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Preamble:
This manual is the product of SWLA and designed to forward the functional system of the Association  and the ability of the staff and how Association  management team working.	
This manual which is part of seven manuals services as guide for SWLA  ASSOCIATION   staff members to effectively work as professional and set mechanism for directing, humanizing, and supporting both staff and the ASSOCIATION   for better proficient practices.     
 
The eight manuals for the best practices are the following;
1. Governance Manual
2. Management Practice Manual
3. Human resource Manual
4. Finance resource Manual
5. Service Delivery Manual
6. External Relations Manual
7. Sustainability Manual

The main objective of the seven ISPP manuals is to strengthen the capacity of SWLA ASSOCIATION   and became for a better practices. 



















Introduction

The legal aid system thus plays a central role in the smooth functioning of our system of
Justice and in particular our courts, combating social inequality and enhancing access to justice.
Today, legal aid is understood to be an essential component of our justice system – as integral as Judges and court rooms are to the maintenance of the rule of law. 

At the same time, this central Component is in crisis due to a number of factors including underfunding and greater complexities in our legal system that give rise to increased demand for services.

Legal Aid plays an Access to justice is enhanced by a number of government policies and programs and by a range of Services provided by non-governmental Associations and individuals. Access to justice initiatives Include:

 Programs to reduce cost and delay in various dispute resolution processes including
Adjudication by the courts, public legal education, and community mediation services, and so on. Legal aid plays a central and indispensable role within this broad array of initiatives. Legal aid refers specifically to publicly-funded legal services. Over time, legal aid programs have recognized the importance of providing a continuum of services, from information and advice to assistance and representation. 

However, legal aid should be distinguished from other avenues to increase access to legal information and services including: general public legal education and information, privately funded women lawyers Association, and pro bono legal services whether provided on an ad hoc or
Organized basis.
One of the marked changes in the last decade has been the rise in the number of unrepresented
Litigants coupled with the growing acceptance that they are now a standard feature in the courts.

This development is reflected in the broad adoption of the term “self-represented litigants” (SRLs). Traditionally the term self-represented litigant was used to describe litigants who made a positive choice to represent themselves in court because they were confident in their ability to do so.

Unrepresented litigants are individuals who would choose to have legal assistance but are unable to access it.

 Diminished funding for legal aid is one of the causes of the growth in the number of
unrepresented litigants and accused as well as to the growing phenomena of “under-represented” litigants and accused. Under-representation occurs when the quality of representation is lower than standard due to limits placed on representation (such as providing representation for only some of the legal issues experienced by an individual, only part of the legal process or the placing of time limits on the services provided) or due to other factors such as poor cross-cultural communication. 

The blurring of the line between self-representation and un- or underrepresentation is troubling because it obscures and neutralizes the root problem of inadequate legal aid.

Background
A deeper and more nuanced understanding about legal aid needs is key to well-thought out legal aid policy and effective service delivery mechanisms.8 Research carried out over the past decade has made a substantial contribution to our empirical knowledge and increased understanding about legal aid needs. This part contains a summary of these findings.

There are three major approaches to measuring and understanding legal aid needs: (1) from the perspective of the individual requiring assistance, that is “demand”; (2) from the perspective of the provision of legal services, the “supply”; and (3) extraneous factors that affect legal aid needs and the availability of services.

The central mechanism for measuring civil legal needs is surveys of large numbers of individuals concerning their experience of problems that have a potential legal solution. These surveys provide us with important insight into the prevalence of legal problems and dispute resolving behavior.

While the focus continues to be on civil matters, research has also been conducted into unmet criminal legal needs focusing on the actual experience of unrepresented and under-represented accused persons within the criminal justice system.
Another major avenue of research is the analysis of the impact of legal aid services and the lack thereof. 

A wide variety of both qualitative and quantitative methods have been employed, ranging
from interviews with both clients and justice system personnel (e.g. lawyers, community advocates, judges, administrators) to counting the number of clients who are refused legal aid due to budgetary restraints.

 One novel approach in this regard are “mapping” projects that identify and map out the availability of legal services in a geographic region as one way to identify gaps in service provision.

