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Preface

Recent studies which indicate that 70% of New Yorkers cannot afford the cost of retaining a private attorney speak to the tragic crisis in civil justice for most New Yorkers.  Data from national studies reveal that there is only one legal aid lawyer available for nearly every 7,000 low-income clients, as opposed to one lawyer available for every 525 people in the general population.  

The cost of most legal services means that fewer working-class and middle-class Americans are able to claim their rights or use the courts to help undo wrongs. Ironically, at a time when our country is spending billions of dollars to implement an American style of democracy in other parts of the world, our civil justice system continues to crumble as a vast majority of Americans lack any access to the courts or to civil justice.

In its ongoing effort to expand legal access for the millions of New Yorkers shut out of the civil justice system, the Community Legal Resource Network (CLRN) at CUNY School of Law, a nationally recognized network of lawyers collaborating in their effort to increase access to justice, is proud to announce the launching of its Incubator for Justice program modeled after successful incubator projects created for small business owners and micro entrepreneurs.   While incubators for small business development can be found all over the United States, CLRN’s Incubator for Justice is a first.  Making it even more unique is the fact that each individual chosen to participate in the incubator is committed to using his or her law practices to increase access to justice by providing a wide spectrum of affordable legal services to underserved communities located throughout New York City and the greater metropolitan area.   

Traditionally, most law graduates launch their careers by joining law firms, corporations, and governmental or legal services organizations.  Once hired, they are provided with immediate access to professional training and support, and are assigned a mentor to help them with almost every aspect of their professional development. Yet for most lawyers venturing into solo or small firm practice, there is little professional support available and the development of skills needed to run a small business can be daunting.  

For almost eleven years, CLRN has been in the forefront of innovative programming designed to support lawyers as they transition into their own community-based practices.  Knowing only too well that quality training enables less-experienced lawyers to serve their clients more effectively, CLRN has designed programs that enhance the professional skills of its members and enable them to attain the business skills they need to create financially solvent and professionally satisfying practices.   In many ways, CLRN has evolved as a “virtual” law firm for its members who rely on its web-based listserv for electronic messaging, email for information sharing and cell phones for instant communication.

The Incubator for Justice – CLRN’s quintessential tool for assisting lawyers in transition – now provides a space that you and others colleagues can call “home” for the next 18 months.   Like new associates in large firms, you will have direct access to high-quality training, have access to colleagues who can mentor you on your path to success, have an in-house lawyer with over twenty year experience onsite each day, and have ongoing access to CLRN’s network of several hundred attorneys. After your 18 month stint, you will be able to use your professional skills acquired in the Incubator and will have the CLRN network of attorneys available to lend you a helping hand.  With such tools at your disposal, you will be sure to have the skills needed to provide high quality, affordable legal services to the countless number of New Yorkers with unmet legal needs.  Your presence in underserved communities will substantially increase access to justice while also helping to create jobs for yourself and others who may be employed by you.  
Welcome to the Incubator for Justice (“Incubator”)

The administration of CLRN looks forward to working with you and your growing business. We are here to assist you in any way we can. This guide has been created for your use.
Please review this guide since participants are required to be familiar with its content and adhere to its procedures.  This guide will be updated from time to time and you will receive any changes.

We ask that you always keep in mind the shared “community” nature of this facility. Unique to this venture is the fact that the Incubator is located in the law offices of Gentile & Associates (“the Firm”).  The Firm has enjoyed a tradition as a comfortable, considerate and pleasant place to work.  Both CLRN and the Firm are pleased you will be onsite to add to that spirit.
Each person in the Incubator is a sole proprietor, unless and until any other business entity is defined.

