, CA 94102
IX.  FILE MAINTENANCE AND DOCUMENTATION

File Maintenance
1) Each staff member is responsible for opening new cases in the computer in a timely manner and keeping client information up to date.

2) Make sure that all necessary forms are in the file. 
3) Keep all filed legal documents on the left-hand side of the second file flap. Keep all legal notes on the right hand side of the second file flap.  All social work notes are kept on the right hand side of the first file flap, or in the middle section of a two file folder. 
4) All open files, except HOPE, should be centrally located in a file cabinet in the individual offices of the assigned staff. These files should be filed alphabetically by client's last name. HOPE files must be returned each day to the locked file cabinet and filed by Client ID Number. 

5) Files that staff are actively working on need to be located in a logical place so that others can find it 

6) e.g. on their desk. Files should not be placed on the floor! 

7) Staff is cautioned to ensure confidentiality of client files if they are removed from the office for 

8) any reason. If a client file is missing, inform your supervisor immediately.

9) Interns are not allowed to remove client files from the office. 

Note Taking – Case File Organizing 

1) Write legibly!  Use the computer if you can’t!

2) Document each contact that has been made with the client and with regard to the client separately.  Make sure it gets put in the appropriate chart (or other place) ASAP.  Keep a copy for yourself if necessary.

3) Be specific about the type of contact you’ve had with the client or others:

Home Visit (HV)


Voice mail message to/from (VM)

Collateral contact with…(CCW)
Telephone call from (TCF)


Office Visit (OV)


Telephone call to (TCT)

Left message (LM)

4) Always date your notes (don’t forget the year!) and put the client’s name at the top in case it gets separated from the chart.

5) Sign your name (at least first initial and last name) with your title after every entry.  
6) Use quotation marks as appropriate when documenting what a client has told you.  For example:  “Joe says his uncle is a ‘maniac’ when he gets angry.”

7) Take care to use phrases like “According to…” and “Mary reports that…” so that staff opinion can be separated out from facts as told by child or guardian, etc.  Be careful about citing information as absolute fact unless you’re comfortable that it is.

8) When stating your own opinion always use phrases like “Sue appeared…” or “it seemed that…” and then justify your thoughts.

9) Always remember to document who will take the next action on the case and how.

10) Please don’t use too many abbreviations or shorthand.  It can make the job of others much more difficult and time consuming.

11) Update client address, phone number, etc. as appropriate.

12) Don’t leave post-its in files.  Make a chart note instead.

13) Make sure to keep important basic information at the front of each chart (names, addresses, phone numbers, collateral contact people, etc.).  Update this information as appropriate and in a timely manner.

14) Give thought to documenting confidential/delicate information in the chart – especially if it isn’t exactly relevant to the presenting problem.  Some information is best conveyed verbally.  When in doubt, check with your supervisor.

15)  All interns must have all intake and chart notes double signed by their supervisor.

16) Remember that client files ultimately belong to the client.  While clients rarely request to see their files and we do not encourage it, keep this in mind as you write notes.

 Be as comprehensive yet concise as possible!


X. SAFETY PROTOCOL

TB Testing

All direct service staff and interns must have a tuberculosis test annually.  Evidence of a negative screening test must be submitted to the Executive Director. 

Universal Precautions

While the nature of the work at Legal Services for Children is unlikely to result in circumstances where contact with bodily fluids will occur in the workplace, the following guidelines are offered to staff and interns as a precaution should such an event occur.  HIV and other infections (e.g. hepatitis) can be spread by unprotected contact with blood and other bodily fluids.

1) Hand Washing:  hands and other surfaces should be thoroughly washed with soap and warm water immediately if contaminated with bodily substances and always before preparing or eating food.

2) Gloves:  Gloves should be worn when direct contact with bodily fluids is possible (blood, urine, feces, saliva, vomit).  Gloves should not be washed or reused.  Gloves are located in the closet across from the restrooms.  

3) Blood/Bodily Fluids:  Blood/bodily fluids should be mopped or wiped up with hot soapy water and the surface disinfected with bleach (household bleach mixed 1:10 with water).  Disposable gloves should be worn during clean up.  Soaking in the bleach for five minutes can disinfect soiled sponges and mops. 

Preparing for a meeting with a client on the premises of LSC

-  When meeting with a client who may have a history of violence or aggression:

1) Make sure that your supervisor is aware of the situation

2) Do not meet with the client alone

3) Meet with the client at the office instead of at the client’s home

4) Do not meet with the client outside of regular business hours

5) Meet with the client where other staff members can easily see and check in on you (i.e. the library)

6) Do not seat yourself with the client between you and the door

Building Entry

· Use the intercom system:

The office has an intercom system that allows staff members to identify individuals before permitting them entry into the building.  Never buzz anyone into the building without first being certain of who they are.  If you are working with a client who is potentially dangerous or who may have family members who might pose a threat, make sure that all LSC staff members are aware of their identity and whether they pose a great enough risk to be denied access to the office.

· Turn off the elevator:

When denying someone access to the office remember to also turn off the elevator in case another tenant inadvertently allows them entrance into the building.

· Ensure that the front door to LSC (top of the stairs) is closed and locked.
Preparing for a meeting with a client at a home visit or field visit

1) Always make sure the office knows your whereabouts (sign out on the dry erase board)

2) Carry a fully charged cellular phone in case an emergency arises during the home visit, your car breaks down, or you get lost in an unfamiliar neighborhood

3) Carry a good map with you and be familiar with the driving directions before leaving for the visit

4) Park as close as possible to the home you are visiting

5) Avoid making home visits after dark

6) If you are uncomfortable making the visit take another staff member with you

7) If you find yourself in a potentially unsafe home reschedule the meeting and excuse yourself

Note:  If a client arrives for a meeting with you and is obviously intoxicated, reschedule the meeting for a later date.  In addition to being potentially unsafe, it is unlikely that meaningful and productive work can be accomplished with someone who is not sober.

General rules for de-escalating a verbally aggressive client may include

· Maintaining a soft tone of voice and not using too many words

· Empathizing with the client’s frustrations

· Maintaining a safe physical distance from the client

· Excusing yourself for a moment to allow the client to calm down

· Opening the door if you are in a closed office space

When a client becomes unexpectedly hostile or aggressive during a meeting, and you feel you are in physical danger
· Remove yourself immediately from the room/area
· Seek the assistance of another staff member
· Call 911 if the client does not de-escalate
· If you are in an acutely dangerous situation remember that yelling “FIRE” typically draws more attention than “help.”

Transporting Clients
An employee may only transport a minor with the knowledge and permission of the legal custodian (e.g., the minor’s probation officer if the minor is housed at juvenile hall), or the parent, guardian, or foster parent or agency (if the minor resides at home or in a group/foster home, etc.).  Documentation of this permission and the date must be placed in the client case file before transporting the client.  No employee is required to transport clients as part of his/her work-related duties.  No interns may transport clients under any circumstances.  

ALWAYS PAY ATTENTION TO YOUR INSTINCTS:
If you feel uncomfortable with a situation or client it is probably for good reason.  

     Your safety comes first – don’t hesitate to seek help.
XI. IMPORTANT ISSUES TO CONSIDER

Professional Boundaries
LSC expects all staff and interns to maintain a professional relationship with clients.  This professional relationship should be based on a mutual working agreement between LSC and our client(s).    Personal relationships with clients, client family members, or close personal friends of clients are not appropriate.  Serious ethical issues may arise if LSC service providers do not maintain clear and consistent boundaries with clients.   For example:

· If we are overly involved there is considerable danger in sending the message that we don’t think the client is competent.

· It’s also a nice fantasy to “rescue” our clients – but we can’t, and may unwittingly encourage dependence instead.

