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Immigration Clinic Course Overview 
 
Welcome to the Immigration Law Clinic! 
 
The Clinic is a year-long, twelve (12)-credit course in which students develop core lawyering skills, develop 
professional judgment and identity, and explore firsthand the multiple ways in which the law impacts justice, 
fairness and equity for immigrants and immigrant communities. Over the course of the year, students will 
engage in a range of lawyering modes under faculty supervision. The goal of the Clinic is to provide clients with 
the highest quality legal service while fostering an environment where students practice and refine skills in 
interviewing, factual investigation and analysis, legal research, counseling, document drafting, trial advocacy, 
case management and professional responsibility. During your time in the Clinic, you will gain training and 
instruction to expand skills and knowledge useful in the practice of law and will further develop and apply skills 
previously acquired in the classroom setting. The clinic is comprised of three main components: case/project 
work, supervision and reflection meetings, and the seminar.  
 

Case Work 
The Clinic is intended to help you transition from law school to practice. As such, you are required to take the 
initiative for all of your cases. You are responsible for the clients assigned to you. You are expected to identify 
legal issues, do appropriate research, and decide on the best course of action. The clinic faculty will supervise 
your work, however, we will not tell you what to do in your cases or give you the answers. One of the most 
important aspects of the Clinic is for you to learn how to find the answers to your own questions, as you will 
have to do in practice. 
  
Do not approach the clinic as an externship, internship, job, or regular law school class. Although at times it may 
seem like a job or a class, it is neither. In this course, you cannot merely treat your cases as assignments with a 
due date. You are representing clients in life-altering proceedings. Your goal in this course should be to learn 
what makes a good lawyer and what your own personal strengths and weaknesses are in working towards this 
goal. 
 
You will be assigned to a team to work on cases. How you divide up the work is up to you, however ultimately 
you are all responsible for accomplishing the required work on the case. Make sure that your teammates are 
informed of all case actions and communications. If you are having trouble with your teammates, you should 
attempt to resolve the issue first before coming to the clinic faculty. 
 
Supervision and Reflection Meetings 
Team supervision meetings are an opportunity to share updates, talk through challenges, discuss next steps, 
receive live feedback, and reflect on your experiences. Every team will meet with the clinic faculty about case 
progress every week starting the second week of classes. It is your responsibility to prepare for our meetings to 
ensure they are productive. 
 
Reflection is a key component of experiential learning and becoming a thoughtful practitioner. Reflection will be 
incorporated into the seminar and regular supervision meetings. In addition, we will have individual goal setting 
and reflection meetings periodically throughout the year. 
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Required Supervision Documents 
At least 24 hours before each supervision meeting your team must submit the following 3 items: 
 
Supervision Agenda  
The team leads the supervision meeting, not the clinic faculty. Therefore, for each supervision meeting, each 
team must collectively prepare a brief agenda for each assigned client. Supervision agendas must be uploaded 
to Clio under the Clinic Documents folder. A template is available on Clio under Templates.  
 
Drafts or documents to be reviewed before and discussed during supervision 
All drafts and documents that require faculty review (including client records and other parts of the client’s file 
that you wish to discuss) should be uploaded to Clio in the appropriate folder and saved using the correct format 
and listed on the supervision agenda.  
 
Clio Activity Report 
Students are responsible for timekeeping in Clio. This is an important tool that you will likely require in practice. 
Timekeeping allows the clinic faculty to assess if you are effectively using your time and confirms that you are 
meeting the course hours requirement. For instructions on completing an Activity Report. You must send the 
Clinic Director your Clio activity report via Slack direct message.  
 
Reflection Meetings and Memos 
During individual reflection meetings, we will discuss your goals and reflect on your progress toward reaching 
the Clinic’s Learning Objectives. You are required to submit detailed self-evaluation memos that will be available 
on Canvas at least 24 hours before your reflection meetings.  
 
Seminar 
The weekly Clinic seminar focuses on developing lawyering skills, learning relevant substantive immigration law, 
and analyzing the immigration system. Seminar attendance, preparation, and completion of assignments are 
mandatory.  
 
