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INTAKE FORM

(Please fill in all blanks in bold)

Date:  
Name: 
 
Address:
 

Telephone: 
E-mail address: 
Date of Birth: 
How did you hear about CD?: 
Have you contacted any other attorneys?:


If yes, what did they say?
EMPLOYMENT INFORMATION

Name and address of Employer: 
 
Date employment began:  
Date employment ended: 
Were you employed full time?: 
What is the last date you worked?: 
If you were terminated, did you receive severance pay (more than the wages and vacation pay you were owed)?

-If so, how much?

Did you sign a written Release when your employment ended? 
Do you believe the employer still owes you money for unpaid wages?: 

-If so, how much?: 
What type of unpaid wages?: (Regular hours Overtime hours Unpaid vacation?)

-How have you calculated this amount?:  
Approximate # of employees: 
Your Job Title:  
Are you a union member?: 

-If yes, which one(s)?: 
What was your closing salary or hourly wage?: 
If you received employee benefits, what kind? (i.e., health insurance, life insurance, 401k, etc.): 
If you are currently working at a new job, who is your present employer?

-Date new employment began: 
REASONS FOR WRONGFUL CONDUCT

What reasons did your employer give you for the wrongful action?

What do you believe was the real reason, and why do you believe it?

Please state the names of all persons responsible for the wrongful action and their position:

DISCRIMINATION

Do you believe that the employer's wrongful conduct was the result of discrimination based on one of the following: 


(Sex; National Origin; Race; and/or Disability?)

-Describe: 

Other forms: 

(Pregnancy; Sexual Harassment; Age;  Retaliation; and/or "Whistle Blowing" i.e., telling about illegal conduct by your employer or refusing to do something illegal); Sexual

Orientation; Other (describe))

IF Sex Harassment, Are you online on any social networking sites like Myspace?: 

-Describe:

If you feel you have been discriminated against based on one of the above, please give actual examples that show that the unfair treatment is caused by discrimination (such as, discriminatory remarks, different or unfair treatment, under-representation, etc.):


-Examples:

1. 
2.
3.
4.

5.

Please state the names of any witnesses to the discrimination and briefly describe what they would testify to:
DAMAGES
If termination  

· How long has it been since termination?

If unpaid leaves

· Dates of leaves?

· Length of leaves?

If demotion/salary wage reduction

· Salary differential?

Any documented emotional distress?

· Have you seen therapist, been prescribed medications?  
Have you ever filed BANKRUPTCY? When? Discharged?
PRIOR CLAIMS AND GRIEVANCES

If you have filed one of the following claims, please describe below the dates you filed and the results obtained:

-Union Grievance(s): 

-Claim for Unemployment Benefits:

-SDI Benefits:


-Social Security Disability Benefits:

-Claim of Discrimination with DFEH or EEOC:

-Department of Labor (wage claims):

-Civil Service Commission:

-Workers Compensation:


-If so, Name and phone number of your Workers Compensation attorney:

-Private Disability Insurance:

-Credit Issues:
EMPLOYMENT TERMS

Do you ever receive an Employee Handbook?


If yes, do you have a copy of can you get one?

Do you recall if you signed an arbitration clause?

Do you have a written contract for employment with the employer? 
Do you have an oral promise for continued employment by anyone? 
If the employer has written personnel policies, do the written personnel policies say that your employment is "at will"? 
Does your employer have a policy of progressive discipline (for example, first oral warnings, then written warnings, probation, then termination)? 

-If yes, Did the employer follow this policy? 

-If no, please explain
Does your employer have a grievance procedure? 

-If you used it, what happened? If you did not, why not?

JOB PERFORMANCE

Did you receive written or spoken evaluations of your work? In general, what was said?

Were you notified of the wrongful action(s) in writing? 
Did you respond to the written notice(s) in writing? 
If you already filed a lawsuit, when was it filed? 

-What is the name and phone number of the attorney representing you?


-Why are you looking for a new attorney?
Is there anything else you think we should know?
_________________________________________________

Attorney comments: 
