COALITION OF CALIFORNIA WELFARE RIGHTS ORGANIZATIONS, INC.

1901 Alhambra Blvd., 2nd Floor

Sacramento, CA 95816

Telephone:  (916) 736-0616

Fax:  (916) 736-2645

CASE OPENING PROCESS
1.  When a potential client contacts CCWRO, determine the referral source, i.e., which legal aid office made the referral.  Ascertain the legal problem.  If the issue is one of current public assistance benefits, the individual would be eligible under the income guidelines. 

2. Ascertain the person’s income.  If the income for the family is within the Superior Court Fee Waiver Guidelines so that the family would be eligible for a fee waiver, then the family is eligible for CCWRO’s services.  

3.  If possible, arrange for an office interview.  Otherwise have the person send any and all correspondence relating to the problem, the position statement, the administrative hearing decision and all of the available papers.  

4.  Inform the person that CCWRO has not accepted the case and must evaluate the case before CCWRO can decide to take it.  Tell the person that CCWRO has not contacted him/her within 20 days from mailing the information to CCWRO, to call CCWRO at (916) 736-0616.

5.   Upon receipt of the packet of information, review the documents.  

(a) If the case has no merit, send a letter to the individual declining representation and return the documents.

(b) If the case has merit, discuss the case with the Litigation Committee.  If the case is approved, contact person and complete an intake form during the interview process. 

(c) If the Litigation Committee decides the case is not acceptable, send a letter to the individual declining representation, suggest that the person contact legal services and return the documents.

6.  Notify the client that CCWRO is willing to accept the case.  Be specific in describing which services CCWRO will be providing.  Tell him/her that CCWRO will send a Retainer Agreement and blank Releases of Information for a signature and date.  Tell him/her to carefully review the retainer agreement and if she has questions to  call before signing.  Then tell the person to date/sign the retainer and releases and return it to CCWRO.

7.  Upon receipt of the retainer, sign and date it and send the client a copy.  Open a file in the client’s name.  

8.  Add client’s name to Active Case list.