· We also need to be especially careful that our relationships with children don’t negatively impact their relationship with a parent or guardian (for example, doing something for a child that the primary caregiver couldn’t afford, etc.).

· we may compromise our ability to be objective and professionally effective if we are personally emotionally involved with a client.

· or we may further traumatize a child if we are focused on working through our own similar issues instead of focusing on the individuality of the client.  

When LSC staff or interns meet with clients, it is important for staff and interns to:

· Identify yourself and your role (lawyer, social worker, legal intern or social work intern)

· Identify how long you will be working with the client (e.g., if you are an intern, notify clients of departure date from internship)

· Interns need to identify that they will be supervised by LSC staff

· Identify issues that LSC is able to assist client with

· Identify issues that LSC is not able to assist client with (and for which referrals need to be made)

Many people are motivated to enter this field because of their own experiences and issues.  This is important as it usually means bringing a strong commitment and a unique ability to empathize and understand the challenges that our clients face.    However, this may also mean that we face special challenges in maintaining emotional boundaries with clients.  If you find that you are sensitive to the issues of a particular client, it is important to seek consultation and supervision for management of the situation.  Not doing so may become an obstacle to representing a client objectively, effectively, and in a empowering manner.

Staff and interns need to be aware of (and talk with their supervisor about):

· Feelings of wanting to “save” a client

· Feelings of wanting to care for or take a client home

· Feelings of wanting to be a client’s “friend,” “big sibling,” or “mentor”

· Paying ‘special’ attention to or favoring certain clients over other clients

· Rejecting, ignoring or judging certain clients

· Wanting to share one’s own personal information with a client in order to 

      establish a professional relationship

From “Making the Connection” – 

“One of the toughest issues to resolve between the client and the case manager is that of establishing clear boundaries around the case manager’s role.  The client may indicate his or her neediness by imploring the case manager to take a more active role in his or her day to day affairs.  The client may also expect the case manager to do much of the work involved in making connections with referral agencies that provide direct services.  In order for the client/case manager relationship to succeed, the case manager must make clear to the client what the limits of his or her involvement with the client will be as well as the client’s responsibility for carrying out elements of the Case Plan.”

While “Making the Connection” is directed to social workers and case managers, it can similarly apply to service providers in other professions.  LSC staff members are professionally obligated to do everything possible to effectively advocate for and empower our clients. 

Termination with Clients

Termination, or case closing as some might prefer to call it, is a natural phase of the professional client relationship.   At its best, termination can be an extremely positive growth experience for both client and practitioner.  At its worst, termination can be a very painful loss for both client and practitioner.  Careful planning at the beginning of any working relationship lays the foundation for a well managed termination.  Mutually agreeing on a work plan allows the client and practitioner to know exactly what will they will be working on and it will also allow clients to know when the goals may be accomplished.  Some goals can be achieved in a relatively short-period of time but other cases such as representation of a dependent in long-term foster care may last a veritable lifetime (for the client at least).  Preparing for termination can begin at the first options interview with a client when preliminary goals are discussed.  It can also occur at any juncture in the working process if a practitioner has to be reassigned from the case.  Practitioners such as legal or social work interns should notify clients of their departure date during the first interview, as it is fixed according to an academic schedule.

Even with thoughtful planning, termination with a client can be an extremely awkward experience.  Many clients have experienced profound losses in their lives.  In response to this, clients may have unresolved issues around their separation from other adults that they may transfer onto the practitioner.  One way to handle a case termination is to set up a final meeting ("termination" meeting) with the client to review the outcomes of the work that has been accomplished.  A special final meeting does not always have to be scheduled but some form of final review should be done during the final contact with the client.  This final review can include a look at a client's future goals and a look at what other resources may be available to the client to help them achieve their goals.  It should also include discussion of accomplishments and a positive review of the work that has been successfully done.  During the termination process clients may express feelings of denial ("So, I'll call you next week to schedule another appointment."), negativity ("You really don't care about me") or sadness ("Everyone leaves me.") which may leave the practitioner confused and overwhelmed.  There is no explicit remedy for this situation and practitioners are strongly encouraged (think "required") to seek consultation from their supervisor whenever they realize they are having difficulty with a case termination.  It is also extremely helpful to review initial client terminations with one's supervisor.            

Protocol in Addressing the Death of a Client

In the event that a client or member of a client’s family whom LSC serves dies, LSC staff and interns are requested to observe the following protocol:

1) Within 48 hours of notification of the death of the client, LSC staff and interns involved on that particular case will have a case conference to discuss the following issues:

· Review of legal changes and parties responsible for administering these changes

· Draft new letters of guardianship

· Inform court of the death of parent (or caregiver)

· If case is an SF300, inform DHS

· Review of social work issues

· Are there other agencies involved?  Is coordination of a case conference with other agencies necessary?

· Is the family open to a home visit?  If so, review as appropriate:

· Guardian’s and minor’s understanding of their new roles

· Housing changes

· School changes

· Funeral expenses

· Mental health referrals

2) LSC staff will collaborate and decide when/if to send a condolence card, to be signed by attorney, social worker, and “LSC Staff.”

3) As appropriate, the staff social worker will arrange a time to check in with her/his supervisor to discuss any other issues arising out of the death of the client.

LSC staff and interns may have strong reactions to the death of a client or member of the client’s family whom LSC serves.  If LSC staff or interns find themselves challenged in managing their own responses to the death of a client, they are encouraged to seek consultation with their direct supervisors or with staff social workers.  LSC further encourages staff and interns to seek out additional support outside of the office on an as-needed basis (e.g., individual therapy services or other self-care services).
Staff Burnout
Legal Services for Children staff and interns serve at-risk children and youth who face unstable and/or unsafe living situations.  Issues of abuse, neglect, and lack of resources may complicate our clients’ circumstances.  In the course of providing services to and advocating for these at-risk populations, we may hear about very personal and difficult experiences regarding past and current abuse or violence.

Involvement with clients who have survived traumatic experiences can, over time, have a significant negative impact and can lead to early “burnout” in service providers who work with these clients.  For some of us, it can be a matter of threshold: that clients may share past or current history or trauma at a level that we as service providers had yet to encounter (and to which we may have strong reactions).  For other service providers, it can be a matter of continued involvement with clients who face not only difficult familial issues, but also systemic issues involving racism, homophobia, poverty, and lack of services to populations in need.

LSC staff and interns may find themselves personally and professionally challenged in the course of advocating for our clients.  In light of this, Legal Services for Children encourages staff and interns to seek out consultation and support on particularly difficult cases.  LSC also encourages staff and interns to seek services outside of the office for additional support, to participate in professional development courses, and to use paid time off for rejuvenation!   The work of serving at-risk children and youth can, at times, be highly stressful.  As a result Legal Services for Children is committed to working with staff and interns to develop individual strategies both in and outside of the office to manage stress.

Legal Services for Children recognizes that providing services to at-risk clients can lead to early “burnout.”  In an effort to address this, a sabbatical policy was instituted at Legal Services for Children for all regular staff members.  You may refer to the LSC personnel manual for a detailed description of the sabbatical policy. 
XII. CULTURAL COMPETENCY 

Cultural Competency & Healthy Cross-Cultural Practice

The essence of healthy cross-cultural practice is maintaining awareness that differences between the client’s culture and your culture may affect the provision of services.  It is important to recognize that we are likely to have numerous cultural differences with our clients, including but not limited to, race and ethnicity.  Personal beliefs and values, religious or spiritual beliefs, gender identity, sexual orientation, language, developmental stage, education level, and socioeconomic status are only few defining cultural markers which make up our cultural identity.  Achieving self-awareness and insight into our own personal identity as well as our values, biases, judgments, and prejudices is critical.  Taking a personal identity inventory is a recommended exercise in promoting this self-awareness (see “Getting in Touch with Your Heritage” from Experiencing and Counseling Multicultural and Diverse Populations)

Engaging in an on-going process of self-evaluation will allow for greater awareness of cultural differences with clients and insight into how this may impact your work.   Keep in mind that a client’s perception of you may be directly affected by your race, culture, or ethnicity.  For example, a client may be reluctant to work with someone of a different race because of a previous negative experience.  This reluctance may manifest itself through the client’s behavior (i.e. being chronically late or missing appointments).  A client may be more direct and choose to verbally express discomfort with the practitioner based on their racial differences but will most likely give you non-verbal cues.  Your ability to identify and comfortably address these issues will be critical to the success of engaging and working with clients.    