Seminar Class  
You are expected to actively participate in the seminar. If absences are necessary for emergencies, please inform 
me as soon as possible.  
During the seminar we will use your casework as the foundation for topics discussed. As such, there may be 
times where the schedule will be changed to adjust for case progress. You will be notified in advance but please 
check Canvas regularly for syllabus updates.  
 
Assignments and Required Course Materials 
The required book for the seminar is Carolyn Grosse & Margaret E. Johnson, Lawyers, Clients & Narrative: A 
framework for Law Students and Practitioners, Carolina Academic Press, 2017. Class videos, exercises, and other 
seminar assignments will be distributed via Canvas. Seminar assignments and due dates are listed on the 
Schedule on Canvas. Required readings and videos must be completed before seminar class so you can actively 
participate in the class discussion.  
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Case rounds 
Case rounds are a facilitated group discussion of substantive, ethical, and lawyering issues that arise in your 
cases. Throughout the semester we will have formal and informal case rounds. Instruction will be given 
beforehand as to how case rounds will be conducted. 
 

Grading and Learning Objectives 
As a clinic student, you will be expected to put forth a great amount of effort because clients are depending on 
you. As mandated by the ABA, you are required to work a minimum of 140 hours every quarter. This includes 
time spent in and preparing for seminar, all casework and supervision time.  

The Immigration Law Clinic is offered on a credit/no-credit basis. To receive credit, students must keep track of 
your time throughout the semester and will be expected to fulfill the following minimum expectations:  (1) 
Represent clients and fulfill advocacy project deliverables competently; (2) Attend and participate in the 
seminar, and notify the Clinic Director in advance concerning any absences; (3) Attend and prepare for weekly 
supervision meetings; (4) Adhere to the Rules of Professional Conduct (RPCs); (5) Complete all three quarters. 

Clinic students are encouraged and expected to go beyond the bare minimum. Clinic students’ work has serious 
and permanent consequences for clients. Just showing up for Clinic and doing the various tasks associated with 
the cases, while necessary, is often not sufficient. Doing the Clinic is about devoting the same degree of care, 
attention, and skill that you would want your lawyer to do on a case involving your life. 

In the Clinic, students are encouraged to take advantage of the unique opportunity to practice law under faculty 
supervision. The Clinic is a time for students to explore what kind of lawyer they want to be, but also to begin 
their legal careers being the best lawyer they want to be. It is an opportunity to transform the lives of our clients 
and the communities with which we work, and also a chance to be transformed by performing beyond even our 
own expectations. 

Case Planning and Development 
• Take responsibility for representing clients—developing and employing productivity skills and an 

independent work ethic; 
• Demonstrate initiative—taking charge of planning next steps—consulting with supervisor rather 

than waiting to be told what to do;  
• Demonstrate time management skills by effectively using clinic time to advance cases;  
• Submits drafts of filings with sufficient time for supervisor review; 
• Demonstrate knowledge of the client’s case in terms of facts and procedural status;  
• Demonstrate thoughtful consideration of case related issues before asking questions  of supervisor;  
• Meet deadlines for case work and all other task; 
• Understand immigration law and the processes that apply to each client’s case; 
• Formulate legal-factual theories to help clients solve their problems; 
• Learn to sift through unstructured scenarios to identify and organize relevant facts; and 
• Employ substantive law and procedural rules to marshal facts into probative and persuasive 

advocacy. 
 

Client Interviewing, Counseling, and Communication 
• Maintain effective client communication, responding to client in a timely and appropriate manner 

and keeping client apprised of case developments; 
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• Appreciate client differences and respond empathically to client needs; 
• Listen to and engage with the client throughout representation; 
• Prepare diligently for client interviews; 
• Demonstrate effective client interviewing and counseling skills, including collecting sufficient 

information and explaining legal concepts in manner appropriate for the client; 
• Avoid losing sight of the client in the client’s case; 
• Conceptualize client representation as problem solving, generate, explore, and  implement creative 

solutions to client problems;  and 
• Recognize ethical issues when they arise and reflectively apply relevant principles and rules to 

reach an appropriate resolution. 
 