The environmental factors that affect legal aid needs and whether or not they are met. However, there is growing recognition that this is an important part of the legal aid landscape. Preliminary work has been carried out in identifying these factors and developing methodologies to examine their impact on legal aid needs. 
One specific focus has been on measuring the costs of unresolved legal problems and empirical measures to quantify legal aid funding requirements.

OBJECTIVES OF THE LEGAL AID PROGRAMME
1. To improve access to justice for vulnerable persons 
1. Advocate for the rights of women in the justice sphere and campaign for the elimination of all forms of legal and traditionally sanctioned discrimination against women 
1. Promote legal education and raise awareness among key justice stakeholders and civil society on issues affecting women’s access to justice and right to equality;
1. Undertake to build the capacity of female lawyers in Somaliland, encourage the recruitment of women as lega; professionals, and the appointment of women into the Somaliland judiciary;
1. Provide a referral service for women requiring legal assistance;
1. Assist the sexual Assault Referral Center (Baahikoob) to provide support to victims of SGBV and arrange for free legal advice and representation for SGBV survivors where required.
1. To provide free legal representation to those who are economically deprived including; women, children, older persons, minorities and internally displaced persons in both civil and criminal cases.
1. To provide free legal advice to the community and to disseminate legal information relating to the domestic laws and international human rights.
1. To assist refugees, IDPs, and marginalized groups in seeking legal redress through the court system especially in cases of serious crimes such as gender-based violence, including rape, sexual harassment, and other similar cases. 
1. To strengthen the rule of law and create awareness of the legal systems and provide a forum for dialogue regarding the respect of Human Rights and equal value of all people in Somalia.
1. Enhancing access to justice through provision of legal aid to disadvantaged groups such as women, children, minority, IDPs & Camps and any other vulnerable 
1. Empowering female legal professionals through capacity building schemes
1. Provide capacity building training to employees in project cycle management and implementation skills and understanding and skills to effect “Legal Empowerment” of target clients
1. 
KEY ACTIVITIES OF THE LEGAL AID LAWYERS AND SWLA Association 
In performance of all duties set out below, legal aid lawyers must give priority to vulnerable individuals such as IDPs, women, juvenile offenders and the elderly. 
Assisting clients with identifying their legal calims, advising as to their legal rights and obligations; and offereing assistance with problem resolution through existing traditional forms of dispute resolution and by way of the Somaliland judicial system;

Preparing for trial including drafting legal documents; gathering evidence, conducting legal research; and interviewing clients and witnesses;

Representing clients at court;

Supervising and coordinating the activities of paralegals which include establishing weekly work plans; monitoring their overall performance and providing constructive feedback.

· REMAND PRISONERS: legal aid partners must visit designated local prisons (Hargaisa prisons, Gabiley, and Mandhera as agreed with UNDP to identify remand prisoners, provide legal advice and undertake cases. In particular the female lawyers will:
a) Screen the remand caseload to make sure that people are remanded lawfully, their cases are being expedited and they are held appropriately as per the Criminal Procedure Code and pertinent human rights instruments;
b) Conduct a periodic census to determine who is in prison and why;
c) Provide legal education to prisoners so as to allow them to understand the law, process and apply this learning in their own cases;
d) Give priority to vulnerable individuals such as IDPs, women, juvenile offenders and the elderly;
e)  equire the prison staff to cooperate with service providers and advertise these services and how to access them in each prison.   
f) Provide free legal assistance and representation for individuals on remand status and in pre-trial detention.
g) Strengthen relationships between key institutions such as the police, custodial corps and prison services to ensure the fair treatment of all detainees and improvement of prison conditions.
h) Monitor prisoner needs and concerns in line with international law and produce reports with recommendations and follow up on recommendations.
· IDP CAMPS: Visit IDP camps and refugee settlements as agreed with UNDP to identify legal needs of the community and provide legal advice and undertake cases.

· MOBILE COURTS: Legal aid female lawyers involved with the Mobile Courts must: 
a) Travel to the regions with members of the judiciary and prosecutors, providing legal assistance as required; 
b) Provide input and feedback to the quarterly work plan developed for the Mobile Courts by the Somaliland judiciary.
c) Failure to do so and to report on this will lead to suspension of the agreement
d) Other duties as required.