You have been selected for this project because you have demonstrated the plans, skills and temperament to grow a viable community-based law office.  As such, your commitment to participate in and contribute to the Incubator process and all it has to offer is required.  Your active and holistic participation in the multiple aspects of this program will enhance your own experience and success and that of the other and future Incubator participants.  While the Incubator has much to offer to you, its success ultimately depends on what all members contribute to it, in their efforts to make it a success.
The Goal

Our common goal is to provide you with the following:

· Resources to help you begin your new practice

· Access to training to further develop your professional skills

· Develop business knowledge and needed to create and sustain economically-viable practices

· Time to grow your practice into a viable business entity so that in 18 months, a time that passes quickly, you are ready to move a healthy law practice to your own space and flourish on your own.

  EMERGENCY PHONE NUMBER

CLRN and GENTILE & ASSOCIATES STAFF:

Fred Rooney, Director of CLRN

Cell:  484-554-4492
Office:  718-340-4451

Email address:  rooney@mail.law.cuny.edu
David Gentile, Gentile & Associates Office Administrator

Cell:  917-453-4813
Office:  212-689-6009

Email address:  dave@gentile.com

Police Department

911

Please contact David Gentile in the event of an after-hours emergency that does not require the assistance of the local police.
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GETTING STARTED

It is our goal to make your transition and daily operations at the Incubator as smooth as possible.   In furtherance of this goal, we have devised a set of house rules and regulation for each Incubator participant to follow.  They are as follows:

WORKPLACE AND OFFICE SPACE PROCEDURES
Responsibility:  Although Incubator participants and the Firm maintain separate and independent law offices, we all share a collective responsibility for our common space.  As such, if you see that something needs to be done in the common areas- whether it is watering a plant, picking up some debris, or returning a book, please do it.  An should you have any questions, please don’t hesitate to ask.  Both CLRN and the Firm welcome your comments and suggestions.

Confidentiality:   This is a law office, and as such, all rules of confidentiality apply.  If you should inadvertently learn of confidential material, be sure not to repeat that information anywhere at any time.
Sound and Vibes: This office space is open and sound travels. Avoid loud conversation that may have a negative impact on those around you.  While the Firm has gone to great length to make each office as soundproof as possible, loud sounds carry and can be distracting.  The common rule is to be considerate of others just as you would want them to be of you.  
Office Front Door: The office front door must remain locked and closed at all times. If you are expecting someone, meet them at the door after they have been buzzed into the building; be sure you know how to lock the front door. There are several different positions for the lock mechanism. Immediately report any lost keys to Holly.  A fee of $50 will be assessed for replacement of lost keys.
On the weekend or evenings, when you come into the office, check to see who else is in the office and say hello to whomever else is here. Not only is that polite, but announcing your presence will ensure that others in the office are not startled by your unanticipated arrival.
Intercom: Please answer the intercom if you are nearby, politely and professionally. For security and convenience be sure of whom you are admitting - ask for the name of the person asking to be let into the office and who s/he is coming to see. BEFORE you buzz the person in, confirm that the person who the visitor is intending to see is, in fact, expecting a visitor. If no one is expecting that person, and you cannot determine that the person has any business in this office, DO NOT LET THAT PERSON INTO THE BUILDING. If it turns out that the person has business with another office in the building, the visitor must buzz that office and must be buzzed in by that office.  Even if it’s Federal Express or a similar delivery company, please ask who the delivery is for since delivery are oftentimes intended for another business on another floor.  
Proper intercom use is very important for security reasons.  We keep the front door of the office locked, so after buzzing the person in, please greet the person at the door if they are visiting you, or offer to do so if the visitor is for someone else. DO NOT OPEN THE DOOR AND LEAVE IT UNATTENDED.

If you are expecting a visitor, let Holly and Aja know when and who you are expecting to ease the process of letting the visitor in.

Privacy: Do not repeat information you may hear about others who are sharing space in this office. Each of us (including you) is entitled to and requires privacy. It may seem interesting, amusing, or otherwise satisfying to share stories about others in the office, but it is a serious breach of professionalism. Additionally, if there is a problem with a coworker, please deal directly with that person.  If that does not resolve the issue, contact Fred Rooney.  To air the concern in any other forum is disparaging, embarrassing, unprofessional, and possibly even defamatory.