Cultural awareness and cultural competence are areas requiring continual professional growth.  On-going development through professional training, supervision and peer consultation will help to ensure the cultivation of healthy cross-cultural practice and cultural competence.    LSC expects all staff and interns to regularly address cultural competence as a part of routine supervision.  

Agency Policy on Cultural Competency

Legal Services for Children has a policy prohibiting discrimination on the basis of all categories protected by local law (race, color, creed, religion, national origin, ancestry, age, sex, sexual orientation, gender identity, domestic partnership status, marital status, disability, and AIDS/HIV status).  This policy is also clearly stated in LSC’s personnel manual, which includes a description of the process for the expeditious resolution of alleged instances of discrimination as they are to be handled internally.  It also identifies outside agencies that may be contacted directly with such a complaint.  Each employee of LSC is given a copy of the both the personnel manual and the policy and procedure manual when they are hired and are provided with policy updates as appropriate.  This non-discrimination policy is also clearly posted in the office. 

All new clients are also made aware of this policy.  It is clearly outlined on a grievance procedure form, which they receive during their initial assessment.  Clients are given information about LSC’s internal grievance procedure as well as information about whom they may contact in the community with complaints.  

The agency also has a written policy and procedure guideline for the expeditious resolution of client grievances.  This document is provided to all clients and is written in language that should be easily understandable by both adults and teen clients.  It clearly states the agency’s policy of non-discrimination and its commitment to quickly resolving any client grievances that may arise.  LSC’s internal procedure for handling such grievances is outlined (including whom to contact and timelines for resolving concerns) and a list of other community agencies available to address grievances is attached.  This document is available in both English and Spanish and our staff is committed to ensuring that all clients understand their rights as a consumer of services. 

Hiring:  Legal Services for Children is committed to maintaining an ethnically diverse staff reflective of the communities we serve.  This commitment is clearly stated in the agency’s personnel manual and governing documents.  It is supported as a part of the agency’s mission by both the staff and Board of Directors and is always considered during the recruitment and selection process.  LSC routinely employs graduate level legal and social work interns and maintains a panel of volunteer attorneys.  The agency is committed to ensuring that these groups are also ethnically and culturally diverse.

Board Recruitment:  Legal Services for Children is involved in an ongoing effort to diversify its Board of Directors and actively recruits new members who will more accurately reflect the client population served by the agency.  The staff has established strong, long-term relationships in the communities served by LSC and is in a unique position to identify individuals of diverse backgrounds (including HIV positive individuals) who have a special understanding of the clients we serve and the day to day challenges faced by non-profits.   The Board of Directors is supportive of staff input and assistance with this process.

Training:  All staff are encouraged to participate in on-going training which will enhance their ability to provide culturally competent and sensitive services.  When possible, outside trainers are brought to the agency to provide education and facilitate discussion with the entire staff.  LSC, as stated clearly in the personnel manual, is very supportive of individual staff members attending outside trainings relevant to the work by providing paid time off and, when the budget allows, providing reimbursement for the cost of the training.  Individuals are expected to share new information and training materials with the entire staff after participation in professional development activities.  LSC is also committed to ensuring that all interns and pro bono attorneys working with our clients receive appropriate training around cultural competency.  

Provision of Services:  Legal Services for Children is committed to providing culturally competent and sensitive services to all of its clients and their families.  LSC serves children and youth under the age of eighteen.  Our clients come from diverse backgrounds and include African Americans, Asian/Pacific Islanders, the Latino community, and LGBTQ youth.  They speak a variety of languages and are acculturated to varying degrees.  Many of our child clients have developmental delays involving cognitive abilities and social skills.  Most of our clients come from families struggling with issues of substance abuse, family violence, poverty, HIV/AIDS, and institutional racism.  

LSC’s strives to maintain a staff consisting of bilingual and bicultural individuals representative of the communities in we serve in the Bay Area.  Additionally, we are committed to hiring individuals who identify themselves as sexual minorities and who offer unique insight into working with LGBTQ youth and their families.  All staff members providing direct services to clients have graduate level degrees in either social work or law and have extensive experience working with diverse populations.  Our staff has special expertise in child development, family counseling, treatment of family violence and substance abuse, and crisis intervention and strives to utilize culturally competent interventions with all children and their families.  The issue of cultural competency/sensitivity is considered to be a critical aspect in hiring new staff and Board members.

All clients are served in the language with which they are most comfortable and fluent.  When this requirement exceeds the agency’s resources, translators and/or other service providers from the community are enlisted to work collaboratively with LSC’s attorney-social worker team.  As a general rule, LSC is very committed to working collaboratively with other community agencies to best meet the needs of our clients and to ensure that services are provided in a culturally appropriate manner.

Many of LSC’s publications are currently produced in English, Spanish, and Cantonese.  We are committed to the process of translating all outreach materials and brochures into Spanish and have a goal of doing the same with Cantonese.  We also have a long-term goal of making our web site available in Spanish and are committed to ensuring that its content is culturally and developmentally appropriate for our clients.  

An interdisciplinary team, which consists of an attorney and a graduate level social worker, serves all of our clients.  This approach allows for a unique perspective and combination of expertise and encourages work focused on the whole client within the context of his community.  All attorneys and social workers receive regular supervision focused on the provision of direct services.

ADA Compliance: LSC’s office is accessible by both elevator and stairs.  The entire office is located on one floor, and there are no stairs or other restriction to movement within the office.  All areas of the office, including both bathrooms, are wheelchair-accessible.  

LSC is centrally located on Market Street at Civic Center, and is accessible to public transportation: BART, numerous MUNI bus lines, and all MUNI metro underground lines.  LSC has put considerable effort into creating a more comfortable and inviting office space for our clients.  

Although office hours are Monday through Friday, from 9am to 5pm, staff are also flexible with their schedules in order to meet the needs of youth and their families. To facilitate the delivery of services, staff often conduct home visits with clients or visit them at other sites convenient to them.  

Outcome Measures to Assess Cultural Competency:  LSC distributes a client satisfaction survey on at least an annual basis.  During the past several years clients have consistently indicated that our staff provides culturally sensitive services and is responsive to individual client needs.  

More qualitatively, LSC is committed to ongoing evaluation of all staff with regard to this issue.  Staff are expected to engage in self assessment and actively seek support and guidance through regular supervision to ensure that services are provided in an informed and unbiased manner.  The expectation is that staff will be committed to providing culturally competent services and continued professional growth. 

Community and Client Involvement in Design, Provision, and Evaluation of Culturally Competent Services:  Legal Services for Children is committed to involving its clients and other community service providers in the design and evaluation of culturally competent and relevant services.  Specifically, LSC utilizes client focus groups and feedback when considering changes to its programming.  The agency feels that it’s critical to integrate input from the consumers who use our services. 

