
VLN Criminal Expungement Clinic

SHC, VLN and Student Procedures 

Prior to the clinic

· SHC - Make appointments for customers who have statutory cases to expunge. Students are supposed to block off any times that they do not want appointments scheduled. Please obtain clients’ phone numbers in case students need to call clients to reschedule.

· SHC - Provide clients with a copy of the Criminal Expungement Clinic Information Sheet. On the client’s defendant history, please highlight those cases that meet the criteria for the clinic (closed cases and statutory cases).

· SHC – please ask client to complete a clinic data form (check for income eligibility) then file that in the 3-ring binder

· SHC - Please put any paperwork and messages for the students in the VLN student basket. 

During the clinic

· Students will be located around the SHC.

· Students will be instructed to ask questions of John, Debra, Martha or the volunteer attorney before going to SHC staff. 

· Walk-in clients may be accommodated if scheduled clients are more than 15 minutes late and there are students available.

· SHC - If there is time to accommodate a walk-in client, on the client’s defendant history, please highlight those cases that meet the criteria for the clinic (closed cases and statutory cases).

· If there is not time to accommodate walk-in clients, they may be scheduled for the following week.

· If there is time, students may help clients assemble, serve, and file Self Help Center cases in which all the drafting is already completed. 

· Students will use the phone in the LAP office. 

· SHC and attorneys - If you notice that a client is being abusive towards a student, if possible, intervene. He/she is no longer eligible for our clinic. 

Managing paperwork
· Students will store continuing client paperwork in SHC criminal expungement filing. If clients need assistance in between clinics, SHC may find the papers there. 
· Students will complete the tracking form for every client whose petition they complete.
· Students will email a copy of completed cases to Martha.
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