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Managing Litigation Work – File Handling (2 of 2) 

Plan and prioritise a workload and manage files and tasks concurrently, efficiently, making the best 
use of available resources, exercise good judgment, be realistic (as to the client’s or service user’s 
expectations, proportionality, time or available funds) and seek support when necessary. 

I currently have conduct of 46 active clinical negligence cases for which I am solely responsible. I 
have evidenced my ‘to do list’ which sets out my day to day running of my files. This enables me to 
manage my case load in an efficient way. The diary entries are also realistic in that I do not list a task 
within the next week for a response from an expert if I know that they will be away. I can therefore 
diarise according to the likely availability in dealing with a request. I am able to seek support from a 
paralegal in my team if required and I often delegate administrative tasks to the team secretary to 
assist my in progressing my caseload. 

Able to deal with a diverse range of client issues presenting a range of civil disputes 

You can see from my ‘to do list’ what step I must consider, whether that be awaiting a response 
from an expert or instructions from my client to drafting court documents and awaiting comments 
from a witness. Also, this way of working prompts me to chase any outstanding issues on matters. 

Deal with matters without causing delay 

I have previously evidenced that I am able to deal with matters without delay at pages 92 – 96. I 
received the referral form from my client and was able to acknowledge and provide my initial advice 
on the same day.  

Manage financial transactions on the file correctly and appropriately. 

Within our Database system, there is specific costs page which allows me to enter information and 
keep it updated. There is a section for client costs and Claimant costs. I am able to enter 
disbursements, whether interim payments have been made, the funding agreement between the 
Claimant and the solicitor and estimate costs as the case progresses. In the evidence I have provided 
at page 121 demonstrates the many entries within one matter that can easily be reviewed.  

Exercised and applied appropriate case analysis, critical judgment and evaluation through a 
thorough risk assessment and identified the issues arising and applied the correct law and 
procedures to a matter. 