Office Dress: During the week, we maintain a minimum of business casual in the common areas of the office. Everyone should look like they are at work.  No jeans, no flip flops, no exposed body parts, Client impressions are based, inter alia, on the overall appearance of the space and the professional appearance of all the people encountered in the space.

Other People’s Time: Be aware of and considerate of other people’s time. It may be a slow day for you, but not for your colleagues, so do not assume that they have time for an extended discussions.  You may want to check with the person to see if they have some free time to chat.

Be particularly sensitive of the time of other attorneys’ support staff since they may feel like it is impolite to cut you off but may be busy and need to complete their work. In any event — please be considerate and do not monopolize their time — they are on the clock and being paid by your colleagues. If you want to have an extended conversation — ask them to take a lunch break together or meet outside the office,

Conference Rooms: Reserve either conference room with Holly. If your plans change, please let Holly know as soon as possible. Time is allotted on a basis of “First Come, First Served.”  
You should exercise the same considerations regarding sound in the conference rooms as in your office. No unreasonable noise. After you use a conference room, check to make sure it is clean and tidy. For the big conference room, do a quick wipe down of the glass table to remove fingerprints. There are glass cleaner wipes under the sink.

You should not allow your clients to “pop-in”.  Doing so interrupts the flow of your work day, may interfere with time you’ve set aside to meet with other clients and may conflict with other people’s use of common areas.  You should make your clients aware that you respect their time and will make an appointment to set aside time just for them and similarly they should respect your time.  They would not appreciate you cutting short their appointment or delaying work on their case to attend to another client who has decided to “pop-in”.

Your Office: Please restrict yourself to “quiet enjoyment” of your office. Sights, sounds and smells should not come out to bother others.  You are responsible for keeping your own office clean and for taking out your own trash. (See below for trash disposal.) Items which belong to you must be stored within your office.
Kitchen: Please be neat, considerate and reasonable.  Label anything you intend to keep in the fridge and dispose of anything that has passed its useful life. If it is not labeled, it may be thrown out.   Do not take what isn’t yours.  Bottled water is for drinking only. If you need water for some other purpose, use tap water or provide your own.

You must provide your own cups, plates and utensils if you need them.  Do not use kitchen equipment that does not belong to you and be sure to clean and replace any equipment you do use.  

After using the microwave, sink and all surfaces be sure they are clean.  If you carry food or beverage between the kitchen to your office, be sure you can do so without spilling anything.  There is no one paid to clean-up after you and keeping the kitchen tidy is a task we all share.
Restrooms: Please leave the restroom as clean as or cleaner than you found it. Because the door opens by key, you might want to knock before opening the door. Do not leave the office front door unlocked while you use the restroom. Kindly check to see if the toilet seat is lowered before exiting the restroom.  
Trash: Participants are required to maintain a neat workspace. Your individual trash can be emptied into a larger bag in the AC room (for which Holly has labels). If the big bag is full and it is the end of the day, please put a label on it and take it to the curb. If you have a lot of trash or boxes, get trash labels from Holly and take it to the curb at the end of the day. Trash cannot go to the curb before 5 pm. It is not the job of the Firm to dispose of your trash.  We expect collaborative responsibility for trash removal and for the overall neatness of common space.  There is no one hired to empty the trash, it is a responsibility we are share collectively.

You may also put a sticker on your own office trash bag and drop it at the curb at the end of the day.
Do not leave food products of any kind in the trash — not in the trash in your office and not in the trash in the AC room. Please be sure that food does not remain in the office at night. Take it out with you if it is trash, or put it in the fridge if you are keeping it. If we are scrupulous about this the office will remain bug-free.
You must take all your own boxes of any kind to the curb at the end of the day.  You can put a sticker on the boxes without putting them in a trash bag.  This includes pizza boxes, delivery boxes and any other kind of box.
Air Conditioning: We keep the office at a comfortable temperature. If you tend to be more sensitive to temperature than others, you may want to keep a jacket or sweater available.  If it’s too cold or too warm in your own office space let us know and we can try to “balance” the air. Be sure you know where the air conditioning controls are located and how they work so you can turn on the air conditioning if needed and so you can turn off the air conditioning when it is not needed. Whenever you are the last to leave the office, always be sure to turn off the air conditioning.