Written and oral communication skills and advocacy  
• Employ effective written and oral advocacy in all casework including filings with USCIS, EOIR, 

clients, and other third parties, including electronic communications; 
• Use persuasive arguments, citing relevant authority and distinguishing apparently adverse 

authority; 
• Demonstrate thorough preparation and editing of written work; 
• Demonstrate thorough preparation of oral communication; and 
• Understanding of the facts, theory of the case, law, and applicable rules and procedures in written 

and oral communication. 
 

Professionalism, Reflection, and Self-Evaluation 
• Maintain updated case files and communications logs;   
• Maintain accurate timekeeping records;  
• Develop the skills of a reflective practitioner including assessing critically on own performance and 

being open and able to learn from feedback and critique;   
• Submit work to supervisors that has been thoroughly edited and proofread;   
• Develop an ability to work effectively across barriers such as class, race, and culture;   
• Learn and follow all office procedures;   
• Come to supervision meetings on time and prepared;   
• Keep supervisor informed of all pertinent case developments;   
• Maintain open and honest communication with supervisor;   
• Treat others with civility in all interpersonal interactions;   
• Work effectively with partners and as part of the clinic group; and   
• Work collaboratively with third parties to understand and appreciate the roles, ethical obligations, 

and approaches that are appropriate to different professions, and how the lawyer’s role is similar 
to and different from others’ roles.    

 

Case Policies and Procedures 
 

Professional Responsibility 
Your client work must be guided by all applicable rules of professional conduct, including the Washington State 
Court Rules of Professional Conduct and the federal agency regulations. You are responsible for reading and 
understanding these rules and regulations. 
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Unauthorized Practice of Law 
As a clinic participant you will be practicing law under the supervision and bar license of your faculty supervisor, 
with the written consent of the client. You may not hold yourself out as an attorney to anyone at any time and 
may not give legal advice or take legal action of any kind without my prior approval and ongoing supervision. All 
written work must be approved by clinic faculty prior to sending to clients, third parties, or filing, no 
exceptions. This includes emails, letters, pleadings, motions, applications, etc. You also must get approval 
prior to calling and meeting with clients. 
 
Confidentiality 
The rules of professional conduct impose a duty to maintain confidentiality in information related to client 
representation. It is your duty to protect client confidentiality and comply with the Clinic’s confidentiality policy. 
This means, in part, that you must take proactive steps to ensure that you do not disclose – or allow others to 
access – confidential information. 
  
Unless you receive permission from me, physical client files may not be removed from the Clinic office at any 
time. All printing and copying of client documents must be done in the Clinic. All documents containing any 
client information must be placed in a shred box in the Clinic. 
  
You must be both informed and careful when using technology in client matters. While working remotely, make 
sure that the computer or profile you perform client work on is protected by a strong password that only you 
can access, perform client work in a space that you can maintain client confidentiality (including virtual client 
meetings, preparing documents, etc.), inform the clinic facutly immediately if you have any concerns about your 
ability to maintain confidentiality while working remotely to work on an appropriate solution. 
 
Conflicts of Interest 
Conflicts of interest arise in all areas of law practice. Attorneys must be vigilant to avoid conflicts that could 
interfere with responsibilities to a current or former clients. You are responsible for ensuring that no conflicts 
are present in Clinic cases. To that end, you must complete the Conflict Checks form and return it to the Legal 
Clinic staff. Clinic staff will enter that information into the Clinic database and run a conflicts check. In the event 
that the Clinic contemplates representation of new clients during the semester, you will need to ensure that we 
run a conflicts check prior to the intake interview. You must also notify the Clinic Director immediately if you 
know anyone associated with any of our cases – either personally or through other work you’ve done – or if you 
change employment over the course of the semester. 
 

Required Case Tasks 
For each case, throughout the semester you should plan out your cases including what required steps are 
needed for the representation. These tasks may change as you learn more about the case, develop your legal 
theory, or as obstacles arise. You are responsible for communicating with your clients, returning phone calls, 
contacting witnesses, preparing necessary pleadings, applications, and evidence, and generally representing 
your clients’ interests. You must keep track of all deadlines including for submission of pleadings, motions, and 
hearings. You are responsible for recording, documenting, and maintaining the client’s electronic file in Clio. 
  