I have demonstrated in my letter to the claimant solicitors (page 122-123) regarding limitation that I 
am able to apply appropriate case analysis of the limitation position and calculation relating to the 
Redress Process within my client’s regulations. I have risk assessed the position relating to agreeing a 
limitation extension and advised that it is unlikely that my client would have a defence in this regard. 
In calculating limitation I have also applied the appropriate law of the Limitation Act 1980 in addition 
to my client’s internal NHS (Concerns, Complaints and Redress Arrangements) (Wales) Regulations 
2011.  
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	A) Name 2: 
	A) Element 2: Interviewing, Advising and Communicating
	A) Evidence 2: Email correspondence with witness with documents prior to call to discuss witness statementFile note of questions to ask at meetingTelephone note of meetingDraft witness statement with highlighted areas for comment by witness Email to client to send out draft witness statementsEmail from client with correspondence from witness attaching final witness statement signed
	A) Outcome 2: I previously received comments from the witness regarding their involvement in the matter. I have met the outcome of interviewing by preparing for an initial interview by producing a file note of the further questions I wish to ask the witness. I also invited my client to attend the meeting so that the witness would feel supported. I greeted the witness at the meeting and explained the reason for the meeting. I also updated the witness on the current position. I allowed the witness to provide his initial comments on the matter prior to asking my specific questions. This has demonstrated that I have used appropriate listening and maintained a rapour with the witness in allowing them the opportunity to speak. I kept a full and accurate record of the interview by way of a telephone note and included the witnesses response under each sub heading of question. This also enabled me to obtain the relevant information to draft the witness statement. I disseminated the information accurately by drafting the witness statement and to ensure I was sensitive to the witness, I asked my client to send out the draft statement. I have kept my client copied into each correspondence with the witness in order to maintain sensitivity to the witness and ensuring they know they are supported by my client. I also sought instructions from my client to finalise the statement by sending a copy of the statement to my client and requesting that it be signed by the witness.
	A) Opportunities 2: N/A
	A) Date 2: 25 January 2022
	A) Date 3: 
	A) Page 2: 
	A) Learning Outcome 2: Interviewing
	A) Name 21: 
	A) Element 21: Interviewing, Advising and Communicating
	A) Evidence 21: Client advice letter
Telephone call with client to discuss advice/instructions
Further advice letter to client with advice and seeking instructions.
Email from client with instructions
	A) Outcome 21: In my client advice letter, I have provided clear advice on all relevant matters to this claim. I have set out the current position, allegations, offers made by the parties to date and my client's position in respect of limitation. I have given clear, accurate and appropriate advice regarding costs of the parties and the Claimant's funding position. I have also provided advice in respect of the expert evidence obtained and my quantum advice. I have provided clear advice in respect of the prospects of success of the case and identified the options available to the client in how to progress the case, either to accept an offer or make a counter-offer. I have sought my client's appropriate instructions in respect of next steps.During the telephone conversation, I have discussed the commercial aspect of settling this matter in order to seek resolution of the claim. I have also provided an update to the client and discussed the recently disclosed schedule of loss and the complexity of the schedule of loss and recent offer of settlement. also, I discussed the fact that it is not supported by evidence. I then followed up my telephone call with the client with a further letter of advice setting out my updated quantum advice and seeking my client's instructions. The client provided their instructions in accordance with my advice.
	A) Opportunities 21: N/A
	A) Date 21: 9 May 2023
	A) Date 31: 
	A) Page 21: 
	A) Learning Outcome 21: Advising and Communicating
	A) Name 22: 
	A) Element 22: Costs and Funding
	A) Evidence 22: Initial Client advice letter - 9 March 2022Comprehensive Client advice letter - 9 November 2022
	A) Outcome 22: The initial client advice letter provides evidence that I have provided a realistic costs estimate of all costs under the subheading of 'Costs'. This includes my estimate and reserves of the likely costs of the Claimant and the defence costs of bringing this matter to conclusion at the start of the case based on the information to date. I have also set out the funding position of the Claimant that the matter is funded by way of a Conditional Fee Agreement but that the Claimant did not have the benefit of after the event insurance and that qualified one-way costs shifting will apply in accordance with CPR 44. I have also provided quantum advice based on the information to date. In the further comprehensive client advice letter, I have updated my client as to the costs position, at this stage the Claimant was unlikely to have incurred any further costs as they were awaiting our response to their Letter of Notification. My advice in respect of the costs reserves had therefore not changed of the Claimant but I advised on the disbursements already paid to date in respect of defence costs. Further, I advised my client that based on the evidence this was not a case that they would be successful in defending to trial and I advised to make admissions in respect of liability and to consider early settlement. I have explained the cost implications of each strategy in my letter in accepting the Claimant's offer late or making a counter offer of settlement. In accordance with Part 36, I advised if my client were to accept the Claimant's offer late that my client may be liable to pay interest and possibly indemnity costs upon the sum post dating the relevant period of the Claimant's offer. 