LSC’s mission is to provide legal and social services to low-income children and youth from diverse communities.  An important component of our work involves doing direct outreach to children and youth in these under-served communities.  This is frequently done in collaboration with other community-based organizations.  LSC feels that it is impossible to do this work without input and education regarding cultural issues and sensitivity from other CBOs.  
XIII. Identifying a Crisis and When to Seek Help:

1.  Identify:

· Age of the child/youth

· Her/his present location

· If s/he feels safe in the present location (school, home, streets, etc.)

2.  Is the child/youth safe from harm?
· Has the child/youth’s safety been threatened by someone else?

· Has the child/youth threatened to harm her/himself?

· Has the child/youth threatened to harm someone else?

3.  Does the child/youth have safe, appropriate shelter?

· Is the child/youth on the streets?

· If the youth has been on the street, how long has s/he been out on the street?

· Does the child/youth have safe adults with whom s/he can stay until the current situation is handled?

· Does the child/youth have information and referrals to homeless youth shelters in his/her geographic area?

4.  Does the child/youth have access to food?
· Is the child/youth on the streets?

· How long has it been since the child/youth last ate?

· Does the child/youth have safe adults from whom s/he can obtain food?

· Does the child/youth have information and referrals to appropriate places to obtain food for the present and immediate future?

5.  Does the child/youth have access to medical care (if s/he needs it)?

· Is the child/youth on the streets?

· Does the child/youth have any medical conditions which warrant immediate attention (e.g., diabetic, needs insulin; lacerations, etc.)?

· Does the child/youth have safe adults to whom s/he can go for assistance with access to medical care?

· Does the child/youth have information and referrals to appropriate places to obtain medical care in his/her geographic area?

· Does the child/youth have information regarding the health services s/he may access without parental consent?
6. Does the child/youth have access to counseling services (if s/he wants these 

services)?

· Is the child/youth on the streets?
· Does the child/youth present as: suicidal, psychotic, delusional, hallucinatory – or need some form of immediate attention from mental health professionals?
· Identify the child/youth’s history of:

· Use or abuse of alcohol or drugs?  

· Previous suicide attempts?

· Emotional, physical or sexual abuse at home?

· Does the child/youth have safe adults to whom s/he can go for assistance with access to counseling services in his/her geographic area?

· Does the child/youth have information and referrals to appropriate places to obtain counseling services in his/her geographic area?

7.  Does the child/youth have some money or legal access to money for basic life necessities while the current situation is being handled?

· Is the child/youth on the streets?

· Does the child/youth have a way to get to a referral service provider with the amount of money s/he has in his/her possession?

· Does the child/youth have safe adults from whom s/he can obtain assistance with access to temporary funds to allow the youth to get to a referral service provider?

· Does the child/youth have information and referrals to appropriate places to access assistance in his/her geographic area?

When to seek help
· If you answered “YES” to any of the three scenarios in question #2, the child/youth is in a particularly high-risk situation.  After obtaining as much information about the situation as possible, ask the child/youth to hold.  Speak immediately with your supervisor or another social worker in the office about appropriate interventions, referrals and information.

· If the youth exhibits suicidal, psychotic, delusional or hallucinatory speech and/or physical responses, the child/youth is exhibiting very high-risk behaviors.  Speak with your supervisor immediately about appropriate interventions, referrals and information.

· If the youth is on the streets, the youth is at particularly high risk.  Speak with your supervisor about appropriate referrals and information.

· If the child/youth is in a safe location (e.g., with a safe adult), the risk factor is considerably lower than for the other situations discussed above.  However, obtain as much information about the situation as possible and speak with your supervisor about appropriate referrals and information.

· Last, but not least: If YOU feel at all uncomfortable with the situation, speak with your supervisor or a staff social worker.  They will assist you with the most appropriate responses and interventions for the given situation.

XIV.  SOCIAL WORK CASE MANAGEMENT PROTOCOL
Social Work Involvement in LSC Cases

The practice of teaming social workers with attorneys is the cornerstone of LSC’s philosophical approach to providing team advocacy for children and youth.  The team approach allows LSC to assess a client’s legal and non-legal needs in an effort to develop interventions for all needs.  The role of the social worker is to focus on the clients non-legal needs which can sometimes overwhelm their legal needs.  The basic responsibilities of LSC social workers includes: providing psychosocial assessments, developing treatment plans, providing crisis intervention, providing specific assessments for clients (e.g. placement or parent reunification), and providing general advocacy for clients as needs.  Social worker case assignment is determined during the Case Acceptance phase when a potential client’s needs are initially reviewed.  Specific social work staffing assignments will be made by the Clinical Director upon case acceptance.  Social workers are typically not assigned to dependency clients (as dependency clients are always assigned a Child Welfare Worker) but one may be assigned depending on the needs of the client.  Different funding sources (e.g. HOPE & PFP) may allow LSC social workers to provide long-term case management for clients.

All social work staff should read “Making the Connection: Standards of Practice for Client-Centered HIV Case Management.” as a basic primer.   Though its focus is on work with HIV/AIDS infected clients, its general case management standards provide appropriate guidelines for the work done with children, youth  and families in our office.

Initial Interview and Assessment

Following case assignment, an initial interview and basic needs assessment should be completed within 30 days.  The assigned attorney-social worker team should discuss the logistics of scheduling the initial client interview.  The initial  interview should serve to identify any acute or immediate crises and to intervene when possible.  The client and LSC team should also reach a mutual agreement as to the presenting need for LSC intervention.  

The following formalities should be completed when possible by the team during the initial interview:

1. Informed Consent should be explained by each member of the team including Social Worker Limits of Client Confidentiality (see Legal Advice and Confidentiality).   

2. The client should have a complete understanding of the services to be provided by LSC and should sign the Attorney/Client Retainer Agreement (to be completed by the attorney).  Clients should clearly understand that our services are voluntary.

3. The LSC Client Grievance Procedure should be distributed to the client and the basic procedure should be explained.

4. Authorization to Release Records forms should be signed as appropriate to obtain information from other providers or agencies. 

5. An Opening chart note briefly stating immediate needs and preliminary goals should be filed in the client’s file.  

6. The case should be formally opened on the Intake Database as of the date of the initial interview.  Client information should also be updated on the Intake Database and the client should be added to other project specific client databases (e.g. EDD, Reggie,) and/or Timeslips (i.e. HOPE, SF300 & PG). 

7. If the client will be served as part of the HOPE or Pathways/EDD projects the client and their family will need to complete an additional enrollment process (See Appendix)  

*** It should be noted that given the client’s immediate needs it may not be possible to complete all of these tasks during the first interview.   Attending to the client’s immediate needs and building trust is the priority and these formal tasks can be completed during future meetings.  ***
Psychosocial Assessment & Care Plan

The Social Worker should complete the psychosocial assessment with the client  within 30 days of case assignment.  This assessment should be conducted at the client’s home (when possible & appropriate) to allow the social worker to assess the client’s current placement.  A Care Plan should be developed with the client identifying long and short- term goals as appropriate.  The frequency of client contact should be established along with the Care Plan.  For an on-going case this should include a minimum of client reassessments every six months.  An exception for annual reassessments can be made for clients who present no needs and who agree to this frequency of contact.  The reasoning for such exceptions should be noted in a chart note.  The attorney on the team should be apprised of the highlights of the assessment and Care Plan.  The assessment and Care Plan may also be used to support the client’s legal matter and the team should discuss how to appropriately accomplish this.     

Reassessment

A  formal Reassessment with the client should be conducted at six month intervals.  The client needs should be reevaluated and the Care Plan should be reviewed and modified as appropriate.  The reassessment and Care Plan should be documented in the client’s chart.  If these contacts are completed late, due to either client or staff needs, this should be clearly documented in the chart.  If a client consistently refuses contact with LSC social worker, the need for case management should be reevaluated.