Lights: Generally most of the lights in the office will be on, but we prefer to turn off the kitchen and conference room lights when not in use. When you are the last person to leave the office, please check that all lights in all rooms are off

Spills: Please take care of your own spills immediately and report all spills to the office staff so that we can attend to them quickly and keep the carpet looking new.
Treatment of Others:  Some days are tense for you, or you received disappointing news, or you are treated poorly by a client or advisory.  Do not pass on the bad vibes to others.  Be very sensitive to how your treat staff members, including the staff of the Firm.  We are entitled to careful and considerate politeness no matter what stresses and distresses you are experiencing.

Questions: Any questions, concerns, complaints and requests should generally be directed to David. In his absence, talk to Aja or Holly and ask them to give David a message,
License/Initial Payment:  Unless otherwise directed, you are required to sign this license agreement and submit your first month’s license fee prior to or on the day you move in.
SERVICES

Copier/Fax/Scanner:  A plain paper copier/fax/scanner machine is available for your use. The telephone number for incoming faxes is 212-213-3152.  You should create your own fax cover sheet.  Incoming faxes must be collected in a timely fashion. Failure to pick up a fax or copies sent to the printer can result in the suspension of one’s right to use the copier.  Neither CLRN nor the Firm is responsible for the timely delivery of your faxes.  Be aware that the fax machine is in a public location; you should not use it for confidential communications.   Copies can be made.  A determination of cost will be made at a future date.  Until such time, we would ask that you limit your copying.  If you need to make substantial copies, you should visit a nearby copy center.
Cost: At this time there is no charge for use of the fax machine.  However, you will need a long distance calling card to send faxes out of the NYC area.

Internet Access

Participants will be entitled to use CLRN’s DSL line for internet access.  Please keep in mind that internet access is for professional use only and not for downloading anything that is not related to your law practice.  A violation of this policy will result in the suspension of one’s right to free DSL service

Utilities

Heat, water, gas, electricity and air conditioning are included in your license fee. 
FACILITIES

Emergency Exits

You must familiarize yourself with the emergency exits located throughout the building.  In the event of a fire, you should use the staircase as an emergency exit and refrain from using the elevator.

Extended Absence

If you anticipate being away from the Incubator for an extended period of time for any reason, please advise Fred Rooney and David Gentile so that we can make arrangements to have your mail and shipments put in your office and so we know how to contact you in case of emergency.

First Aid Treatment

Should you require minor first aid treatment, there is a first aid kit in Fred’s office.  

If serious medial attention is warranted, please call 911.
Telephones

Each participant is responsible for securing his/her own telephone service.  If you are having problems with your telephone, please notify David Gentile first and then your telephone carrier.  

GENERAL POLICIES

Billing

License fees are due on the first of the month. A fifty dollar ($50.00) late fee will be assessed if rent is not paid by the tenth day of each month. Other charges are due within thirty days of your receipt of an invoice.  All fees and charges must be made by check or money order payable to “CLRN” and sent to Fred Rooney, CUNY School of Law, 65-21 Main Street, Flushing, NY 11367.  Following receipt of a check with insufficient funds to cover payment, we will require all future payments to be made by cashier’s check or money order. 

Malpractice Insurance

You are required to carry your own full-time malpractice insurance.  You must submit proof of malpractice insurance before you will be allowed to occupy an office and failure to maintain malpractice insurance will be grounds for termination.  Additionally, referrals from CLRN will only be made to participants who have a valid malpractice policy in effect and have submitted proof of malpractice insurance to Fred Rooney upon either written or verbal request.
Referrals to Fee-Generating CLRN Initiatives
While CLRN has no direct control over the private practices of Incubator participants, it has developed standards and criteria for those who participate in any of its access to justice initiatives.  Standards have been put into place as a means of increasing the professional responsibility to those involved in CLRN programming and, if adhered to, will result in easier communication and a deeper level of mutual respect collegiality.

