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Intake Form Guidelines

· This form is the first step in the intake process for new Friends at CBST. If you have questions, seek input from the clinic coordinator or supervising attorney for that session. Once the form is completed, please ask the supervising attorney to review it before moving on to the I-589 or any other forms. 

· It is crucial to always complete the intake, unless you identify an urgent need, such as a looming 1-year asylum deadline. In this case, immediately inform the clinic coordinator. The questions on this intake are designed to allow an attorney to identify forms of relief that a friend might be eligible for, including but not limited to asylum.

· This form is divided into several sections. Set expectations with your friend at the beginning of the intake. Let your Friend know that the first questions will contain biographical information. Next, you will give them an opportunity to tell you their story and get more specifically into in-depth questions about how they got to the U.S., why they left their country, and why they cannot return to their country of origin. Finally, you will discuss their life here in NYC and any needs they may have.

· Reassure them that all information you discuss with them is confidential, that it will be kept in a safe place, and that it is essential so that we can best help them.
______________________________________________________________________
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Names, dates, and other basic information:

1. What is your name?  Is this the name you use in conversation with friends? What are your pronouns? He, him, his | She, her, hers | They, them, theirs

2. What language do you feel most comfortable using?
	
	



3. Have you filed anything with the immigration service such as an asylum application? If so, do you have an A number? (A Friend who will be possibly filing an affirmative case will not have an A number.)

	



4. When did you last enter the US?  (*If their 1-year anniversary of arriving is within the next 4 weeks, tell the clinic coordinator.)  *IMPORTANT (If your Friend entered the United States by airplane with a visa, retrieve your Friend’s I-94 from https://i94.cbp.dhs.gov and upload it to the HerokuApp database - https://sanctuarynyc.herokuapp.com/ Use the data of entry listed on the I-94).

	



5. If you entered the United States with a visa, when does your status [allowed time to stay] expire? (Please make a one-sided copy of the friend’s passport including every page that has anything on it). If your status has already expired, when was that?

	



6. What brings you to the Clinic today? (Open-ended, give them a chance to speak freely before getting more specific)

	



7. What kind of help are you looking for today? Do you need help understanding paperwork? Help with an application? Something else?

	



8. Where do you currently live (full address with zip code)?

	



9. Where is the best place for you to receive mail? 

	



10. What is your phone number? Is this the best number where you can be reached? 

	



11. Do you have an email address you check regularly? If so, what is it?

	



12. Do you use Facebook/lnstagram/WhatsApp? If so, list them and your ID here.

	



13. How do you prefer to be contacted?

	



14. In case of an emergency, who can we reach that you are in touch with? What is their phone number and their email address?

	



15. What is your date of birth? 

	



16.  The following questions should be asked ONLY if your Friend is under the age of 21. This will determine if your Friend qualifies for Special Immigrant Juvenile Status)
a. Are you under 21 and unmarried? 

	



b. Who raised you?  (Mother, Father, Both, Neither, Other) 

	



c. Where does your mother live? 

	



d. Where does your father live?

	



17.  Where were you born? (City, Province, Country)

	



18. What is your current immigration status?

	



19. Have you ever held another immigration status in the United States?

	



20. Have you ever applied for asylum in the United States or in another country?

	



21. Do you have an immigration lawyer? Have you spoken with any lawyer?

	



22. If so, are you happy with how you are being represented?

	



23. Do you have any dates to appear in immigration court, or report anywhere for a check- in? If so, when is the date and what do you believe will happen on that date? If your Friend is in proceedings, call the EOIR (the agency that houses immigration courts) hotline at 1-800-898-7180 and use your Friend's A-number to check.

	



24.  Do you have any papers from the court or the government about this date? If so, please make a copy for the file or ask your Friend to bring the papers next time.

	



25. Do you have any non-immigration court dates (Criminal Court, Family Court)? Do you have any papers from that court?

	



Questions about how your Friend arrived in the U.S.:
*IMPORTANT (If your Friend entered the United States by airplane with a visa, retrieve your Friend’s I-94 from https://i94.cbp.dhs.gov and upload it to the HerokuApp database - https://sanctuarynyc.herokuapp.com/)

26. Where did you begin your journey to the United States?

	



27. Did you pass through any other countries before arriving in the U.S.? If so, which countries and for how long were you in each country?

	



28. Who did you travel with to the United States?

	



29. Where did you enter the United States?

	



30. Did you have permission to enter the country? Did you have a visa or did you present yourself to a U.S. official at the border?