The team should decide whether the attorney should participate in these meetings as well.  The attorney will also need to have scheduled contact with the client and it would be ideal for the team to synchronize their respective client contacts whenever possible,    

Clearly some families will need more frequent contact than once every six months for a variety of reasons.  This need for more frequent contact should be  documented in the charts.  

Transfer Summary

A transfer summary should clearly document when and why a case is being transferred from one LSC worker to another or from one project (funding source) to another.

Case Closing Summary

A case closing summary should always be done to formally document how, when, and why a case has been closed.

Cases might be closed when:

there is no longer a need for services 

client no longer desires services

client no longer meets criteria for services

Social Work Chart Notes

All contacts (face-to-face, phone, collateral, conferences, etc.) should be clearly and briefly documented in the charts.  Notes should be objective and unnecessary opinion kept out.  When you’re writing notes remember that clients have the right to see their charts.  

All notes must be written and placed in the charts within two weeks of contact. If there’s no note, it didn’t happen!  Social workers should always do a separate note (even if an attorney attended the same meeting and writes a note).  The case management note should focus on social work issues and should avoid duplicating the legal chart note.  

In general, notes should include:

· date

· client name

· type of contact and with whom

· purpose for contact

· what happened/relevant issues

· plan for follow up – Care Plan
· next agreed upon contact

· signature (at least first initial and full last name) & title

General Chart Maintenance

Social work notes and attorney notes must be kept separate in sections of the chart.  

Social workers should make sure that all of their charts contain:


Case opening note


Psychosocial assessment

Notes clearly documenting semiannual reassessments and client & collateral contacts


A current Care Plan which may be incorporated in the reassessment note


All other funder and LSC required paperwork

Risk Assessment & Suicide Assessment

It is critical that LSC social workers effectively identify risk issues & the potential for suicidal behavior and provide needed crisis intervention.  The social worker should assess  the client’s potential for lethality (i.e. suicidal ideation, plan, access or means to complete plan, etc.) along with the estimation of risk (high or low).  The social worker should assist the client with developing interventions for presenting risk factors including a safety plan if necessary.  The Child and Adolescent Suicide Management Guidelines (SFDPH, 2000 – attached in the appendix) can be used as an assistive device when assessing a client.  If you assess a client to be ready to commit an act of suicide (presently or in the foreseeable future) you must contact Emergency Services – 911 (SFPD or EMT) under the Detention of Mentally Disordered Persons for Evaluation and Treatment (Welfare & Institutions § 5150).  Comprehensive Child Crisis Service (415-970-3800) can also be contacted for consultation and client evaluation in high risk situations.  The social worker’s assessment and intervention should be documented in the chart notes.   

Child Abuse Reporting

If a social worker has information that leads her or him to suspect child abuse, he or she must report this information under the Child Abuse and Neglect Reporting Act (Penal Code §§ 11164-11174.5).  In addition to making an oral report to the County Child Protective Services Agency (CPS) the social worker must also complete and send the Suspected Child Abuse Report form (SCAR).  The SCAR should be filed in the client chart and will serve as documentation of the report including the nature and details of the report.   

As a matter of practice the social worker should inform the client, when possible & practical, that a report is being made on her or his behalf.  This should serve as an opportunity to attempt to maintain existing rapport.  Clients can also be encouraged to participate in the reporting process when practical.  Professional judgment should always be exercised in these situations as these alternatives may not always be appropriate.     

Potential Victims of Violence By Client (Tarasoff/Duty to Warn)

When the client, in the opinion of his or her social worker, presents a serious danger of violence to a reasonable foreseeable victim or victims, then the social worker must warn the victim(s) and notify the proper law enforcement agency (Welfare & Institutions § 5328 (r)). The information released should be limited to the information that the social worker determines is needed for the protection of the victim(s).  The social worker must take all necessary steps to warn the victim of the circumstances such as attempting to contact the potential victim by telephone and/or letter. This may include telling other persons who are in a position to warn the victim. It is reasonable to provide the name and address of the client making the threats and the nature of the violence that the client has threatened.  These efforts to warn should be documented in the chart.
Consultation/Supervision

It is expected that social workers will recognize their professional limits and will seek assistance/consultation when needed.  

Additionally:

· All unlicensed social work staff meet with the Clinical Director for weekly individual supervision.  This time is spent examining clinical practice, reviewing case plans and addressing relevant administrative matters.  Licensed social work staff meet with the Clinical Director as needed.  Interns meet with their supervisors weekly (or as required by their respective schools).

· All social work staff participate in a monthly social work meeting.  During this time complex cases are presented for clinical feedback, case management protocol is discussed, and training opportunities are explored.

· All social work staff participate in a monthly interdisciplinary HOPE Project meeting.  These meetings focus on program planning, contract compliance, interdisciplinary teamwork, and specific cases as necessary.

· All social work staff participate in a formal performance evaluation process as per the LSC Personnel Manual.

· The Clinical Director conducts client chart reviews every six months.  At this time all HOPE Project charts are reviewed and a random selection of other case management charts are monitored.  Charts are reviewed for appropriate documentation, clinical content, treatment plan follow-up, and compliance with standards required by funders.  Any areas of concern are noted and reviewed with the appropriate social worker and recommendations for follow-up are made.

· Case staffings take place upon request to provide support and direction on particularly difficult and complex cases.  These meetings are attended by the interdisciplinary team working on the case, the Executive Director, Managing Attorney, Clinical Director and other relevant staff.

Professional Development

LSC supports the ongoing professional development of staff and encourages social workers to identify and seek relevant continuing education programs or trainings.  

Guidelines for Psychosocial Assessments

Once it has been determined that LSC will actually take a case, a psychosocial assessment must be completed by a social worker in order to determine client strengths, challenges, needs and supports.  During the assessment process, it is also important to consider:

How biological, psychological, social and risk factors all interact with each other and affect the case
· BIOLOGICAL: age, developmental stage, medical conditions, physical health, substance abuse/drug dependence;

· PSYCHOLOGICAL: mental status/mental disorder, coping skills, personality, strengths, weaknesses, suicide risk;

· SOCIAL: support system, interests, activities, affiliations;

· CULTURAL: language, religion, sexual orientation, customs/ethnicity; 

· ENVIRONMENTAL: job, school, socioeconomic status, neighborhood, access to services/resources)
· How human diversity issues affect the case (acculturation, inter-generational, etc.)

The reason for the referral (presenting problem) to LSC?

The need for crisis intervention
A. What is client’s current level of emotional distress?

B. Identify psychiatric and physical symptoms or characteristics to determine need for medical referral.

C. Assess for suicidal and/or homicidal potential by evaluating client’s intent, means and history to determine if there is a need for immediate intervention.

D. If client is unable to make either a verbal or written agreement to not hurt themselves or others, make client aware that other steps will need to be taken.

E. Assess who is part of client’s support system, and whether or not they can potentially be of assistance during a crisis intervention (e.g., a therapist, potential guardian, etc.)

Basic information that needs to be gathered (client self-identification, family self-identification, household composition, etc.)?  
A. How does the client identify herself or himself (culturally, ethnically, racially, immigration/acculturation, LGBTQ, gender identity, religion, level of ability, primary and secondary languages)?  Does s/he foresee any issues with self-identification differences between oneself and the guardian’s family?

B. How does the client family (with whom the client is to reside) identify themselves (culturally, ethnically, racially, immigration/acculturation, LGBTQ, gender identity, religion, level of ability, primary and secondary languages)?  Do they foresee any issues with self-identification differences between minor client and themselves?

C. Adults in the home?  How many?  How are they related to each other?  What are their ages?  Do any have CPS or arrest records?  If so, for what reason?

D. Minors in the home?  How many?  How are they related to each other?  What are their ages?  Are any of the minors involved in any kind of court proceedings?