You will not be given boilerplate language for any of your work. Although you may look at examples from other 
files or practice advisories, cutting and pasting is prohibited for work requiring legal analysis. Creating all work-
product on your own will enable assessment and reflection of your strengths and weaknesses. When you 
receive feedback on your work, you should strive to understand why you were asked to make changes and 
incorporate this into your future work. 
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Every case is unique in terms of what tasks might be necessary as part of the representation. That said, the tasks 
explored below are generally required for every client. 
 
Initial File Review Memos 
For each case you are assigned you should prepare an Initial File Review Memo. Note: this is an individual 
assignment. Even if you are assigned to a case as a team, I expect each student to submit a memo for each 
assigned client. You are not allowed to collaborate with other students at this stage. A template can be found in 
Clio Templates. 
 
If the case has been transferred to you from a previous semester, the memo should address any additions to the 
factual statement in the transfer memo, any suggested changes to the procedural posture or recommended 
future action on the case, and additional questions and comments on the case. 
  
The memo must be uploaded to the client’s Matter in Clio, saved in the Clinic Documents folder, by the assigned 
date.  
 
Interview Plans 
Before you meet with a client, you must complete a detailed interview plan for review during a supervision 
meeting. There is no template as the structure for each is based on your assessment of the needs for your client. 
This should be uploaded onto Clio under the Clinic Documents folder. You do not need to state every question 
you anticipate asking, in fact that is discouraged. You should make sure that you have a coherent agenda and 
include action items that must be addressed, topics you anticipate covering, etc. For your first client meeting 
you should err on the side of having an over inclusive interview plan. 
 
Interview Summary Memo 
Immediately following your interview you should create an Interview Summary Memo. A template is available 
on Clio. It is crucial to be detailed and thorough as the information collected during client interviews will be the 
basis for pleadings, formulating legal theories, and issue spotting. The Interview Summary Memo should be 
uploaded to the client’s Clio Matter under the Clinic Documents folder within 48 hours of the meeting. 
 
Transfer or Closing Checklists and Memos 
At the end of the semester, you must complete a case transfer or closing checklist & memo for each case 
assigned to you. Cases that remain open are at the end of the semester are to be transferred and where the 
representation is complete are to be closed. Templates are available for both on Clio under Templates (IMM-
Case Transfer Checklist and Memo; IMM-Case Closing Checklist and Memo). These should be uploaded to Clio by 
the last day of classes under the Clinic Documents folder. 
 

Getting Information on the Case 
There are various ways to get more information on a case. It is important to think about requesting relevant 
records as early as possible in the case as responses may take many months. 
 
Immigration Court Information  
With the client’s A number you can check the case status of immigration proceedings before the Executive 
Office for Immigration Review online or by calling (800)-898-7180. You can find out if there are upcoming court 
hearings, appeals scheduling, or if the client already has been ordered removed. You can also request the Digital 
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Audio Recording (DAR) of hearings and copies of the EOIR file. You should contact the specific Immigration Court 
to determine the process for accessing these records. If you do not know the specific court, you can request 
records through a Freedom of Information Act (FOIA) request. 
 
Department of Homeland Security Records 
You can check the status of cases pending before USCIS online with the receipt number found on the I-797C 
Notice of Action. To obtain records from USCIS, ICE, CBP, and OBIM you must complete a Freedom of 
Information Act Request (FOIA). The Immigrant Legal Resource Center (ILRC) has provided a summary of the 
processes and requirements for each agency. 
 
Criminal and family court records  
or criminal records related to your case, it is important to know in which states your client may have been 
arrested or been the victim of a crime. For Arkansas, you can check CourtConnect. You can request a criminal 
background check in Arkansas, which requires the client pay $24. You can request an FBI Identity History 
Summary, which requires the client pay $18.   
 
Third parties  
For some cases it may be necessary to obtain information from third parties such as health care providers 
(doctors, hospitals, therapists), attorneys (family, criminal, prior immigration attorneys), social service providers 
(domestic violence shelters, children’s service providers), schools, etc. Some third parties may require specific 
consent forms (such as medical providers), however most will allow the consent form available on Clio 
Templates. 
 

