Cardinal Rules

1. Power of Attorney and Advance Directives: never mail a form unless you have spoke directly to the senior.

2. Document all phone calls, left messages, e-mails, etc. in the client case file.  Do so during or immediately after the communication.

3. Kinship Care and QIT:  change the program designation.

4. Check the spelling of client’s name.

5. Attach copies of all correspondence to the client file.  ALAS document retention policy is 10 years.  Attach documents to the case file either electronically or print case notes and attach documents to case notes.

6. If you are closing a case because the client has failed to contact you, always mail a closing letter.  Include any brochure or self-help material that might be useful.

7. Statutes of Limitation.  Document in case notes that you advised client on applicable SOL.

8. Run client conflict check within 5 minutes of conversation with Client.  If HL attorney has open or recently closed case, open that case file and determine if client is calling about same issue.  If so, tell client you’ll have the HL attorney call her back.   Then LM for the HL attorney.  If another ALAS office has open or recently closed case follow the same procedures.  If HL doesn’t have access to the other office’s case files, tell client to call the attorney listed as casehandler.  Then designate your case as duplicate and close as entered in error.

9.   Read the How-to Guide to Using Legal Server

10. Bookmark and spend one hour reviewing the following websites:



www.atlantalegalaid.org  

www.georgiaombudsman.org



www.legalaid-ga.org


aging.dhr.georgia.gov



www.georgiaadvocates.org 

www.aoa.gov


www.legalhotlines.org

11.  Use the Intranet!!!     https://intranet.atlantalegalaid.org

go to Document Bank

click on Staff Shares

click on Senior Hotline

click on substantive law file

click on document

