Asylum I-589 Pro Se Clinic Planning Timeline

2-3 MONTHS BEFORE CLINIC

Partnership Development Phase
¢ |dentify and contact potential organizational partners
e Begin preliminary discussions about resources to assess and compile what already exists
and to identify what needs to be created or updated
e Scout and evaluate potential clinic locations
¢ Create initial budget projections
¢ Narrow down potential dates for clinic

Planning & Organization Phase
e Finalize clinic date and choose location
¢ Identify tasks
o Volunteer Recruitment Outreach
= Localimmigration nonprofits
= Law firms with pro bono programs
= Lawschool clinics
=  Community organizations serving immigrant populations
= Interpreters
» Local bar associations
o Logistics
= Securing venue for clinic
» Breakfastand lunch
= Check-in process
= Child care (area, toys, volunteers)
o Materials
= Preparing the Clinic in a Box with all documents needed [see Day before
Clinic for list]
= Office supplies [see 1 Week Before for list]
= Tech[see 1 Week Before for list]
o Training
= Pre-screening volunteers
= [-589fill out volunteers
=  Supervising attorney volunteers
= Training volunteers
e Assign tasks and expenses amongst partner organizations
e Begin developing training materials

6 WEEKS BEFORE CLINIC

Resource Gathering Phase
e Launch volunteer recruitment outreach
e Begin collecting potential attendee referral information




e Start assessing organizing interpretation needs and coverage
e Begin prescreening protocol process and material development
o Memorandum of Understanding
o Clinic attendee screening form (for each attendee)
= Income eligibility
» Generalintake
= [-589 PartA
= [-589 PartB
e Create referral list and additional resources packets

4 WEEKS BEFORE THE CLINIC

Continued Preparation Phase
e Complete facility arrangements
e Check in with immigration court for local I-589 filing requirements
¢ Continue volunteer recruitment
e Continue collecting potential attendee referral information
e Begin making prescreening calls
e Continue assessing interpretation needs and organize coverage informed by pre-
screening
e Finalize training materials

2 WEEKS BEFORE THE CLINIC

Final Preparation Phase
e Begin attendee prescreening calls
e Send detailed information to pre-screened attendees
e Schedule final volunteer training sessions

1 WEEK BEFORE THE CLINIC

Training & Confirmation Phase
e Conductvolunteer training sessions
e Finalize prescreening calls; cut off attendee sign-ups
e Finalize volunteer assignments
e Confirm facility logistics

e Organize interpretation schedules to make sure all language needs are covered (coverage

includes bilingual attorneys)

e Finalize referral list and additional resources packet
e Make food plan/orders

o Ensure planincludes having utensils, plates, and napkins available
e Secure supplies

o Reusable filing box

o Staplers and staples

o Paperclips

o Binder clips




Pens
Highlighters
Legal pads
Various colored manila folders
Name tags
2-hole punchers
Prong fastener
Correction tape/Wite out
Sticky signature tabs
o Firstaid kit
e Secure tech
o Printer and scanner
o Laptop for sign-in
o WiFior hotspot
e Childcare items
o Coloring books
o Markers
o Crayons
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48-24 HOURS BEFORE THE CLINIC

Final Confirmation Phase
e Make attendee confirmation calls
e Sendreminder emails to volunteers
e Confirm food and delivery
e Prepare check-in materials
e Review day-of procedures

DAY BEFORE CLINIC

Setup Phase

e Organize the Clinic-in-a-Box and supplies

o FoldersinBox:

= |-589 Page 1

= |-589 Page 2
= |-589 Page 3
= |-589 Page 4
= |-589 Page 5
= |-589 Page 6
= |-589 Page 7
= |-589 Page 8
= |-589 Page 9
= |-589 Page 10
= [-589 Page 11
= |-589 Page 12
= E-61s




= Recent Arrivals Worksheet ENGLISH
= Recent Arrivals Worksheet SPANISH
* Preparing for Asylum Case in Court ENGLISH
* Preparing for Asylum Case in Court SPANISH
» Post-Clinic Next Steps One-Pager ENGLISH and SPANISH
= [-589 Resources (Consult Guidance and USCIS instructions)
= Extra |-589 packets (one-sided and paper-clipped)
e Testallequipment

DAY OF CLINIC

Implementation Phase

e Early setup (10:00 AM)

o Postdirectional signage

Set up check-in area
Prepare consultation areas
Set up box and supplies
Set up printer/scanner
Set up breakfast
e Volunteer arrival and breakfast (10:30 AM)
e Finalvolunteer training refresher (11:00 AM)
e Doorsopen(12:00 PM)
e Clinic operations (12:00 PM - 6:00 PM) — volunteers can sub out for lunch
e Cleanup (6:00 PM - 6:30 PM)
e Leave (6:30 PM)
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POST-CLINIC

Immediate Wrap-up Work Phase
e Secure all sensitive materials and applications
e Organize follow-up files
e Document any immediate lessons learned

Finalizing and Filing Phase
e Prepare physical filings
o File applications at the immigration court
e Obtain stamped copies of I-589s
e Upload and secure clinic attendee application files

e Deliver stamped copies of filed [-589s and remind clinic attendees of post-clinic next

steps

In-depth Debrief and Documentation Phase
e Send thank you emails to partners and volunteers
o Hold debrief meeting with partners and volunteers and provide filing updates
e Create volunteer database for future clinic dates

e Document successes, challenges, lessons learned, and areas for improvement

e Update planning documents with lessons learned and any new best practices
e Update resource materials, if necessary




Things to keep in mind:

Best practice is to file in person and get stamped copies of the I-589 and serve ICE at the
drop box (usually located at every court).

Make sure you’re only taking cases that are filed at the local immigration court if you decide
to file in person.

Don’t forget to give the Next Steps one-pager to clinic attendees after the clinic or once you
give them their filed and stamped I-589 copy. One pager needs to clearly explain that they
must mail a copy of the application for biometrics. Flag that section to them.



