SCHOOL OF LAW
UNIVERSITY of WASHINGTON

Gates Public Service Law Program

12Twenty Pro Bono Experiential Learning Module
Step-by-Step Guide

When to Use This Process

Students should enter their pro bono, community service, or other experiential learning
hours into the new 12Twenty Pro Bono Experiential Learning Module when seeking to
apply these hours towards UW Law’s voluntary Pro Bono Honors Society and/or the

mandatory JD Public Service Graduation Requirement. More information about these
programs and eligible activities can be found at the links provided.

For clinics and externships completed for credit, students should only use this process to
submit hours if seeking to apply them towards the Pro Bono Honors Society (as explained
on the Pro Bono Honors Society page, this is limited to excess hours except for work
completed prior to the start of the 2024-25 academic year). For purposes of the Public
Service Graduation Requirement, clinic and externship hours are automatically counted by
the Academic Services Office and this 12Twenty process does not apply.

Creating a New Pro Bono Experience in 12Twenty

1. From your 12Twenty homepage, select “Experiential Learning” in the column to the left.

On the next page, click in the top right corner. You should see a new page
titled “Create New Experience.”

2. For “Employer,” enter the legal employer, organization, or other qualifying entity for
which the relevant pro bono or public service work will be completed.

3. Under “Experiential Learning Type,” select “Pro Bono”
Experiential Learning Type* Pro Bono w
4. For “Pro Bono Type,” select the type of activity.

Pro Bono Type* @ Non-Profit v

e Asexplained at the help icon @, starting with the 2024-25 academic year, only
excess clinic or externship hours beyond the amount required to satisfy the relevant
number of academic credits may be applied towards the Pro Bono Honors Society.


https://www.law.uw.edu/careers/gates/pro-bono/pro-bono-honors-society
https://www.law.washington.edu/students/academics/graduation.aspx#PService
https://www.law.uw.edu/careers/gates/pro-bono/pro-bono-honors-society

For clinic or externship hours completed prior to September 23, 2024, up to 50
hours completed for credit may be applied (as well as any excess hours).

5. Enter the address and location information for the employer or organization.

6. Under “Project Description,” enter a general description of the project/work to be
completed. Specific tasks and hours will be entered later in the process.
e For legal work, this description should be sufficient to show that the activity meets
UW Law's definition of “public service legal work” found here.

7. Select whether the activity will be compensated.
e The help icon @ notes that compensated hours may only be counted towards the
Public Service Graduation Requirement. All hours going towards the Pro Bono
Honors Society must be uncompensated.

8. Select whether you are requesting the hours to be counted towards the JD Public Service
Graduation Requirement (only applicable for JD students) and/or the Pro Bono Honors
Society. Program requirements are explained at the links provided.

9. Under “Supervisor,” you will enter the name and contact information for your supervisor
for the project/work.
e If your supervisor has previously been added to the 12Twenty system, you can
select them under the “Select a Contact” dropdown.
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e Otherwise, you will select “+ New Contact” and add the supervisor's information into
the “Create Contact” field that should appear on your screen.

Create Contact

First Name*

Last Name*



https://www.law.washington.edu/students/academics/graduation.aspx#PService

10. Enter the anticipated timing of your pro bono project/work.
e This timing can be approximate and should reflect the overall period of time over
which you expect to complete hours towards the project. Specific dates and tasks
will be added later as you complete your Hour Log.

11. Once you have completed all of the information outlined above, you will click “Save” in

the bottom right corner. You should be taken to a summary of the information you

entered, with your experience marked as “Draft” in a grey box at the top left.
Test
& Fall 2024

DRAFT

Details Hour Log Documents and Forms

Submitting Your Project for Initial Approval

If the project and supervisor information on the “Draft” page shown above all appears to be
correct, you can now submit your project for initial approval using

Submitting for initial approval will send your project to the Gates Public Service Law (PSL)
Program for a preliminary review to determine if your proposed project meets the basic
eligibility requirements for your hours to count towards the Pro Bono Honors Society
and/or the Public Service Graduation Requirement, as applicable. During this stage, your
experience should be noted as “Pending Initial Approval.”

Test
= Fall 2024
& Submitted for Initial Approval: 09/11/2024, 11:07am PDT

PENDING INITIAL APPROVAL

Once the Gates PSL Program grants initial approval to proceed with your project, your
experience will move to “In Progress” and you can start completing your Hour Log.

Test

= Fall 2024
= Submitted for Initial Approval: 09/11/2024, 11:07am PDT

IN PROGRESS



Test

% Fall 2024

Completing Your Hour Log

For your “In Progress” experiences, you can enter your daily (or weekly) pro bono hours in
the “Hour Log" tab. This system will allow you to keep a running total of your hours for the
experience, which you will ultimately submit to your supervisor and the Gates PSL Program
for review and final approval. After clicking you should see this screen,

allowing you to enter your hours for a particular activity or time period:

Create New Hour Log Entry
Date’ 09/13/2024

Hours®

Description Fo

Once your entry is complete, clicking “Save” will add the hours to your running Hour Log for

the experience (see below).

@ Submitted for Initial Approval: 09/11/2024, 11:07am PDT
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Client intake and related legal research.

Rezearched case law and drafted summary for supervisor.

Submit for Approval

+ Add Hours & Export Hour Log

From the screen above, you can modify any previously-completed entries by clicking the
three vertical dots to the right side and selecting “edit.” You can also create a PDF summary

of your hours by selecting “Export Hour Log.”



Submitting for Final Approval

When you have completed all of the work you expect to complete for a pro bono
experience and have entered it into 12Twenty, you will submit for final approval by

selecting at the top right of the screen shown above.

Once you submit for final approval, the information you have entered for the experience in
12Twenty will first be sent to your listed supervisor for approval. After your supervisor
approves, it will be forwarded to the Gates PSL Program for final approval. The Gates PSL
Program will keep track of student hours applied towards the Pro Bono Honors Society and
will notify Academic Services of hours completed towards the JD Public Service Graduation
Requirement, if applicable.

Please email gatespsl@uw.edu with any remaining questions about the Pro Bono Honors
Society, JD Public Service Graduation Requirement, or entering your pro bono hours into
the 12Twenty Pro Bono Experiential Learning Module.

Any questions specific to verifying your completion of graduation requirements should be
directed to Academic Services at mylaw@uw.edu and any questions related to externships
other than those specific to logging externship hours as pro bono work should be directed
to the Externships Office at extern@uw.edu.



mailto:gatespsl@uw.edu
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