The client’s educational history
A. Minor client – Which school does s/he attend?  What grade?  Are there academic issues?  If so, what are they?  How does minor relate to his or her peers and school staff?

B. Guardian(s) – What is highest level of education completed?  Would they be willing or able to assist minor with possible need for advocacy at school?  With homework?

The client’s physical health
A. Minor client – Any previous hospitalizations? Any chronic or terminal conditions?  Taking medications for any condition?  Who is the primary health care provider?  When was last full physical exam?  When was last eye exam?  When was last dental check-up?  Are immunizations up-to-date?

B. Guardian(s) – Any previous hospitalizations?  Any chronic or terminal conditions?  Taking medications for any condition?

The client’s mental health

A. Minor client – Any previous hospitalizations?  If so, what for?  Has minor ever been in counseling?  Is minor seeing therapist now?  (Would minor like to see a therapist?)  What are current mental health issues?  Is minor taking medications for depression, ADHD, etc.?  Has anyone in the minor’s family of origin ever been hospitalized or diagnosed for mental health issues?  Mental Status Exam?

B. Guardian(s) –  Has guardian(s) ever been in counseling?  If so, what for? Did they find it useful/not useful?  Would they be supportive of minor seeking out therapy?  (MEDS?  PREVIOUS HOSPITALIZATION?) Mental Status Exam?
Any history of family violence
A. Minor client – Was s/he ever physically/sexually/emotionally hurt by someone in family of origin?  Was s/he ever physically/sexually/emotionally hurt by someone in the potential guardian’s family?  Did s/he ever witness family violence between adults?

B. Guardian(s) – Have any adults in the family ever been violent with anyone?  Does anyone in the family have a CPS or police record?

Any history of substance use, dependence and abuse (alcohol, prescription, OTC & street drugs)
A. Minor client’s history:  With what type(s) of substances?  For how long?  Is there current use?  How much?  Specific times when s/he chooses to use?  Etc.

B. Potential guardian(s) history:  What type(s) of substances?  For how long?  Is there current use?  How much?  Specific times when s/he chooses to use?  Etc.

The minor’s living environment
A. Home environment?  Does minor feel safe?  Is the home relatively clean (e.g., Are there public health hazards present in the home?)

B. Community/neighborhood environment?  Does minor feel safe?  Does guardian(s) feel safe?  

Other pertinent family history (e.g. deaths in the family, loss of children to foster care, etc.).

The financial situation with potential guardian(s)
A. Monthly household income?  Sources of the income?

B. Receiving any disability benefits?  On behalf of whom?  For what reason(s)?

C. Need for benefits or other types of financial assistance?

The commitment of potential guardian(s)
A. If process becomes antagonistic, will guardian(s) continue to pursue legal guardianship?

B. If guardian experiences problems with minor client, would they be willing to seek out family therapy services?

C. Is guardian willing to be the primary caregiver for minor until age 18?

Access to support systems
A. Whom does the minor consider part of her/his current support system? (Any agencies?  Any extended family?  Friends?  Teachers? Therapist? Etc.)

B. Whom does the guardian(s) consider part of her/his current support system?  (Any agencies?  Any extended family?  Friends? Religious leader? Therapist?  Etc.)

C. What other types of support systems does the minor and/or guardian need to be (or would like to be) connected to?

The client or guardian’s ability to problem-solve
A. How does minor see her or his own ability to resolve issues?

B. How does guardian(s) see her or his own ability to resolve issues?

XV.  LEGAL CASE MANAGEMENT PROTOCOL
The following protocol is intended to serve as a general guide to assist attorneys as they represent their clients. For any matters not addressed in the protocol or elsewhere in this manual, please consult with the Managing Attorney.

Initial Client Interview

Attorneys should be sensitive to age, gender, ethnicity and stage of development when interviewing a client. If you would like further guidance on how to approach an interview or particular issues, please consult with your supervisor.

Attorneys are expected to meet with their clients regardless of their age and ability to communicate verbally. The nature and substance of the meetings will naturally depend on the age and understanding of the client. The following are general guidelines to be followed during an initial interview. 

During the course of the initial interview, the attorney should do the following in a manner that is age appropriate:

· Explain who is the client

· Explain your role and responsibilities as their attorney 

· Explain Attorney-Client Privilege

· Elicit relevant background information and history

· Discuss presenting legal and social work issues and needs

· Advise client on legal options and procedure

· Advise on available social services

· Agree on a course of action based on available options and the client’s interests and wishes

Attorneys are reminded to meet with the client in private in order to preserve confidentiality and attorney-client privilege.

Opening a Case

To open a case, attorneys are required to complete the relevant paperwork described in section VI of this Manual.

Checklist: 

· Intake/Opening Memo

· Attorney-Client Retainer Agreement

· Relevant Releases of Information

· Names and Numbers of Persons Related to the Case

· For HOPE cases, any additional required forms

Formal Ongoing Follow-up with Clients

It is important for attorneys to have regular contact with their clients in order to maintain an adequate, professional attorney-client relationship. Attorneys should keep in mind that they are professionally and ethically required to keep their clients reasonably informed of the status of their case. 

Attorneys should exercise reasonable judgment in deciding when it is necessary to have contact with their client and whether telephone or an in-person meeting is required. At a minimum, attorneys should have either telephone or in-person contact with their client once every six months. A home visit should be made at least once a year. There may be cases where regular home visits are not feasible (e.g. out of state clients) or when telephone contact with a client is not practical (e.g. an infant client). Attorneys are to contact professionals and caretakers involved in the case in order to assist in assessing the situation of their clients. Assigned LSC social workers may participate in follow-up contacts as the team determines is necessary and appropriate.

Attorney File Maintenance and Notetaking

Attorneys should refer to “File Maintenance and Notetaking” in Section VIII of the Manual.  The Managing Attorney will conduct periodic file reviews and address any areas of concern with the attorney.

Professional Development

LSC supports the ongoing professional development of staff and encourages attorneys to identify and seek relevant continuing education programs. Attorneys are responsible for ensuring that they comply with any State Bar or Juvenile Court MCLE requirements.

Case Closing

Attorneys should refer to Section VI of the Manual.

Attorneys are required to complete a CLOSING MEMO and have it and the file reviewed by the Managing Attorney. The Managing Attorney needs to sign the MEMO before the file can be closed. If an LSC social worker is assigned to the case, the social worker also needs to complete a closing memo.

The attorney is responsible for closing the case in the intake database and giving the case file to the Office Manager to be filed with the closed cases.

Guardianship Cases: 

If an attorney has appeared in a guardianship as the minor’s attorney of record and the minor has not turned 18 years old, she/he needs to obtain an order from the court releasing or discharging them as attorney for the minor. A copy of the order must be in the file upon closing.

Transfer Summary

An attorney transferring a case to another staff attorney is required to complete a transfer memo to be placed in the file. The memo should clearly explain the current status of the case with relevant background information and the reason for the transfer. The attorney receiving the case is responsible for ensuring that the client database reflects the change of attorney.

Representing siblings and other potential conflicts

LSC attorneys should conflict out of representation of clients if (1)the attorney determines that their interests are adverse, (2)if the attorney’s knowledge of factual information from representation of one client could compromise their ability to represent that client or the other client or (3)if there is a reasonable likelihood that they may have to make arguments on behalf of one client that may undermine the position of the other client. If the attorney already has information about both clients that could compromise their ability to represent either client the attorney must withdraw from representing both minors. Otherwise, the attorney may be able to continue to represent one of the minors and should discuss with the managing attorney which client it is most appropriate to continue to represent. If any attorney is concerned that they may have a conflict they should bring the matter to the managing attorney. If the situation is not clearly resolved it will be brought to case staffing.

