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Housing Practice Tip (February 2025)
Volunteering for the Ramsey County Remote Housing Court Clinic

Appearing over Zoom as a volunteer at a housing court clinic in Ramsey County is straightforward. If you are new to Zoom or new to appearing in court over Zoom, below is a breakdown of what you need to know.

In advance of your volunteering date, you will receive:

· Zoom meeting information for the date and time of the calendar.
· A copy of the Court calendar listing the cases, typically around 4pm the day before the clinic. 
· The name and email address of VLN’s clinic assistant who will be at the calendar with you.
· If you need anything during the clinic, you should contact the clinic assistant directly or by email.
· The Zoom chat function is a part of the court record, so it is not a good way to connect with anyone other than court staff.
· If you want to look at court documents for the cases on the calendar prior to the court clinic:
· Go to Access Court Records on the Minnesota Judicial Branch Website and find the link. for Minnesota Court Records Online (MCRO) https://www.mncourts.gov/access-case- records.aspx
· You can search for cases and all public court documents by case number or party name.

How a Zoom Clinic works:

1. There will be many different groups of people attending the initial appearance hearing over zoom, which may include:
a. Court staff (clerks, a judicial officer, a court reporter)
b. VLN’s clinic assistant.
c. Other service providers, such as other legal service providers, mediators, and financial services staff. 
d. Tenants and landlord attorneys.
2. Breakout Rooms:
a. Main Room – only for roll call, being assigned “co-host” rights, and any Court-related technical difficulties.
b. Clinic Services Room –The clinic assistant will meet you here and let you know which case is first and then next.
c. VLN Rooms – where our clients wait for services.
d. Negotiation Waiting Room – where the landlord attorneys wait to negotiate cases.
e. Numbered Breakout Rooms – where you can conduct negotiations.
f. Ready Room – where parties go when they are ready to go before the judge.
g. Courtroom – where parties go before the judge.  Do not go into the Courtroom Breakout Room until you have been directed to do so by Court staff.  
3. Time:
a. The court clinic begins on Tuesday, Wednesday, and Thursdays at 8:15 am.

4. Process :
a. You will start in the Main Room.  Wait to be made a “co-host.” Then, move to the Clinic Services Room where you will meet the clinic assistant.  
b. Court staff make announcements about Zoom procedures and services available, clients are identified for free legal services.
c. Most tenants speak with financial services before legal services.  Once intake has been done by the clinic assistant, she will let you know whether the client is eligible for full representation or brief advice.  The level of service provided is up to you.
d. You will then meet with the client in one of the four VLN Breakout Rooms.   
e. When you are ready to negotiate with the landlord’s counsel, you will need to find them by opening the breakout rooms dialog box and expanding it to see where everyone is.  They are most often in the Negotiation Waiting Room.  If they are with another tenant, you can let the Court Clerk in the Negotiations Waiting Room or the Ready Room know that you are waiting to talk to them.  
f. You will then agree with the landlord’s counsel on a vacant Numbered Breakout Room to meet and negotiate in.  
g. Once you have finished negotiations, if you have an agreement, you can often send the client in to go before the judge or referee with opposing counsel to put the settlement on the record.  Opposing counsel will generally send the agreement to the Court after you have approved it and reviewed with your client.   To send the client into the Courtroom on their own, send the client to the Ready Room (you are able to move people around).  Then go the Ready Room yourself and explain the status and tell the Court Clerk that you will not be going into the Courtroom with the tenant.  
h. Or you can represent them in court.  
i. If you do not come to an agreement and are going to ask for a trial, you should represent before the referee or judge if you are going to keep the case.  If you are going to refer it back to VLN to try to find a full representation volunteer attorney (please let the client know that we will try to find them an attorney but they may have to proceed on their own), you may or may not represent before the referee or judge but it is helpful to find out the trial date and include on your advice form.  
j. When you are finished with the first client, please return to the Clinic Services Room.  

5. Options for legal services provided to clients:
a. Advice only.
b. Limited Representation (clients need only qualify for advice services to receive limited services).
c. Speak with opposing counsel. d. Negotiate settlement.
d. Brief court appearance:
· Note to the court that you are appearing on behalf of the client only for the day. The clerks generally know to not make you an attorney of record in the court file when you say this.
· If you make a court appearance, we require a Representation Agreement with the client. The VLN clinic assistant will help you with the representation agreement using an e-signature service.  
· Your description of services on the Representation Agreement must specify the limited services to be provided.
e. Full Representation:
· If Volunteer Attorney plans to provide court representation to client:
· VLN clinic assistant will help with representation agreement using an e- signature service (HelloSign).
· May appear in Court. If the client is eligible for full representation, but you cannot provide full representation:
1. Advise client that VLN will try to find a volunteer to take case, but do not promise.
2. Notify VLN intake staff and VLN will attempt placement of the case with a full rep volunteer attorney after the hearing.
3. Take good notes as to why a case is recommended for full representation. Include this information in your case closing form.
6. If you want to negotiate with the opposing party:
a. The clinic assistant can help identify the opposing lawyer or party if needed.
b. Meet with opposing counsel or party in a Numbered Breakout Room.
c. Settlement Agreements:
· Courts generally want a written settlement agreement emailed to them.  Usually, the landlord’s attorney will do this.  If you need to know where to email a settlement, ask the clerk in the Ready Room.
· Let the Court staff know whether you will appear in Court with the client.
7. If you have questions, need help, or need to communicate with VLN while in clinic:
a. The VLN clinic assistant is available on Zoom.
b. A VLN staff attorney is available during the clinic time – have the clinic assistant ask for staff assistance.
8. What if?
a. Zoom is not working, or you are having other technical issues with logging in:
· Email VLNs’ clinic assistant to let them know you are having technical difficulties.
b. There are too many clients that need help: VLN Staff Attorney can provide backup.
· Let clinic assistance know you think another attorney is needed if available to come to the clinic.
· You can request a continuance from the court for clients that cannot be seen during calendar.
c. You are unable to appear for your scheduled shift:
· Email the VLN clinic assistant or VLN staff you have been in contact with for the court shift as soon as possible.

Helpful Information on how to provide services remotely:

· How to Join a Zoom Meeting from Your Computer
· How to Join a Zoom Meeting by Phone
· Zoom on a Mobile Device
· Zoom Breakout Rooms for Participants
2

image1.png
Making Pro Bono Happen Since 1966