CLRN sponsors justice initiatives throughout New York City and receives grants from private foundations and from the City and State of New York to fund the initiatives.  We oftentimes look to Incubator participants to provide both legal and non-legal services and pay individuals a “low bono” fee for services.  PARTICIPATION IN THE INCUBATOR DOES NOT GUARANTEE THAT ANY PARTICIPANT WILL EITHER BE ASKED TO PARTICIPATE IN CLRN PROGRAMMING OR BE ENTITLED TO COMPENSATION DURING HIS OR HER 18-MONTH INCUBATOR PROGRAM STINT.  CLRN DOES NOT GUARANTEE PARTICIPANTS ANYTHING OTHER THAN WHAT HAS BEEN SETFORTH ABOVE.  

When determining which Incubator participants will be chosen to participate in CLRN fee-generating programming, various factors are considered.  They include, but are not limited to the following:

· An individual’s proven competence in a particular area of law.  Level of competence is a discretionary determination that will be made by individuals with a high level of expertise in a particular area of the law.  For instance, Incubator participants who are contracted to assist in an immigration initiative will be evaluated by a legal practitioner or CUNY Law faculty member with a demonstrated expertise in immigration law.  If a participant is chosen to assist in a fee-generating project and it is later determined that the s/he lacks the proper skills to handle cases effectively, s/he will be asked to discontinue providing services.  This decision is also discretionary and will be made by the attorney who oversees a particular project.

Attendance at training classes.  Assuming that funding for training is reissued, CLRN anticipates that participants will be entitled to receive training in areas which include landlord/tenant and immigration law.  CLASSROOM TRAINING IS MANDATORY.  In addition to classroom training there will be court appearances designed to familiarize you with the courtroom, judges and general court practice.  These appearances will ultimately enable you to function independently though you may initially be accompanied by an experienced attorney who is either an Incubator graduate or attorney supervising your work.   Appointments with clients and court appearance should be scheduled in a manner that does not conflict with the schedule of classroom training.  Individuals who fail to comply with this requirement will not qualify for participation in fee-generating initiatives. 
· Professional Responsibility requires a sharp attention to details and high level of dependability.  Factors that will be taken into consideration when determining which Incubator participants will be chosen for inclusion in fee-generating services will include the following:

· Punctuality

· Responsibility

· Ability to multitask

· Timely responses to telephone calls, emails, other means of communication and requests for an RSVP.  It is assumed that when CLRN representatives seek a response from Incubator participants, the response will be forthcoming within a 24-hour period.

· Taking full and pro-active responsibility for your clients’ cases, including all aspects of quality lawyering, and keeping proper records of your case-work.

· Keeping and submitting all requested forms and records, and meeting for case-reviews, as required by the funded programming.

· Full participation in all Incubator-sponsored training sessions and meetings.

· Willingness to assist in CLRN-sponsored pro bono programs.

Smoking

Smoking is not allowed at the Incubator.

Waiver and Amendment

We may waive any one or more of the policies and procedures at the sole option and discretion of CLRN, but that waiver shall not be construed as a waiver of these policies and procedures in favor of any other individual, nor prevent us from thereafter enforcing any policy or procedure against any or all of the Incubator participants.

The policies and procedures in this guide are in addition to, and do not in any way to amend the terms and conditions of any license agreement for an Incubator office.  We are not responsible to any participant for the nonobservance or violation of policies and procedures by any other participant or member/employee of the Firm.

We reserve the right to rescind any of the policies and procedures in this guide and to make future policies and procedures that, in our judgment may from time to time be necessary or desirable.

I have read the guidelines listed about and agree to fully comply with each.

Date:
______________

__________________________


__________________________

Participant





Director of CLRN
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