Consultation and Supervision

Consultation and supervision are important for professional development and peer support. Attorneys are encouraged to seek consultation and supervision from the Managing Attorney, Clinical Director and other staff when needed. Case Staffings with the Managing Attorney and Clinical Director are available to consult on cases involving complex legal and/or social work issues. 

Ongoing Supervision: All new attorneys shall meet weekly with the Managing Attorney or their designated supervisor for the first six months of their employment. All other attorneys shall meet monthly with the Managing Attorney. These meetings are intended to be a forum to discuss and strategize on cases, assess workload, receive feedback, and share any other matters of interest or concern. 

Attorney Meetings: All attorneys are required to attend monthly attorney meetings. This is an opportunity to strategize about cases, discuss administrative matters and receive peer support.

Annual Performance Review: All attorneys will participate in an annual performance evaluation. Attorneys will participate in a self-evaluation and an evaluation by their supervisor. The attorney and supervisor will prepare a work plan for the next year to address any identified goals.

XVI.   Attorney/Social Worker Roles
	MSW
	TEAM
	JD

	Complete paperwork for HOPE and EDD cases
	
	Open case in computer, get retainer, sign releases, ask office manager to enter in databases and timeslips

	Confidentiality-Limits of…
	
	Confidentiality/privilege

	Grievance Procedure
	
	Identify legal issue

	Informed Consent
	
	Research

	Psychosocial Assessment
	
	Discuss legal options

	Treatment Plan
	
	Draft pleadings, court documents or correspondence

	
	Crisis Intervention
	

	
	
	

	6 month reassessment
	
	Status reports

	
	Public Benefits
	

	Court appearances (optional)
	
	Court appearances

	
	IEP
	

	Alternative disposition?
	
	

	
	Communication with family
	

	
	
	

	
	Communication with team member: case status
	

	
	
	

	Best interest/client welfare
	Case staffing

Management team

Request GAL
	Zealous Advocacy

	
	Close case
	


Crisis Intervention:

Which team member responds to a crisis will depend on the nature of the crisis. (JD will generally respond to arrest, expulsion, 5150, MSWs to mental health issues, both to AWOL, guardianship failure, guardianship death.) It is critical that team members inform each other of any crisis that occurs with the client.

Public Benefits

The family will be responsible for initial application. MSW will follow up if necessary. JD will handle any denial of benefits.

IEP

Team should consult to decide who is most appropriate person to participate. In a situation where there is likely to be resistance from the school district the JD should attend. Ideally, at least one team member should attend the IEP.


XVII.

SYLLABUS

This is a collection of articles, case law and other material relevant to legal and social work practice at LSC. Hopefully, staff and interns will find this information interesting and provocative. Suggestions for additions/modifications to this syllabus are welcome. This Syllabus contains the following materials:
I.
INTERDISCIPLINARY WORK AND ETHICAL STANDARDS
1.  “Ethics and the Multidisciplinary Team: A Difficult Mix,” from the Interdisciplinary Report on At-Risk Children & Families, Sept./Oct. 1998.
2.
“Children and Confidentiality: Imperatives, Implications and Need for Interdisciplinary Involvement,” from the Interdisciplinary Report on At-Risk Children & Families, Nov./Dec. 1998.                                                                      
3.
“Law and Social Work Team Practice: Communicating About the Basics,” from the Interdisciplinary Report on At-Risk Children & Families, Sep./Oct. 1999.                                                                       
While advocating for interdisciplinary work in child welfare cases, these 
articles explore how differing ethical rules of attorneys and social workers regarding client confidentiality can challenge collaboration. These articles argue that the responsibility of these professionals to dependent children requires them to overcome these barriers and create greater understanding and communication about the attitudes, values and knowledge base of each profession. Article 3 discusses the issues that supervisors and students at Fordham Univ. School of Social Work and Law School experienced when conducting an interdisciplinary clinic and their process for collaboration.
4. AMERICAN BAR ASSOCIATION STANDARDS OF PRACTICE FOR LAWYERS WHO REPRESENT CHILDREN IN ABUSE AND NEGLECT CASES.

The ABA standards stress the importance of quality representation to children involved in abuse and neglect cases. These standards address the specific roles and responsibilities of the attorney and also provide a set of standards for judges. 

5. NASW CODE OF ETHICS.

The NASW Code of Ethics serves as a guide to the professional conduct of social workers. The Code includes a summary of the social work profession’s mission and core values in addition to the profession’s ethical principles and standards.
6.   Fordham Law Review, Vol. LXIV Recommendations of the Conference on Ethical Issues in the Legal Representation of Children, 1301 (March l996).

Fordham University hosted a conference focusing on the ethical issues facing counsel for children.  This issue of the Fordham Law Review was the result of that conference.  The recommendations of the Conference on Ethical Issues in the Legal Representation of Children are provided although the entire volume of the law review is worth examining.  

7.  Peters, Jean Koh, "The Roles and Content of Best Interests in Client-Directed Lawyering for Children in Child Protective Proceedings," from Fordham Law Review, Vol. LXIV (March 1996).