	A) Opportunities 22: N/A
	A) Date 22: 9 November 2022
	A) Date 32: 
	A) Page 22: 31-3334-38
	A) Learning Outcome 22: Costs (1 of 5)
	A) Name 23: 
	A) Element 23: Costs and Funding
	A) Evidence 23: Client advice letter - 20 June 2022
	A) Outcome 23: The client advice letter sets out my advice in respect of the Claimant's CPR Part 36 offer of settlement and the date until the offer was open for acceptance. I have advised my client of the costs implications in respect of the associated risks of not accepting the offer within the relevant period for acceptance and that in this case, the offer had put my client at risk in terms of costs. This was due to my previous advice on value and that the Claimant's offer was less than my valuation. At this stage, the investigations to date had not provided me with sufficient evidence to advice my client in respect of the offer and therefore, I advised my client that further investigations were required in order to determine whether there was a breach of duty of care prior to considering the Claimant's offer further. 
	A) Opportunities 23: N/A
	A) Date 23: 20 June 2022
	A) Date 33: 
	A) Page 23: 39-41
	A) Learning Outcome 23: Costs (2 of 5)
	A) Name 24: 
	A) Element 24: Costs and Funding
	A) Evidence 24: Letter to client enclosing Claimant's Schedule of Costs - 26 July 2023
	A) Outcome 24: My letter to the client encloses a copy of the Claimant's Schedule of Costs and sets out the likely fees that are to be paid in instructing a costs draftsman to provide advice in respect of the Claimant's costs and to negotiate settlement on my client's behalf. This letter provides evidence that I have provided appropriate advice regarding the fees that will be charged in the costs draftsman carrying out this work.
	A) Opportunities 24: N/A
	A) Date 24: 26 July 2023
	A) Date 34: 
	A) Page 24: 42-43
	A) Learning Outcome 24: Costs (3 of 5)
	A) Name 25: 
	A) Element 25: Costs and Funding
	A) Evidence 25: Letter to client with Claimant's offers - 25 July 2023
	A) Outcome 25: The Claimant had made two offers on the same date in this matter, a Part 36 offer and a lower calderbank offer that was time limited and open for acceptance for 7 days. I advised my client of the cost implications of the Part 36 offer and the associated risks to my client if the offer was not accepted and the Claimant was awarded the amount of their offer or more at any subsequent trial. I also advised my client of the further calderbank offer and the date in which the relevant period for acceptance expired and that qualified one-way costs shifting will apply in this case. I have also requested my client's instructions within plenty of time to comply with the calderbank offer terms if my client wished to accept the offer. This demonstrates that I have provided advice and explained the costs implications of CPR 36 and other offers to settle.
	A) Opportunities 25: N/A
	A) Date 25: 25 July 2023
	A) Date 35: 
	A) Page 25: 44-45
	A) Learning Outcome 25: Costs (4 of 5)
	A) Name 26: 
	A) Element 26: Costs and Funding
	A) Evidence 26: Letter to Court filing Directions Questionnaire, Precedent H and draft directionsLetter to Claimant Solicitors serving Directions Questionnaire, Precedent H and draft directions.Directions QuestionnairePrecedent HDraft Directions order
	A) Outcome 26: The Claimant issued court proceedings in this matter and valued the claim up to £50,000 on the Claim Form. A Notice of Allocation was received from the Court confirming that Directions Questionnaires were due to filing by 13 March 2023. The Order also set out in accordance with CPR 3.13 that all parties must file and exchange budgets with the Directions Questionnaire where the value of the claim as stated on the claim form is less than £50,000. It was my interpretation that this matter fell within that costs provision and therefore, I have demonstrated my full compliance with the CPR 3.13(1)(a) costs rules in respect of costs budgets in filing and serving my client's Precedent H with the Directions Questionnaire at court and on the Claimant in accordance with the date on the court Order.
	A) Opportunities 26: N/A
	A) Date 26: 10 March 2023
	A) Date 36: 
	A) Page 26: 464748-5354-6061-65
	A) Learning Outcome 26: Costs (5 of 5)
	A) Name 27: 
	A) Element 27: Costs and Funding
	A) Evidence 27: Initial client advice letter - 22 December 2022Comprehensive client advice - 4 July 2023
	A) Outcome 27: I work within an organisation as an in-house Lawyer which means that I am not required to provide funding advice to my clients. My organisation is retained on a permanent basis. However, I do provide advice to my clients on the funding agreement that the Claimant has entered into with their instructed solicitors. The vast majority of cases that I litigate are funded by way of Conditional Fee Agreements and the Claimant often has the benefit of After The Event Insurance policies. As such, I advise my client in respect of the Claimant's funding agreement.I am aware of alternative methods of funding in respect of a clinical negligence claim through my experience prior to this role instructed on behalf of Claimants. I have an understanding of the funding options available to a Claimant such as Conditional Fee Agreements, Damages Based Agreements and private funding. I have only been instructed on one matter which has been privately funded with an ATE premium. The Claimant had not confirmed their funding agreement within the proceedings. I therefore provided my initial advice on the basis that the matter was funded by way of Conditional Fee Agreement. Following this, and the significant development of counsel's advice to settle the matter, I advised my client as to the likely sum of the premium in addition to a costs estimate. My letter demonstrates that I provide clear and accurate advice in respect of the funding of the Claimant's claim and the likely sum that may be payable as a result.