· Raise awareness among key criminal justice stakeholders and civil society on legal aid, access to justice and the center’s legal services.
· Raise legal awareness and contribute to settle disputes through mediation and arbitration at IDPs camps and community level.
· Establish strong working relationship with Elders in the region. 
· All legal aid partners must co ordinate and attend monthly meeting with all legal aid partners in the region to co ordinate legal aid service with all legal aid partners in the local area.
· Facilitate workshops, meetings and trainings to disseminate the Law of the Land and International Conventions of Human rights 
· Raising awareness in the community about issues related to legal aid, human rights and the law.
· Analyze the effects of the law on disadvantaged and marginalized people and advocating appropriate changes to public policy and legislation. 
· Deliver quality of Association in legal education in order to provide female law students with an opportunity to learn the practical, substantive and ethical considerations to practicing law 
· Attend monthly legal aid partners meetings to co ordinate visits to police stations, IDP camps and prisons among legal aid partners in the region; develop policies and exchange information and case law.
· Comply with reporting systems and submit monthly reports and narrative.
CODE OF CONDUCT FOR LEGAL AID LAWYERS and SWLA 
[bookmark: introduction] The Code of Conduct contains the principles and rules of professional conduct for legal aid lawyers.  It delineates the standards of professionalism expected. The Code is in addition to any other conduct standards that Members may be subject to: e.g. duty to the court, contractual or statutory obligations such as fiduciary duty. 
Compliance with the Code is an essential element of the legal aid service provided by the local partners and a requirement of UNDP-ROLS.
 (legal aid lawyers, paralegals, interns, and support staff) shall;
I. Carry out all activities with due diligence and efficiency.
II. Provide free legal assistance to all persons approaching the Center who meet the Legal Aid criteria.
III. Not request additional payment for legal services from any client.
IV. Maintain client confidentiality and will not share the details of any case with any person or organization without the prior consent of the client.
V. Undertake their role in accordance with the ethics and code of conduct of the profession.
VI. Maintain clear, accurate and complete records of all cases and clients assisted. These records will be stored securely and kept confidential. 
VII. respect all the applicable laws and regulations
VIII. Have an understanding of the goals and objectives of legal aid centers and a commitment to the advancement of social justice and human rights. 
IX. Required to stay in touch and to advise the UNDP ROLS team of any relevant matters arising in relation to the running of the Centers, and to pass on any comments or complaints received from clients, so that these may be duly followed up. 
X. Value ideas and suggestions from volunteers in developing and improving the service.  
XI. Comply with case intake and case management system.
XII. Be non-judgemental, patient and courteous towards all clients of the service and at the same time be non-directive and present clients with the options available without making a decision for them. The Centers lawyers and paralegals must have an understanding of and willingness to empathise with clients with comprehension, communication or literacy problems and mental health or substance abuse issues.  
XIII. Maintain the usual high standards of confidentiality which pertain to legal professional practice apply when giving advice at legal aid centers. 
XIV.        If a Centers lawyer /paralegal perceives a possible personal conflict of interest between themselves and the client, this should be fully disclosed to the client. 
       Not provide advice to more than one of the parties engaged in a particular dispute. The member must explain to the client that a conflict of interest exists, and they may consult another legal aid female lawyer, even if it means returning to the service on a subsequent occasion.  
XV. A Female Lawyer should assist in maintaining the integrity and competence of the legal profession. 
XVI.  A Female lawyer should maintain high standard of professional conduct and should encourage fellow lawyers to do likewise.
XVII.  A Female lawyer should be testified to have good moral conduct before commenced her profession.
XVIII. A Female lawyer should assist the legal profession in fulfilling its duty to make the legal counsel available.
XIX. The Female lawyer should encourage and participate in educational public relations programs.
XX. A Female lawyer should assist in preventing the unauthorized practice of law.
XXI. Non-qualified Female lawyers should undertake and exercise to handle legal matters as to integrity or legal competence by the same rules that govern the conduct of the lawyer.
XXII. A Female lawyer should preserve the confidences and secret of a client. The obligation to protect confidences and secrets obviously does not preclude a lawyer from revealing information when his/her client consents after full disclosure. Unless the client otherwise directs; it is improper for a lawyer to give limited information from his/her files to third party.
XXIII.  A Female lawyer should not use information acquired in the course of the representation of client to the disadvantage of the client and lawyer should not use except with the consent of his/her client after full disclosure. The obligation of the lawyer to preserve the confidences and secrets of his/her client continues the termination of his/her employment. 
XXIV. A lawyer should exercise independent professional judgment on the behalf of client. 
XXV. The self-interest of a lawyer resulting from his/her ownership of property in which his/her client also has an interest or which may affect property of his/her client may interfere with the exercise of free judgment on the behalf of his/her client. A female lawyer consciously influences a client to name him/her as executor, trustee or lawyer in an instrument.
XXVI.  A female lawyer should represent a client competently. Having undertaken representation, lawyer should use proper care to safeguard the interest of his/her professional endeavors.
XXVII. A female lawyer should not seek, by contrast or other means limit his/her individual liability to her client for her malpractice. 
XXVIII. A female lawyer should represent a client zealously within the bounds of law.
XXIX.  The duty of the lawyer, both to his/her client and to legal profession. It is to represent his/her client zealously within the bounds of law.
XXX. Where the bounds are uncertain; the action of a lawyer may depend upon whether he/she serving as and advocate or advisor. 
XXXI. A lawyer should assist in improving the legal system.
XXXII. The fair administration of justice requires the availability of competent professional lawyer.
XXXIII.  A lawyer should not involve in fraudulent, deceptive or illegal conduct to participate in the proceeding before the courts of law. 
XXXIV. A lawyer should avoid the appearance of professional impropriety.
XXXV.       Every lawyer owes a solemn and duty to uphold the integrity and honor of his/her profession in order to encourage respect for the law and for the courts and the judges thereof.    
XXXVI.       Every lawyer should be aware of potential test case in line with strategic litigation programme developed by the legal aid partners in that region.
XXXVII.        Stay up to date on the other legal and social services available to our clients. 
Case Intake and Management Process
Legal Aid Criteria