Client Meetings 
Scheduling Client Meetings 
You must have clinic faculty approval before scheduling your initial client meeting.  
 
You should anticipate scheduling client meetings might take a significant amount of lead time to coordinate 
schedules. For your first client meeting you must make sure I am available to observe. For subsequent meetings, 
you should try to schedule meetings for times I am available, however it if is not possible, you must have my 
approval on your interview plan and we must discuss the plan in advance 
  
You must create an Event in Clio with all required information. 
  
You should confirm the meeting time with the client and interpreter 24 hours before the meeting. 
 
Recording 
The Clinic maintains video recordings of client interviews to ensure accuracy in client representation and to 
assist in continuity of representation despite the semester-system. You must obtain the client’s consent before 
recording, explaining that the recordings will only be viewed by your professor and Clinic students who may 
represent the client in the future. After the meeting, upload the recording to the client’s Clio Matter under the 
Interview Recordings folder. 
 
Zoom Meetings 
Zoom is the preferred platform for virtual meetings for security reasons. You should make sure your client has or 
can create a Zoom account. Once you have confirmed a time for your meeting, you should create a Zoom 
meeting.  
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When scheduling the Zoom, under “Security” where “Require authentication to join” is checked, select “sign in 
to Zoom with any account.”  
 
You should have your client test their access to the Zoom meeting as soon as possible after scheduling the 
meeting and inform me if the client is unable to access the meeting.  
 
Other platforms are available but require prior clinic faculty approval. 
 
Interview Forms 
The following forms are available on Clio Templates and should be explained to the client and signed, where 
appropriate. During remote operation, these forms may be signed electronically where possible. If a client is 
unable to sign digitally, please get their verbal consent and have the staff mail the documents to the client with 
a return envelope.  
 
Prospective Client Statement of Understanding: Use this form when interviewing prospective clients.  
 
Representation Agreement: Once we have accepted a client for representation, the client should sign a 
Representation Agreement with the Clinic for each matter. 
 
Interpreter Confidentiality and Conflict of Interest: For all matters in which interpretation is required, make 
sure interpreters have signed a confidentiality and conflict of interest agreement concerning the individual 
requiring interpretation. 
 
Client Consent Form: If you will be requesting information concerning a client from third parties, this form 
should be signed. 
 
Client Consent to Record: All meetings with clients should be recorded if the client consents. 
 
Notice of Appearance: For all clients, please have a G-28 that has been signed by the client on file (used for 
matters before USCIS and ICE). 
 
Freedom of Information Act (FOIA) and Records Requests: If you will be requesting records from DHS, you 
should have the client sign a G-639. For other records requests (such as criminal records), you should obtain the 
client’s signature on the appropriate form. 
 

Signatures 
You will generally need signatures on filings, clinic forms, and other representation-related documents. This may 
be your signature, clinic faculty’s signature, or the client’s signature. It is your responsibility to understand what 
the signature requirements are in every situation. For example, the USCIS generally requires a wet ink signature, 
however, there may be exceptions. Immigration Court generally accepts electronic signatures, but they must 
conform to the Practice Manual and any Standing Orders. If electronic signatures are acceptable you may use 
Clio e-Sign. 
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Clio Case Management Policies and Procedures 
 
The Legal Clinic uses Clio’s cloud-based case management software. Clio is used for recording and storing all 
client work and documentation. It is also used for timekeeping, scheduling, and most communications with the 
Legal Clinic staff. You are responsible for learning how to use Clio according to Legal Clinic procedures. 
  
Clio tutorials are provided for the features that you will be required to use during the semester. You are 
responsible for the information contained in the Clio tutorials and trainings.  
 
Clio Tutorials 
Clio tutorials are provided for the features that you will be required to use during the semester. You are 
responsible for the information contained in the Clio tutorials and trainings available on Blackboard and the 
web-based version of this manual.  
 
Contacts & Matters 
All clients have a Contact card in Clio. You are responsible for updating your client’s contact information on Clio. 
This ensures the staff can contact the client when necessary if you are unavailable and once you leave the clinic.  
 
