13.0 TRAINING
13.1  LAF and the Union recognize that training of employees is one aspect of the provision of

better services to the cliems of LAF, and that, therefore, LAF has responsibility for providing and
authorizing adequate training for its staff.
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& There shall be a Training Commities consisting of two {2) voting members
designated by the Union and two (2} voling members designated by the Executive Director,
Union representatives shall be given release time to prepare for and participate in Training
Commitiee activities. The Training Commuittes shall mest at least quarterly. Either LAF or the
UL'W may call a meeting of the Training Committes.

b. The Training Committee shall ascertain the training and orientation needs of the
siaff, develop training programs, and evaluate training and orientation events that are conducted.
Decisions approved by a majority of the Committes membership with respect 1o in-house training
shall be implemented unless unreasonable or unless they interfere with LAF's pnimary objective
to provide services to clients. The Training Committee shall develop and LAF shall implement
one skills training event per year. The Training Committee shall also consider the foreign
language and sign language training needs of the staff. Where LAF, after considering the views
of the training commitiee, in its sole discretion determines that language training is necessary for
a staff member LAF shall select and pay for such training.

€. Mewly Hired Employees

(1) Within ten (10) days of the starting date of a new employee, the
supervisor shall inform himvher orally of the training plan, including content, method,
and schedule. Within thirty (30) days of the starting date of & new employee, LAF shall
provide him/Mher with a written summary of the training planned for that emploves
including the names of the persons responsible for the training, content, method and the
schedule for the training.

(2)  LAF shall provide to newly hired attorneys training which shall include,
but not be limited to, the following areas: interview techniques; negotiation and
advocacy skills; case management and control; litigation skills; state coun practice and
procedure, federal court practice and procedure, juvenile law, housing law and practice,
employment law and practice, consumer law and practice, family law practice, especially
with regard 1o battered women, public benefits law and practice, and special problems of
the agred, handicapped and institutionalized. The Training Committee may add to this
list as appropriate. The training described in this subsection will be provided within six
(&) months after the new attorneys begin employment.

(3 Within 30 days of the starting date of all newly hired attorneys and other
exempt employees in a neighborhood office, the office supervisor or hisher designee
shall orient the new employee to the office. The orientation shall include, but not be
limited toy:

(&) atour of the commumity serviced by the office, including an



introduction 1o the location and function of local community organizations and
agencies;

{b} a tour of the courts that the attorney may practice before;

() an overview of office administrative policies, procedures and
systems including, but not limited to: office priorities, mtake procedures, referral
sources for clients, case acceptance system, access 1o research materials, and
Legal Services Corporation regulations.

(4) LAF shall provide all new law graduate antormeys with a diverse range of
legal experiences in the first vear of employment. During the first vear of employment
all new attorneys shall receive regular supervision. Specifically, this supervision will
imclude, but not be limited to:

{a) The supervisor or his/her designee shall attend the new attorney’s
first two contested hearings in each substantive area in which the attorney
practices except where the supervisor and the new afiomey agree such
afendance 15 UNNECEssary.

(b} The new attomey's supervisor shall conduct a case review of the
new attorney's cases on 8 monthly basis during the first four months of
employment, and on a regular basis or as requested thereafter. These case
reviews shall include an in person meeting with the new atiorney and a
discussion of whether the size and complexity of the new attorney’s case Joad is
appropriaie. In the case of a new attormey who is in a temporary assignment, the
supervisor of the temporary office or project shall conduct the monthly case
reviews (up to a maximum of four). Once the new attorney reaches his'her
permanent placement, his'her supervisor in that placement shall conduct four
additional monthly case reviews.

{c) If the new attorney has concerns that {5)he thinks are not being
addressed in the case reviews referenced in subparagraph (b, (s1he may raise
those concems with the Deputy Director who is responsible for histher office or
project. The Deputy Director shall review the matters raised and report in
writing 1o the amomey and his'her supervisor.

(d) Upon request the supervisor or his‘her designee shall review all
written motions, briefs and memoranda that the new attomey prepares in a
substantive area for the first ime.

(e} Each new attormey shall be provided a copy of the CT5A Count
Handbook for Chicago Lawyers, a copy of the LAF Procedure Manual and a list
of referrals for clients LAF is unable 1o serve,

() Once a supervisor has conducted a case review as described in (b)
above, the supervisor shall report 1o the Deputy Director that the review has been
completed in compliance with subsection (b).

(5} All post-probationary employees shall meet with their supervisor and



wiwk oul a schedule for case reviews, which shall inclode face to face mectings. The
schedule shall include a minimum of once vearly case reviews, which shall consist of
face o face meetings and written feedback.