Any individual who seeks a legal remedy and subject to means test is entitled to legal aid provision. When interviewing a person seeking legal assistance, the aid lawyer/paralegal should first enquire as that person’s means to seek if he/she is eligible for legal aid as per the means test eligibility form. During the interview if the potential client is known to belong to IDPs, minority, refugees, women and children, economically deprived person, the lawyer fills a written form from the potential client and if the agrees the representation of him, the lawyer opens the file and commences  the proper procedure to defend the client and contact all the component authorities 

They also enquire if the client has sought legal advice or assistance from another lawyer/legal aid center. Legal aid centers are not in position to offer second opinions and do not engage in such activity.

Legal aid lawyers should ensure that lawyers only take on cases of those persons who are economically deprived and that income eligibility and client intake forms are completed for every case taken on by a lawyer.  

Financial Indigence:
Annual income is based upon a projection of a person’s actual income during the month of the initial interview. Potential clients who do not meet the income guidelines are not automatically ineligible. A flexible policy should be adopted where possible bearing in mind that some clients may have a genuine need for clinic services. In such cases, the following factors should be considered on a case- by- case basis to determine if a hard ship case exists:
1. Fixed debates and obligations
2. Expenses.
3. Assets/resource 
4. Childcare, transportation and other employment-related expenses
5. Current income prospects
6. Actual unavailability of other counsel, despite the theoretical ability to afford other legal counsel.
7. The consequences for the individual if clinic assistance denied.
8. Estimated cost of legal service.


Maintenance of case file

Why are case files important?

