PROJECT FIRST STEP

d Pro Bono Attorney Training Materials

Pro Bono Attorney Roadmap
Representing a Project First Step Client from Start to Finish

Phase One - Take a Case

1. Review Current Client Opportunity: Before being referred to Project First Step, the client
has obtained a Domestic Violence Temporary Restraining Order (TRO). For each client
referred to Project First Step, CCLS Pro Bono circulates an email to the Project’s Pro Bono
Panel providing the Hearing Date, Time, and Location for the Domestic Violence Restraining
Order (DVRO) hearing, along with a summary of the facts.

2. Tell Pro Bono You Want the Case: If you are available for the hearing, email
ProBono@CentralCallLegal.org to tell them that you would like to take the case.

3. Run Your Conflict Check: CCLS will send you the names and dates of birth of the potential
client, opposing party, and any minor children of the parties for your conflict check. After
you run your conflict check, email the Pro Bono team and let them know if your conflict
check is clear or not.

4. Signthe Placement Documents: If your conflicts are clear, the Pro Bono team will prepare
the following documents:
a. Placement Letter to Pro Bono Attorney
b. Placement Letter to Client (you will receive a copy)
c. Limited Scope Representation Agreement
d. Notice of Limited Scope Representation (Judicial Council Form FL-950)

You will receive an email from the Pro Bono team with your Placement Letter and a copy of
the Client’s Placement Letter. You will receive an email from Adobe Fill & Sign, which
contains the Limited Scope Representation Agreement and the FL-950. Sign these
documents using the electronic signature functions.

CCLS will send you copies of the fully-executed Limited Scope Representation Agreement
and the FL-950 for your records.
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5. Notify the Court of Your Representation: CCLS will file and serve the FL-950 on your
behalf. (Ifitis your first PFS case, you may receive an email from Onelegal asking you to
give permission for CCLS to file the FL-950 on your behalf.)

Phase 2 - Prepare for the Hearing

1. Review Case Files: The CCLS Family Law advocate assigned to the case will send you the
Temporary Restraining Order, and any other applicable pleadings and documents.

2. Connect with CCLS Advocate: Connect with your assigned CCLS advocate to get any
other facts or information about the client and the case that may not be reflected in the
pleadings and documents.

Your assigned advocate and the CCLS pro bono team remain available to answer questions
or provide support to you during the entire representation.

3. Call Your Client: The Placement Letters will provide both you and your client contact
information for the other. While the client may contact you first, generally, you will make the
first call.

Once you have accepted the representation, this is your client, the same as any of your
other clients, but only for the limited purpose of obtaining the DVRO. If the client raises
issues outside the scope of your limited representation, you should refer the client back to
the assigned CCLS advocate.

If you need interpreting assistance to communicate with your client, let your assigned
advocate know that, and CCLS will provide that assistance.

4. Prepare Your Evidence and Witnesses: As with any other hearing, you will interview and
prepare witnesses and identify and collect evidence, as appropriate for the hearing. Ifitis
an uncontested hearing, you may not need more than what was already submitted to obtain
the TRO. Butifitis a contested hearing, you may need to present additional evidence and
testimony.

5. File Required Pre-Hearing Documents: If necessary for your hearing, you will prepare, file,
and serve any witness and exhibit lists or other documents required under the pertinent
rules. (The Local Rules for Fresno, Tulare, and Kings Counties currently require witness and
exhibit lists to be filed ten days prior to the hearing.)



Phase 3 - Attend the Hearing

1. Arrange Your Client’s Attendance: Make sure that you have communicated with your
client the details of when and where the client needs to meet you for the hearing.

2. If Desired, Request a Domestic Violence Advocate to Attend: In some cases, your client
may be assisted by a court advocate who works with a domestic violence crisis agency. In
addition, a CCLS Family Team paralegal may assist your client as an advocate. These
advocates may be available to attend the hearing to provide additional client support.

3. Appear at the Hearing and Argue: The court will have your FL-950 and may understand
that you are appearing as pro bono counsel. However, when you state your appearance on
the record, it is helpful if you include a statement that you are appearing through Project
First Step as pro bono counsel.

4. Appear at any Continued Hearing: As with any other type of case, hearings may be
continued for various reasons. Under the Limited Scope Representation Agreement and the
terms of the FL-950, you are undertaking to represent your client until the conclusion of the
DVRO process. So, if a hearing is continued, you will continue to represent your client at
that continued hearing. Be sure that the Court reissues the TRO to the continued date.

Phase 4 - Conclude Your Representation

1. Provide Copies to CCLS: Send copies of pleadings and orders to your CCLS advocate.

2. Submit Your Pro Bono Hours: Send the Pro Bono team the number of hours you spent on
your case and a brief description of the work completed. If additional members of your firm
worked on the case, submit their time as well.

3. Sign Substitution of Attorney: In consultation with your client and your CCLS advocate,
prepare and sign the Substitution of Attorney — Civil (Without Court Order) Judicial Council
Form MC-050. If your client has no other pending matters, you may not need to have a
substitution because the case is concluded. If your client has other pending matters,
generally, your client will be appearing in pro per after your representation concludes.
However, in some cases, CCLS will become the counsel of record.