(6} In September and March, each LAF project or suppart unil supervisor or
hisher designes shall provide all team members with an index listing briefs, motions,
pleadings and memoranda that may materially assist attoreys in their legal research and
which are vailable for distribution. In addition, all team fraining sessions and new
attormey training shall be videotaped at the discretion of the training committes. An
index to the videotape library shall be circulated every three months to all attormneys and
paralegals,

d. All staff shall be notified of Legal Services Corporation training programs and
other outside iraining that the Commitiee determines would be beneficial to the staff. To provide
for this outside training, the committes shall establish criteria for attendance at approved training
programs. The Executive Director or his'her designee shall determine which staff attend the
training.

e LAF shall provide training for affected employees of new equipment, forms,
responsibilities and procedures. All exempt employees shall receive ongoing training in word
processing and computer skills and in new word processing methods, This training shall be on
an ongoing basis. The Training Commities shall make periodic determinations whether this
training is being provided.

f Whenever possible, notice of all approved outside training programs shall be
posted in each neighborhood office or project 30 days in advance of the final application date.

E. Except &s otherwise agreed by an employee and the Union that the employee
share the expense, attendance at an approved training program shall be at LAF's expense, and
employees attending an outside training program shall be reimbursed for all expenses as provided
elsewhere in this confract.

h. I 151 the responsibility of each attorney and other exempt staff 1o make sure
{5 ¥he has sufficient continuing education credit hours 1o meet histher professional licensing
requirements (1.e., MCLE credits for attomeys). LAF will assist these emplovees to meet their
continuing education requirements as follows:

(1} Attomneys will be allowed to attend training programs during working
hours that are related to LAF practice and are approved by LAF.

(2) LAF will work with all Cenified Training Organizations (bar
associations, training organizations such as [ICLE and Legal Aid Online) to allow LAF
attorneys to attend approved trainings they offer for free or at a substantially reduced
cost, such costs to be paid by LAF; and

(3 The Antomey Training Committes (see Section 13.2a of the Collective
Bargaining Agreement) shall develop a plan to provide sufficient MCLE approved
training opportunities, both in house and outside, including a list of web sites that offer a
regular calendar of CLE eventstrainings, so attorneys are able to meet their MCLE
requirements.



(4} Social Workers and other professional staff whose professional license
requires confinuing education will be allowed to attend training programs during
working hours that are related to LAF practice and are approved by LAF.

I The Training Dhrector shall collect and maintain the following records:

(1) a list, including title, dates, and sponsorship of each training event in
which Linit members participate, and

(2) a list of employees who attend those events. This list shall be available
to members of the Attorney Training Committee.

i Whenever there are significant changes in an employes's job duties which
requite new skills or knowledge, LAF shall provide necessary truining,

k In the event that any outside training program to which LAF sends employees is
not accessible (o the handicapped, LAF shall take the appropriate steps to register a written
protest with the sponsor. LAF shall not sponsor an in-house training for any LAF employee that
is mot accessible to the handicapped when any handicapped employee is a potential participant.

L In the event that the commitee members are evenly divided on any issue within
the authority of the iraining commities, the matter shall be submitied to the Executive Direclor
for final resolution.

o There shall be a Training Committee consisting of two (2) voting members
designated by the Union and two (2) voting members designated by the Executive Director. The
Union may designate different members for different training issues. Union representatives shall
be given release time to prepare for and participate in Training Committes activities. The
Training Committes shall meet at least twice a vear. Either LAF or the ULW may call a meeting
of the Training Committees.

b. The Training Committees shall ascertain the training and orientation needs of the
staff, develop training programs, and evaluate training and orientation events that are conducted.
Consistent with this:

(1) The Committee shall develop and LAF implement a1 least one separate
skills training event per vear for each job classification: paralegals, intake specialists,
DAS's, secretaries and receptionists,

(2} The Commiites shall utilize whenever practicable, qualified emplovees
for trainers for in-house training. In the event an employee is selected to train at an in-
house training session s/he shall be relieved from his her job duties while training.

(3)  Within ten (10) days of the starting date of a new employee, the
supervisor shall inform him'her orally of the training plan, including content, method,



and schedule. LAF shall provide a new employee within thirty (30) days of his'her
sfarting date, a written summary of the training planned for that employee including the
names of the persons responsible for the training, content, method, and the schedule for
the training.

{4) The supervisor shall assure that a new employee receives an introduction
to all procedures and practices relevant to his/her work in the office.

(%) LAF zhall implement decisions approved by a majority of Commitiee
members with respect to in-house training, unless unreasonable or unless they interfere
with LAF's primary objective to provide services to clients.

(a) The Training Committee shall consider the foreign language and sign
language training needs of the staff, Where LAF, after considering the views of the
training committee, in its sole discretion determines that language training is necessary
for a staff member, LAF shall select and pay for such training.

(7} The Training Director shall provide the Training Committes with a list
of all paralegals with their respective areas of substantive expertise within three (3)
maonths of the ratification of this Agreement.

€. All employess shall be notified of all Legal Services Corporation training
programs and other outside training that the Committes determines would be beneficial to the
employees in each job classification. To provide for this outside training, the committee shall
establish criteria for attendance at approved training programs. The Executive Director or
his'her designee shall determine which staff attends the training.