1. Case files essential for purpose of oversight. The Director of the legal aid center/ clinic needs a proper case management system to be in place in order to supervise or for lawyers to supervise their staff/paralegals.
2. Case file are also important to validate that they have infect represented the clients who they claim.
3. As per MCGs with UNDP, legal aid centers and clinical are obligation to report monthly to UNDP therefore case file are important for monthly reporting.
4. Case file ensure donors are keep up to date with the legal clinic activities.
5. Ready refence to file documents is invaluable to staff who are working under time pressure. Case files enable a staff member reviewing a file for the first time/after a period away from the file to follow developments in the case or if the case is being handed over/transferred to other colleague. Files are important as frequently more than one lawyer may have conduct of a file to follow, if other lawyer picks up the file: you need to bring out the fact that the case file should demonstrate a clear narrative on action taken an decisions made throughout the life of the case: so as to attendance notes, correspondence, official documents such as arrest warrants, court decisions etc.  
6. Case file are a useful reference point if another case shows a similar legal issue one can look up the previous and see what action/strategy was taken 
7. Consistencies in the case file management process assistance all involved in providing client service to work together from one file.
8. Consistency helps prevent overlooking or misplacing important documents consistency helps guard against the disorganization and sloppiness and promotes a positive professional. The legal clinical    will undertake to conduct periodic reviews of the case management systems with the clinic. Specially he will seek to ensure that each director is maintaining a comprehensive case management system detailing all activities cases as well as ensuring that “dead” files are stored and kept for a minimum of2years after the cases have been concluded (subject to any legal requirements specifying files should be kept for longer periods).


How to Maintain Accurate Case Files?

The SWLA legal Aid shall ensure the accurate maintenance of all cases files through:
· Maintain an office diary in the legal aid office to record all legal aid lawyers and paralegals location and appointments. This is the individual responsibility of every lawyer/ paralegals. Spot checks will be conducted in 2010 to see that a diary is maintained:
· Recording any new appointments promptly:
· Maintaining central database for entering all case information received from the lawyers and paralegals coordinators:
· Each lawyer will maintain their own case database which will be submitted to the administrator for inclusion in the central database each month:
· In the case of paralegals, they should maintain an accurate and complete paralegal case database which will be managed by the paralegals coordinators and submitted to the administrator each month:
· The Administrator shall maintain a prison and police station visit schedule for recording the date of prison visit undertaken in each location, actions taken by the lawyers during each visit, the number and types of cases accepted by the lawyers on each visit, this also applies to outreach visits, visits to IDP camps etc.

· Undertaking legal cases and providing legal assistance and representation, 
· Assigning cases to specific units;
· Monitoring case loads and ensuring each lawyer takes on a minimum prescribed number of case per month.
· Overall technical and administrative supervisor of case;
· Organize bi-weekly case conferences where directors discuss cases at hand:
· Maintaining and developing the case register database in English , the database will include, but is not limited to the, details of the case , court, type of cases, action taken and outcome;
· Ensuring that the lawyers external to the SWLA comply with the internal case file management and reporting requirements.
· Ensuring clinical instructs of the units submit monthly case reports, reviewing these reports and submitting them to the partiners ;
· Supervising updates of the hand book as require;
· Submitting a monthly report in English to the partiners on the legal caseload and legal operation
· 
	Data Case Opened
	This is the date that the lawyer accepted the client and opened the case file. this is important for reporting the number of cases received each month

	Client name 
	Full name to be provided Enquire if client has engaged any other legal service 

	Client age
	

	Eligibility
	The eligibility criteria under which this case is accepted
· IDP
· Minority
· Women
· Juvenile
· Disabilities 
· Economically deprived


	Client status
	Is the client on remand/ bail/convicted/free

	Court status
	At what court level is the case currently at/eg.; first instance , appeal , constitutional

	Offence and Relevant Legislation 
	Clearly state the offence , the name of the applicable legislation and the relevant article e,g; theft, penal Cade, article 480;Rape,panelcode Art 398

	Case summery
	The summery must include all the following information:
· When did the event happen 
· Where did it happen 
· Who was involved 
· What happened and why
· What was the outcome
· How did the case come to the lawyer

	Action taken by the lawyer



	Information must include :
Data action was taken 
What action was taken what was the result of the action 
What further action is required , if any 

	Case outcome
	Must state, 1) what was the result:
· Conviction
· Acquittal
· Case settled out of court
· Fine
2)and what were the terms of the outcome  e,g 
· Length of prison sentence and amount of compensation required to be paid 
· What were the terms of the out court settlement 
· What were the terms of the suspended sentence etc.