	



31. Were you detained at any point by the U.S. government?

	



32. Had you ever entered the U.S. before? If so, when and with what kind of visa?

	



33. Have you or anyone on your behalf filed any type of case with immigration?

	



34. Did you or your family borrow money, or something else in order to pay anyone to help you come to the U.S.? (Ex.: jewelry, vehicles, or labor).

	



35. Did the people or person who arranged your travel pressure you to do anything in exchange for their help? (Ex.: did anyone ask you to carry something across the border?)

	









Questions about your Friend's country of origin:
36. We want to learn about your situation in the country where you lived. Please take as long as you need to discuss. Feel free to stop at any time.  (Let your Friend know that if they are more comfortable only with members of their gender or without their family present, you can find a private space to discuss this section.)

	



37. Did your Friend ever personally experience violence when in their country? Were they ever attacked or threatened?

	



38. Who was the person or group who attacked them?

	



39. Why do you believe you were attacked? Did your attacker indicate to you why they were attacking you?

	



40. Does/did you belong to any group of people that are ever attacked in your community or country?

	



41. We see many people who are threatened because of their sexual orientation or gender identity who identify as gay, lesbian, bisexual, genderqueer, transgender or intersex. Does this apply to you?

	



42. Was anyone in your family or community ever attacked or threatened? If so, do you know why?

	




43. Do you have any record of the attacks to you or your family? Reports to the police, medical records and/ or articles in the media?

	



44. Are you still receiving threats?  Are members of your family, friends, or community back home receiving threats? If so, how do you know?

	



45. Did you ever relocate within your country of origin because of violence or threats you experienced or feared? 

	



46. Do you think you would be able to live safely in another part of your country?

	



47. Have you ever been hurt by anyone in your family?

	



Questions about your Friend's family in the U.S.:	

48. Are you currently, or have you ever been legally married or in a civil union? Are you currently partnered or in a relationship with anyone?
    
	



49. If yes, please list the name of your spouse or partner, their immigration status and, if they are in the U.S., please list their A number if they have one.

	




50. Do you have any children in or outside of the United States? If yes, what are their names and dates of birth? Please list their A number if they have one.

	



51. If you have children in the United States who are under 21 and were NOT born in the USA, please answer the following questions (This will determine if your Friend's kids qualify for Special Immigrant Juvenile Status.):
a. If yes, is your child (children) under 21 and unmarried?
	



b. Who were they raised by? (Mother, Father, Both, Neither, Other)

	



c. Where does their mother live?

	



d. Where does their father live?

	




52. Do you have any friends or family members in the United States that could take care of your children in an emergency?

	



53. Do you have any other family members in the United States? If so, what are their names, location, and their immigration status?

	





Current life in the U.S.:

54. Would you like to speak with a social work intern to learn more about social services and other resources that might be available to you in New York City? 
If YES, please note in the Team Sheet at the end of the night!


	





55. Do you have any medical conditions that we should know about?

	



56. Do you have any critical needs? For example, do you have access to enough food for yourself and their families?   Do you or someone in your family have any medical issues? Are you able to get medical attention?

	



57. Do you have any problems with your current living situation? Are you able to continue living there for the foreseeable future? Could you leave it if you wanted or needed to?

	



58. Have you had any contact with the police in the United States? Have you ever been arrested or given a ticket (including for jay walking or jumping a turnstile)?

	



59. Have you had anything stolen from you, or have you ever been attacked in any way in the United States?

	



60. Are you currently working? If so, where? 

	



61. Do you currently have permission to work in the United States? Have you ever had permission to work?

	



62. Have you worked for someone or done anything for which you were promised payment but did not get paid?

	





63. Were you ever made to sign a document, for instance a work contract, without fully understanding what it stated?

	



64. Did anyone at a workplace or any other gathering place ever make you feel scared or unsafe?

	



65. At the workplace, are/were you allowed to take breaks, for example, to eat, use the telephone, or use the bathroom? How many days and hours a week do you work?

	



66. Have you ever worked (or engaged in other activities) or lived somewhere where you were, in effect, locked in (Ex.: where the locks on the doors or windows or anything else prevented you from leaving)?

	



67. Has anyone ever taken and kept your identification, for example, your passport or driver's license?
	



68. Has anyone ever taken your money in exchange for providing such things like transportation, food, or rent when you had already paid it?
	




Notes:
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