(1 Except as otherwise agreed by an emplovee and the Union that the
employee share the expense, aftendance at an approved training program shall be at
LAFMC's expense, and employees attending an outside training shall be reimbursed for
all expenses as provided elsewhere in this Agreement,

(2) Whenever possible, notice of all ouwside raining programs approved by
the Commities shall be posted in each neighborhood office or project at least 30 days in
advance of the final application date.

(3) The Training Director shall collect and maintain the following records:

(a) a list, including title, dates, and sponsorship of each iraining
event in which Uinion members participate, and

(b} a list of employees who attend these events. This list shall be
available to the Training Committes.

d. LAF shall provide training for affected emplovees of new equipment, forms,
responsibilities and procedures. All emplovees, whose job responsibilities require them regularly
1o use computers, shall receive ongoing training in word processing and computer skills and in
new word processing methods. This training shall be on a consisient basis, The Training
Committee shall make periodic determinations that this training is being provided.



e Secretaries and DAS's shall receive the following minimum training:

(1} Within two {2) months of hire, new secretaries and DAS's shall receive
training in these areas;

(a) History of legal services and of LAF;

(b} Services rendered by LAF including the specific services
rendered by each special project;

(c) Structure of LAF;

(d)  Communication skills;

ie) Instruction on all office equipment, including word processors;

{f) Instrsction on the use of and the contents of the Secretarial
Training Manual; including the appropriate typing form for all pleadings and
other legal documents;

4] Instruction in maintaining neighborhood libraries;

(k) Instruction on any procedures peculiar to the particular office or
project 1o which the employee is assigned; and

(i)  Other training the Training Committee deems appropriate,

(2) In addition, new DAS's shall receive within two (2) months of hire
instruction in all of the administrative procedures for which they are responsible.

f Immediately upon employment, Receptionists shall receive training in the
following arcas:

(1)  History of legal services and of LAF;

(2}  Services rendered by LAF including the specific services rendered by
each special project;

(3)  Structure of LAF;

(4)  Communication skills;

{5)  Interview techniques;

(6)  Case acceptance policies and procedures;
{7}  Community resources and referrals,

£ Immediately upon employment Intake Specialists shall receive training in all
areas listed in Section 13.3. £ of this Agreement. [n addition they shall receive traiming and



supervision on phone screening and interviewing in all major substantive areas of LAF practice
in the first two (2) months of employment.

h. When appropriate paralegals shall receive the following training:

L)) substantive training from his'her supervisor or designee in all areas in
whiich they are to take cases, before they represent a client in those areas including
observing, second chairing, and being supervised al administrative hearings;

2 shall receive training in negotiation and advocacy skills. administrative

practice, procedure, case management, appropriate legal terminology, appropriate legal
research, and evaluation and idemtification of legal isswes within one (1} year.

{3} The oifice or a project supervisor or his'her designee shall attend the
paralegal's first iwo hearings.

(4) When necessary or upon request a supervisor or his'her designee shall
review writien briefs, memoranda, letters or other written work that the paralegal
prepares in a substantive area for the first time.

(5) Paralegals shall receive a case review, which shall include a face o face
meeting, and written feedback, on a monthly basis during their first four (4) months of
employment and on a regular basis or as requested thereafier. These case reviews shall
include an in person meeting with the new paralegal and a discussion of whether the size
and complexity of the new paralegal's caseload is appropriate.

(&) If the new paralegal has concems that (s)he thinks are not being
addressed in the case reviews referenced in paragraph (5), (5)he may raise those concems
with the Deputy Director who is responsible for histher office or project. The Deputy
Director shall review the matters raised and report in writing to the paralegal and his‘her
Supervisor.

N All post-probationary employees shall meet with their supervisor and
work out a schedule for case reviews, which shall include face to face meetings.

(i) LAF shall provide for all employees who receive an interpreting/translating
bonus at least one (1) training per year in imerpreting/translating.

() Whenever there are significant changes in an employee’s job duties which
require new skills or knowledge LAF shall provide necessary training.

(k) Whenever possible, notice of all approved outside training programs shall be
posted in each neighborhood office or project 30 days in advance of the final application date. In
the event that any outside iraining program 1o which LAF sends employees is not accessible to
the handicapped, LAF shall take the appropriale steps 1o register a wrilten protest with the
sponsor. LAF shall not sponsor in-house training of any LAF employee that is not accessible to
the handicapped when any handicapped employee is a potential participant,

(L.} Employees without prior interpreting experience shall observe an experienced
interpreter in the following setfings: client interview, court appearances, administrative hearing



end deposition prior to being required to interpret in such settings. This may be observed live or
on video tape, and in real or simulated settings.

(m.)  Inthe event that the Committes Members are evenly divided on any issue within
the authority of the Training Committes, the matter shall be submitted 10 the Executive Direcior
for final resolution.