	Legal Argument
	Note any legal arguments of interest that were used by the lawyer and were successful in the court





Legal aid offices

In some jurisdictions, staffed legal aid offices have been part of legal aid service delivery since the beginning. 

Other jurisdictions have chosen to give legal aid certificates to clients who can then ask a private practice lawyer to take on the work at the legal aid rate. Some jurisdictions offer a combination of both systems.

That the conclusion is a function of the tariff paid to private bar lawyers, the cost of staff, and the productivity of staff and that these factors all vary over time

Staff Offices
Representation of accused that have a legal aid certificate; representation for accused who do meet the financial eligibility requirements for legal aid, but do not meet the “loss of liberty” threshold for coverage, and “may face significant consequences such as loss of livelihood, loss of government benefits, loss of access to education, etc.”; and representation for accused who do not meet the “loss of liberty” threshold for coverage, but do meet the financial eligibility requirements for legal aid, and “have a viable defense on a tribal issue, or where the case presents an issue that is in the public interest to litigate.”

The CLOs provided valuable service for a significant previously unmet need for legal Services and was effective in providing legal and enhanced legal-support services particularly to persons with special needs including Aboriginal accused and accused with mental health issues;
The CLOs should be provided with the mandate and resources to deal with systemic law reform issues and carry out an community outreach and education program;
The CLOs have demonstrated that it would be extremely difficult under the existing tariff for a public or private office dedicated solely to providing the above four types of services to this clientele to be able to “break even” (i.e., “to earn” enough tariff fees to cover costs) supporting the contention that the tariff rate is not high enough to cover normal overheads;

The role of paralegals and other legal aid personnel

The expansion of the team of legal aid personnel to include more non-lawyers is another innovation.
 Legal information outreach workers, family resource facilitators, and counselors do not replace lawyers but can assist clients by taking time to discuss information with them and helping them to access other services

Developing and Supporting Legal Aid Lawyers

The recruitment and retention of legal aid lawyers is a key issue facing legal aid organizations in most jurisdictions. While the focus is often on the need to renew the public-private partnership to ensure the availability of lawyers for the judiciary component of service delivery, staff lawyers also have serious concerns that must be addressed.

Access to Justice Communities

One of the most effective ways to develop, expand, and institutionalize comprehensive, integrated state systems for the delivery of civil legal aid is through the establishment of access to justice communities. This is one of the most far-reaching changes affecting the civil legal aid system.

The evolving effort to create comprehensive, integrated state-wide delivery systems has resulted in the creation of state justice communities in most states. These “communities” include the federally funded Legal Services Corporation and non-Legal Services Corporation providers, pro bono programs and initiatives, other service providers (including social service providers), pro se initiatives, law school clinics, and key elements of the private bar and the state judicial system.

 The main goals of these state justice communities are to: (1) create a single point of entry for all low income clients; (2) integrate all institutional and individual providers and partners; (3) allocate resources among providers to ensure that representation can occur in all forums for all low-income persons; and (4) provide access to a range of services for all eligible clients—no matter where they live, the language they speak, or the ethnic or cultural groups of which they are members.

These Accesses to Justice Commissions have focused on the following activities:
Increasing public awareness of the civil legal needs of low-income people and the importance of civil legal assistance—through legal needs studies and other reports, hearings, evaluation reports, and public awareness campaigns; Expanding efforts to educate federal legislators about the need for increased LSC funding and state policymakers about the need to augment state-level funding— through state appropriations, filing-fee surcharges, voluntary or mandatory bardues contributions, improvements in IOLTA (Interest on Lawyers Trust Accounts), and other means;
Increasing pro bono participation among private attorneys—through pro bono initiatives such as mandatory reporting, rule changes, pro bono attorney recruitment campaigns, Web sites, conferences, and state-wide data collection;
Creating and expanding loan-repayment assistance programs for young attorneys with substantial student-loan debt, which serves as a barrier to taking relatively low-paying jobs in civil legal aid organizations;

Assisting efforts to bring together the bar, the courts, legal aid providers, and others to make the courts more accessible and user friendly and to address the challenges posed by the self-represented—through comprehensive plans, reports and evaluations, training and education, simplification of rules and forms, courthouse support, Web- and technology-based tools, and other activities; and developing new programs and state-wide collaborations to ensure effective coordination among providers; to implement innovative technology-based systems; and to ensure systemic advocacy and services to special populations, such as immigrants and prisoners.