In Clio, a client’s Matter is the electronic version of a case file. Matters are connected to client Contact cards. All 
work done on a client’s case should be recorded and saved in the client’s Matter. All communications, events, 
tasks, notes, and applicable time entries should be linked to the client’s Matter.  
 
Change of address 
If your client moves or changes their mailing address, in addition to updating their Clio Contact page, you may 
have to notify the government.  

§ For clients with pending cases before EOIR, the client must sign an EOIR-33 
(https://www.justice.gov/eoir/form-eoir-33-eoir-immigration-court-listing). 

§ For clients with pending cases or approved cases before USCIS, an AR-11 must be submitted on behalf 
of the client. For many cases this can be done electronically, however U-visa and VAWA cases must be 
completed by mail (https://www.uscis.gov/ar-11).  

 
Related Contacts 
You are also responsible for ensuring all derivatives and adverse parties have a Contact card that is connected to 
the client’s Matter (see below). This ensures the integrity of our conflicts check procedures and file 
maintenance.  
 
Communications 
Client-related external communications 
All emails, phone calls, and messages with the client or third parties concerning the client must be recorded 
contemporaneously or immediately following in the Clio Communications tab within the client’s Matter. For 
phone calls, include a detailed description of the conversation or voice message left. For emails, use the 
Maildrop feature or integrate Clio with your Outlook. You may Bcc the maildrop address for outgoing emails and 
forward incoming emails to the maildrop address. 
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Calendar & Scheduling Events 
You must create Events in Clio for all case meetings, important case deadlines. Please ensure the Immigration 
Clinic Calendar is visible on your Clio calendar. All meetings, deadlines, and important dates for cases must be 
entered into the Immigration Clinic Calendar NOT your personal calendar, with the “Save to Firm calendar” 
box checked. The calendar entry must be linked to the client Matter on Clio and the clinic faculty and al team 
members invited to the event. 
 
Documents 
Templates 
Many commonly used representation forms and all memo templates are available on Clio Templates. 
 

Client Matter Documents 
It is your responsibility to make sure that all client documents are on Clio, saved using appropriate formatting, 
and organized into the correct folders. 
 

Format for Saving Documents 
When saving documents, use the following format –  
 

Client name_type of document_date 
 

For example:  
● Letter to client named Maria Villegas Garcia Evans sent on August 20, 2021:  

VILLEGAS GARCIA_client letter_08202021 
● Memo to Mr. Evan’s file from your intake meeting on August 19, 2021:  

EVANS_intake meeting memo_08192021 
● Second draft of the memo to the file:  

EVANS_memo_08192014_v2 
● I-918 filing for Josephina Conrad Berry, sent to USCIS March 21, 2020 

o CONRAD BERRY_918 filing_03212020 
● Motion to Reopen Tina Smith’s case, filed with EOIR on August 27, 2017: 

SMITH_MtReopen_08272017 
 

Folder Organization System 
Documents must be organized in the following folder system: 

Clinic Documents   

Representation related documents, including: 
• Standard representation documents, such as the following (available on Clio Templates): 

§ Prospective Client Statement of Understanding 
§ Representation Agreement 
§ Interpreter Confidentiality and Conflict of Interest 
§ Client Consent Form 
§ Client letters (closing/transfer) 

• Memos to file, such as: 
§ Initial File Review Memo 
§ Case Closing/Transfer Checklist and Memo 
§ Memos written throughout the semester about substantive or procedural matters 
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§ Interview Summary Memos 

Client Records 

In general, the Clinic should not retain original client records. Please scan all client records and return 
originals to the client. Client records include documents such as: 
• Identification documents 
• Police reports, criminal records 
• Other documents found during investigation 

Drafts 

You should upload all drafts of forms, affidavits, briefs, and other filings to the Drafts folder. Make sure 
the most current version is uploaded to Clio at all times and use Clio launcher to make edits. 

Pleadings 

All documents and pleadings filed with or received from EOIR, USCIS, and state/federal courts related to 
the case should be uploaded in the Pleadings folder. This includes receipt notices and other responses 
from USCIS or EOIR. Copies and scans of filings should be done after signing, immediately before the 
filing is submitted. It must be an exact copy of what was filed. 

