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Client’s Name:______________________________________     Phone: _______________________

Preparatory Work

· Review “Client Information Sheet” with client

· Fill out Client Data Form (front and back) and return to Kim.

· Client brought 

· Hennepin Co “Defendant History” 

· Case History for each case want to expunge (and SHC highlighted it)

· BCA record (or does not have any other records in MN).

· FBI record (or does not have any other records in the country)

Complete the “Master Sheet”

· Fill in blanks as explained 

· Para 5. Complete a rough draft of the answer to why the expungement should be granted. Write down specific details as to why the client’s life will be better if the expungement is granted.

· What jobs has he/she has applied for and been denied (state if b/c of record)?

· What housing has he/she has applied for and been denied (state if b/c of record)? 

· Is client is on probation at a new job and needs to clear his/her record to keep the job.

· Was client was fired from a job after the employer checked the criminal history? Had the employer been satisfied up to that point? What facts support that the employer had been satisfied?

· Is client still be in school, and need a clear record to have a chance for jobs after school?

· Does client have children to support and/or house, that are also suffering?

· Save as Master Sheet. (If wished, also make a “master sheet” for conviction cases, after you have completed details of rehabilitation.)

· Review checklist and Master Sheet with an attorney.

For each case the client wishes to have expunged (that qualify for the clinic)

· Create as many copies of the mastersheet as the client has cases that wishes to have expunged


· Use the third box if “resolved in favor”

	“Resolved in Favor”
	NOT Resolved in Favor

	· “Aquittal”

· Dismissal

· Pretrial diversion and de novo program (no plea of guilty)

· Continuance for dismissal (no plea of guilty)
	· Plea of Guilty

· Discharge

· Stay of imposition followed by a vacated plea and dismissal of case


· Use the fourth box if the case does not fit into any of the above (most conviction cases).

· Para 13

· Why did he/she do this offense? What is different now that he/she would not do it again (e.g., older & wiser, has different friends, not drinking anymore, gone through treatment programs, has children and more responsible, understands the laws better now, etc.)?

· If treatment, name the program, the completion date, and what the client learned.

· If NA or AA meetings, what days and location? Anyone who will write a letter stating that you are not using alcohol or drugs? If yes, attach to petition.

· Is the client active in a) church; b) the community; c) volunteering; d) other?  If yes, give details. And see whether anyone from church, community, etc., will write letters in support of the client’s petition (i.e., stating that the client is unlikely to commit another crime, that the client needs the expungement for specific reasons, that the client is a good, responsible, upstanding, etc., person.) 

Complete the proposed order

· Choose the Order Concerning Sealing of Records that applies to your client’s case (i.e., either “No Conviction” or “Conviction.” 

· Review each final case petition and affidavit with the attorney to make sure they are complete and correct.

Assembling and Finalizing the Petitions for Each Case

· Insert the appropriate court date from the Criminal Expungement Hearing. Client will not receive any other notice of this date)

· Anything other than resolved in favor, client will need to complete an IFP form (Affidavit For Proceeding In Forma Pauperis) to have $252 fee waived. (Client) Sign each petition in front of notary and have signature notarized (needs photo ID).

· (Client) For each case, make (typically) eight copies of the (1) Notice of Hearing and Petition for Expungement and (2) Proposed Order (one for each agency on the affidavit of service plus one for client). (No need to copy the Affidavit of Service, but will have to file it.) Suggest a copy machine with a “sort” and “staple” function and to copy one petition at a time, using those functions, so that packets are stapled and in correct order.

Student - Preparation for and Follow up to the Court Hearing

· Give the client the court preparation papers and review the items with him/her one by one. 

· Advise client to return to the Self Help Center for further help with any letters of objection or letters from court staff stating that there is an error in the case. 

Next Appointment - Service– with Kim Siefkes from VLN

Service (Kim from VLN)

· Client returns with copies.

· (Kim) Get the affidavits of service from the SHC (Mpls cases – green form; non-Mpls cases - yellow). Add to the list of agencies the appropriate city attorney and the appropriate city police department “attention criminal records department.”

· (Kim) If the park police or the Highway Patrol or the Airport Police (or someone else) were the arresting agencies, add them to the list of agencies to be served (from the list of addresses)

· (Kim) If the client has been “disqualified” by the Minnesota Dept of Human Services, add the MN DHS to list of agencies to be served.

· (Client) Put documents into envelopes, address the envelopes and ensure sufficient postage is on the envelope. (BE SURE TO KEEP THE ORIGINAL PETITIONS FOR FILING!)

· (Kim) For each case, serve documents ((1) Notice of Hearing and Petition for Expungement,  and (2)Proposed Order) by mailing to agencies. (Check to make sure each envelope has sufficient postage first.)

· (Kim) For each case, sign affidavit of mailing information in front of the notary. For address, put “c/o Volunteer Lawyers Network, 600 Nicollet Mall, Suite 390A, Minneapolis, MN, 55402.” (Need photo ID) 

· (Kim and client) File original (1) Notice of Hearing and Petition for Expungement, (2)Proposed Order, and  (3) Affidavit of Service of each case with the court at least 60 days prior to the hearing date. 