This article was written by one of the most respected commentators in the field of child advocacy. Jean Koh Peters is currently a clinical supervisor at Yale Law School. Ms. Koh Peters argues that lawyers should not act as GALs (guardian ad litems) because they are not qualified to make best interest determinations about a client, and because acting as a GAL robs children of the traditional competencies of a good legal representative. Nevertheless, Jean recognizes that not every child will be able to participate in his/her representation to the same extent. Accordingly, Jean asserts that lawyers must find ways to individualize every representation in a way that allows the maximum possible participation of the client so that the representation reflects the uniqueness of each child client. 
II.
ISSUES FOR SERVICE PROVIDERS
 8. “Diversity Training for Public Service Providers Helps Build Capacity for Equity,” excerpt from Journal for the Community Approach, Winter 2001.
 9. “ Walking the Walk: Principles for Building Community Capacity for Equity and Diversity,” excerpt from Journal for the Community Approach, Winter 2001.
10. “Becoming a Diversity Change Agent,” from A Winning Balance, the Successful Managers Handbook, University Associates.
These articles stress the need for diversity training to educate public service providers about meeting the needs of a diverse population. The goals include:  removing barriers to access, holding service providers accountable and assessing their progress. Article 10 is a brief list of actions people can take to become a Diversity Change Agent and offers a self-assessment of how well you are doing.
11. “Chapter One, Culturally Diverse Social Work Practice,” from Social Work Practice & People of Color, by Donald Lum, 1996.
This chapter discusses how culturally diverse knowledge theory, ethnic-sensitive helping skills and knowledge of cultural factors are essential in forming appropriate service delivery structures, training ethnic-sensitive workers and implementing community outreach programs.
12. Free Your Mind, The Book for Gay, Lesbian, and Bisexual Youth – and their Allies, by Ellen Bass and Kate Kaufman, 1996.
Chapter 1, “Free Your Mind,” and
Chapter 19, “Creating Supportive Community Groups for Service Providers and Allies.”
The goal of this book is to provide information to assist lesbian, gay and bisexual youth through their self-discovery, struggle, affirmation and pride. Chapter One focuses on self-discovery and Chapter 19 discusses what service providers can do to create support and affirmation for gay, lesbian and bisexual youth.
13. “Encountering an Angry Client.”
This brief article provides guidance on steps to take when facing potentially violent clients.
14. “Typical Manifestations of Countertransference” and
15. “Guidelines for Managing Countertransference” adapted from Direct Social Work Practice by Hepworth and Larsen.
These handouts discuss countertransference and offers a list of typical manifestations and a brief self-assessment to assist in identifying a professional’s personal emotional reaction to a client.
16. “What is Vicarious Traumatization?” from Transforming the Pain, A Workbook on Vicarious Traumatization, by Karen W. Saakvitne and Laurie Anne Perlman, 1996.
17. “Compassion Fatigue Self Test For Practitioners”, from Secondary Traumatic Stress: Self Care Issues for Clinicians, Researchers and Educators, by C. Figley, 1995.
This excerpt defines vicarious traumatization (the transformation of the helper’s inner experience as a result of empathic engagement with clients and their trauma), and discusses its impact on trauma workers. The self-test offers questions to consider in assessing your risk of compassion fatigue and burnout.
18. “Conducting Developmentally –Appropriate Child Interviews” by Karen Saywitz from What I Wish I Learned in Law School: Social Science Research for Children’s Attorneys, by Debra Ratterman Baker, et. al.,  from the ABA Center on Children and the Law, 1997.
19. “The Language of the Child Abuse Interview: Asking the Questions, Understanding the Answers,” by Anne Graffam Walker and Amye R. Warren.
These articles offer guidance on how to interview children recognizing their developmental needs and the danger of making inappropriate assumptions that children process language the same as adults.
20. “The Truth About Addiction,” by Michael D. Clark from ABA Child Law Practice, December 2000.
21. “Sexual Abuse and Chemical Dependency,” from The Source, Fall 1998.
The first article challenges the reader to see how she or he feels about addiction and offers tips for child law practice
The second article describes the links between substance abuse of women and sexual victimization.
III. CHILD ABUSE AND FOSTER CARE
22. “What is Child Abuse?”
23. “Reporting Child Abuse and Neglect?” from the Child Abuse Prevention Handbook, by Crime Prevention Center, Office of the Attorney General, California Department of Justice, March 1993.
These materials define child abuse, behavioral indicators of abuse, mandated reporting requirements, and the process of making a report to Child Protective Services.
24. “When Children Cannot Remain Home: Foster Family Care and Kinship Care,” from the Future of Children, by Jill Duerr Berrick, Spring 1998.
This article discusses how such factors as the availability of foster homes, demand for foster care, attitudes toward the extended families of troubled parents, and policies regarding payment for the costs of care, have contributed to the rapid growth in kinship foster care.
25. “Web of Failure: the Relationship Between Foster Care and Homelessness,” by Nan P. Roman and Phyllis Wolfe, the National Alliance to End Homelessness, April 1995.
This study found that foster care has an impact on personal risk factors that may lead to homelessness. Specifically, the study found that there is an overrepresentation of people with foster care history in homeless populations, and that they are more likely than other people to have their own children in foster care.
26. “Protecting Children from Abuse and Neglect: Analysis and Recommendations, from the Future of Children,” Protecting Children form Abuse and Neglect, from the Future of Children, Spring 1998.
This article reviews how CPS, other governmental entities, and the community at large respond to child abuse and neglect. It reviews the emergence of the governmental role in child protection and summarizes current debates over the parameters of the role.  The article makes recommendations about how CPS’ role should be framed and their decision-making improved, what prevention and treatment resources should be offered to families to complement CPS, and what is necessary for lasting improvements in the child protection system.
27. “Family Group Decision Making Offers Alternative Approach to Child Welfare,” by Pat McElroy and Cynthia Godsoe, from Youth Law News, May/June 1998.
This article describes Family Group Decision Making and similar models (Family Group Conferencing, Family Unity Meetings, Family Conferences) and their goal of reducing the power exercised by child welfare agencies and shifting it to the extended families to develop a plan to ensure their children are protected and cared for.
IV. JUVENILE JUSTICE
28. “A Community Imperative: Curbing Minority Overrepresentation in the Juvenile Justice System,” from Juvenile Justice Update, April/May 2001.
29. “And Justice for Some,” by Eileen Poe-Yamagata and Michael Jones,  Building Blocks for Youth, January 2000.
These articles discuss the overrepresentation of minority youth in the juvenile justice system. The first article gives a general overview of the data, discusses one community’s efforts to approach the issues and summarizes what communities can do to reduce overrepresentation. 
The second article is a nationwide study by the National Council on Crime and Delinquency which found that African American and Hispanic Youth are treated more harshly than their White peers charged with comparable crimes at every step of the juvenile justice system.
30. “Off Balance: Youth, Race & Crime in the News,” by Lori Dorfman and Vincent Schiraldi, Building Blocks for Youth, April 2001.
This study examines more than 70 content analyses of newspaper and television crime coverage. The study found people of color, and especially Africans Americans, are disproportionately portrayed as perpetrators of crime, and underrepresented as victims. The combined distortions of people of color over represented as criminals and underrepresented as victims, young people over-represented as criminals, and the undue coverage of violent crime, produce an inaccurate and unfair image of crime in America.

31. “Justice by Gender, The Lack of Appropriate Prevention, Diversion and Treatment Alternatives for Girls in the Juvenile Justice System,” by the American Bar Association and the National Bar Association,  May 1, 2001.
This report explores the specific family histories and risk factors shared by many girls in the juvenile justice system and examines the unintended consequences of “get-tough” policies on girls. The report also makes recommendations implementing programs that address the specific needs of girls.
V. SCHOOL DISCIPLINE
32. “Opportunities Suspended: The Devastating Consequences of Zero Tolerance and School Discipline,” by the Advancement Project and the Civil Rights Project, June 2000.
This is the first comprehensive national report that draws data from a variety of sources and takes a multi-disciplinary approach to review zero tolerance policies. The report illustrates that zero tolerance is unfair and has a disproportionate adverse impact on students of color. In addition, such punitive policies are contrary to the developmental needs of children, denies children educational opportunities and results in the criminalization of children.
V. CASE LAW
33. Honig v. Doe, 484 U.S. 305 (l988).

Honig v. Doe was brought before the United States Supreme Court by LSC approximately ten years ago.  In Honig, the Court sets forth the criteria for determining under what circumstances a child in special education may be expelled from school. 
34. Taylor by and through Walker v. Ledbetter, 818 F.2d 791 (11th Cir. 1987).


35. DeShaney v. Winnebago County Department of Social Services, 489 US 189 (l989).

36. Suter v. Artist M., 503 U.S. 347 (1992).

Taylor v. Ledbetter is the classic case standing for the proposition that the state has a constitutional duty to protect a child involuntarily placed in a foster home.  Thus far, this basic proposition has not been altered by the U.S. Supreme Court, but advocates are extremely cautious about taking anymore cases to the United States Supreme Court after DeShaney v. Winnebago County Department of Social Services,(state had no obligation to protect severely abused child returned to custody of perpetrator by the state) and Suter v. Artist M., (Adoption Assistance and Child Welfare Act of 1980 does not create private rights enforceable under section 1983 and does not itself create private causes of action).

37.  Akkiko M., 209 Cal. Rptr. 568 (l985).

Akkiko M. was a case LSC brought approximately 10 years ago. Akkiko M. stands for the proposition that a juvenile court is obligated to honor the minor's choice of counsel if she is competent to choose and chooses competent counsel in proceedings concerning her education and treatment. 

38. Christopher T. v. San Francisco Unified School District, 553 F. Supp. 1107 (N.D. Cal. 1982).

Christopher T. was brought by LSC approximately 15 years ago. Christopher 

T. held that the school district had to provide residential placement for children who qualified for assistance under the "Education of the Handicapped Act" (now "IDEA-Individuals with Disabilities Education Act").  Prior to this time parents were forced to give up custody of their children in order to secure residential treatment for their disabled children.  The ruling in this case was later codified as AB 3632.
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Guardianships offer a child and an adult the opportunity to build a strong, mutually rewarding relationship.  Like a parent, a guardian can help a child develop the trust, security, and self-control needed to be a responsible, self-confident human being.
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