Practice Advisories and Research  

You may use this folder to save any research or useful practice advisories related to your client’s case.  

Interview Recordings 

All recorded client interviews should be uploaded to the Interview Recordings folder. 
 

Editing Documents using Clio Launcher 
The Clio Launcher allows you to edit documents and save changes on Clio without downloading and uploading. 
This ensures clinic faculty to view the most recent version of the document and enables teams to work on the 
same document knowing they are using the most updated version. Please see the Clio Launcher tutorial. 
 

Sharing and obtaining signatures 
If your client is comfortable with technology and regularly checks their email, you can share documents with 
your client through Clio. Where electronic signatures are permitted you may request external signatures using 
the Clio E-sign feature. 
 
Timekeeping and Activity Reports 
For most work, timekeeping should be done contemporaneously. It is essential that you contemporaneously 
record the actual time spent on these activities. Time spent in seminar or supervision meetings can be recorded 
immediately after the end of the meetings. 
In addition to an accurate record of the time spent on a matter, you should add a brief description of the work 
you performed, starting with a verb (for example:  “supervision meeting,” “called client to provide a case status 
update,” “discussed theory of case with professor,” “researched extreme hardship requirement on Westlaw”).   
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Activity Reports 
You are required to submit weekly Activity Reports 24 hours before supervision meetings via direct message on 
Slack. To create a Clio Activity Report: 

1. Select “Activities” from the menu on the left-hand side of the screen  
2. Select the clock/time icon in the upper left-hand corner to display time logged view 
3. Select the date range to include the past week Monday-Sunday. 
4. Select “Export” 
5. Select “PDF” 

Activity Reports should be sent to the Clinic Director via Slack DM. 
 
Tasks  
Discrete tasks that need to be performed as part of the representation should be entered as Tasks on Clio. You 
should detail the task to be performed and include a deadline for when you anticipate the task will be 
completed. Tasks must be assigned to a particular team member, however you are free to adjust task allocation 
as you work on the cases. During weekly supervision meetings you should add tasks we discuss to be completed 
for your cases. 
 
Notes 
You are required to keep detailed records regarding all events that occur in your cases. Detailed case-related 
Notes in Clio must be recorded contemporaneously, or in the case of client meetings or hearings, immediately 
after the event.  
 

Office Communications  
Slack Workspace 
The Immigration Law Clinic uses Slack, a group messaging communication platform, for intra-clinic 
communications. The Immigration Law Clinic workspace includes only Immigration Law Clinic faculty and 
students. Slack should be used to ask clinic faculty questions or update us on clinic work. Slack is also a forum to 
ask questions and get the support of your fellow students. Slack is a secured site, however, you should make 
sure all client documents are saved and updated on Clio. You should use your clinic email address to create a 
Slack account and only include your first name in your profile. 
 

Direct Messages 
You can send individual messages through direct messaging. Generally, you should communicate with the 
Immigration Law Clinic faculty through direct message as opposed to email. You can use direct messages to text 
or call your teammate and other classmates.  
 

Channels 
You can send messages to specified groups using designated channels. #general includes all Immigration Law 
Clinic faculty & students. In addition, you will be assigned a private team channel that includes only the clinic 
faculty supervising your case and your teammate. 
 

Email  
In order to protect the security of client-related communications as well as your identity, you are required to use 
your clinic email account for Clinic-related matters. It is essential that you check your email regularly. Before 
sending an email to a client or third party you must first get clinic faculty approval on the message. You must Cc 
your clinic faculty on all email communications involving clients. You must also Bcc the Clio matter when sending 
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emails outside of the clinic to or regarding a client. Emails received from the client or third parties about the 
client should be forwarded to the Clio Matter. You are encouraged to integrate Clio into your outlook to 
facilitate this process or use the Maildrop feature.  
 

Phone Calls  
If it is necessary to use your cell phone to contact your client, you must use *67 to block your number. We will 
discuss creating a Google Voice number to facilitate the use of WhatsApp.  