Trends Affecting Legal Aid Need

There are other trends that affect legal aid needs, but no real progress has been made to systematically track and measure these trends. Some of the broad categories that require further consideration include:

Changes in client needs, particularly as social programs evolve, legal entitlements are modified or eliminated; Demographic changes in the client population – for example, the larger number of working poor, more clients with limited proficiency in English, and so on;90
Additional barriers to the courts, including “gate keeping doctrines”;91 The erosion of other protections and procedures which can magnify the need for legal aid;92
B.C.’s LSS has identified the recent downturn in the economy as increasing the need for legal aid;93 and Changes to the justice system including legislative and policy changes, government initiated projects and court decisions, have a significant impact on the demand for legal aid.

MAINTAINANCE OF CASE FILES
Why are case files important?

I. Case Files essential for purposes of oversight and supervision. The coordinator of the legal aid centre/SWLA needs a proper case management system to be in place in order to supervise or for lawyers to supervise their staff/paralegals. 
II. Case files are also important to validate that they have in fact represented the clients who they claim.
III. As per MCGs with UNDP, legal aid centers and SWLA are obliged to report monthly to UNDP therefore Case files are important for monthly reporting. 
IV. Case files ensure donors are keep up to date with the legal clinics activities. 
V. Ready reference to file documents is invaluable to staff who are working under time pressure. Case files enable a staff member reviewing a file for the first time/after a period away from the file to follow developments in the case or if the case is being handed over/transferred to another colleague. Files are important as frequently more than one lawyer may have conduct of a file,  if another lawyer picks up a file: you need to bring out the fact that the case file should demonstrate a clear narrative on action taken and decisions made throughout the life of the case: so attendance notes, correspondence, official documents such as arrest warrants, court decisions etc
VI. Cases file are a useful reference point if another case shows a similar legal issue- one can look up the previous and see what action/strategy was taken
VII. Consistency in the case file management process assists all involved in providing client service to work together from one file.

HOW TO MAINTAIN ACCURATE CASE FILES?
The SWLA shall ensure the accurate maintenance of all cases files through:
· Maintaining an office diary in the legal aid office/clinic to record all legal aid lawyers and paralegals location and appointments. This is the individual responsibility of every lawyer/paralegal. Spot checks will be conducted in 2010 to see that a diary is maintained;
· Recording any new appointments promptly;
· Developing a central database for entering all case information received from the lawyers and paralegal coordinators; 
· Each lawyer will maintain their own case databases which will be submitted to the Administrator for inclusion in the central database each month;
· In the case of paralegals, they should maintain an accurate and complete paralegal case database which will be managed by the paralegal coordinators and submitted to the Administrator each month;
· The Administrator shall maintain a prison and police station visit schedule for recording the date of prison visits undertaken in each location, actions taken by the lawyers during each visit, the number and types of cases accepted by the lawyer on each visit. This also applies to outreach visits, visits to IDP camps etc.

a. Undertaking legal cases and providing legal assistance and representation;
b. Assigning cases to specific Units; 
c. Monitoring case loads and ensuring each lawyer takes on a minimum prescribed number of cases per month;
d. Overall technical and administrative supervision of cases; 
e. Organizing weekly case meeting where coordinator discuss cases at hand;
f. Maintaining and developing the case register database in English. The database will include, but is not limited to, the details of the cases, court, type of cases, action taken and outcome;
g. Ensuring senior lawyer Instructor to submit monthly case reports, reviewing these reports and submitting them to UNDP;
h. Supervising updates of the Handbook as required;
i. Submitting a monthly report in English to UNDP on the SWLA caseload and legal operations.
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