	A) Opportunities 27: N/A
	A) Date 27: 4 July 2023
	A) Date 37: 
	A) Page 27: 66-7172-78
	A) Learning Outcome 27: Funding
	A) Name 28: 
	A) Element 28: Costs and Funding
	A) Evidence 28: Precedent HLetter to client with Claimant's offer on costs
	A) Outcome 28: As I work for an organisation of in-house Lawyers. I am not required to provide my client with appropriate documentation and explain the requirements of an agreed funding method. My organisation is retained on a permanent basis and no funding agreements are drafted, discussed or required. However, whilst I do not prepare schedules of costs, I do prepare precedent H costs estimate budgets on behalf of my client in litigated matters. The precedent H sets out my client's costs already incurred to date and the likely costs that will be incurred in progressing this case to trial. Also, in my letter to the client I have disclosed a copy of the Claimant's schedule of costs and provided my advice in respect of suitable settlement parameters. This resulted in a good saving of the Claimant's costs for my client. 
	A) Opportunities 28: N/A
	A) Date 28: 6 January 2023
	A) Date 38: 
	A) Page 28: 79-8586-87
	A) Learning Outcome 28: Dcoumentation
	A) Name 29: 
	A) Element 29: Conduct and Ethics
	A) Evidence 29: CILEx CPD record (Paragraph 5.1 & 5.2)Letter to client enclosing proceedings (Paragraph 5.3 & 5.4)Letter to client acknowledging instructions - 27 July 2023 (paragraph 5.8)Letter to client with initial advice - 27 July 2023 (paragraph 5.8)Email correspondence for Claimant's solicitors BACS details on headed paper 
	A) Outcome 29: I am aware of my professional obligations as a Chartered Legal Executive. Paragraph 5 of the CILEx Code of Conductstates that I must act competently in the best interests of my client and respect client confidentiality. Specifically, paragraph 5.1 states that I must maintain a high level of competence in my legal work and ensure that my legal knowledge is up to date. I have demonstrated that I ensure I maintain this requirement by fulfilling the CILEx continuing professional development criteria by attending training courses and development learning courses and keeping myCILEx CPD record up to date. Another way in which I maintain my professional obligations is by having the understanding of the limitations of my knowledge and deferring to Counsel. In accordance with paragraph 5.3 and 5.4 of the CILEx Code of Conduct, I have demonstrated my compliance by advising my client that Counsel would be instructed to advise on liability and to prepare a draft Defence. In accordance with paragraph 5.8 of the CILEx Code of Conduct, I always endeavour to provide my prompt acknowledgement of instructions and initial advice. The acknowledgement letter and initial advice evidenced above were provided on the same day as instructions were received demonstrating that I comply with paragraph 5.8 in providing prompt, clear and accurate information and advice to my client. Given that I am employed by a public authority, the money laundering regulations do not apply. However, in order to protect my client, I ensure that Claimant's Solicitors BACS details are requested on headed paper. The email correspondence demonstrates that I have requested the Claimant's Solicitors BACS on headed paper to forward to my client to request payment.
	A) Opportunities 29: N/A
	A) Date 29: 27 July 2023
	A) Date 39: 
	A) Page 29: 8889-919293-9697
	A) Learning Outcome 29: Conduct and Ethics Professional Obligations
	A) Name 210: 
	A) Element 210: Conduct and Ethics
	A) Evidence 210: Email correspondence from expert regarding conflictLetter to alternative expert
	A) Outcome 210: An expert had been approached in this matter to provide a report in respect of breach of duty and causation. The Claimant's initials were used in correspondence to ensure confidentiality. The expert agreed to take on instructions. However, on receipt of the letter of instruction, the expert informed that there was a conflict and that they had already provided a report to the Claimant's solicitors in this case. I therefore returned to the expert and requested that he destroy all correspondence received. The expert confirmed he would do so. This demonstrates that I have identified a conflict of interest between my client and the third party (the expert) and appropriately dealt with it in asking the expert to destroy all correspondence received. I have also provided a letter of approach to an alternative expert to accept instructions in the matter.
	A) Opportunities 210: This has provided me with an opportunity for further development in ensuring that experts are aware of the claimant's name and details prior to sending instructions and documentation. I will also ensure that it is my usual practice to check there is no conflict prior to sending instructions.
	A) Date 210: 17 August 2023
	A) Date 310: 
	A) Page 210: 98-99100-101
	A) Learning Outcome 210: Conflicts
	A) Name 211: 
	A) Element 211: Conduct and Ethics
	A) Evidence 211: Comprehensive client advice letter
	A) Outcome 211: I am a defendant clinical negligence lawyer and therefore, it is not possible to advise my clients to withdraw from a case. However, I have experienced withdrawal from cases brought against my clients both in litigation and Pre-Action. The evidence that I have provided is the closest scenario that I can provide to withdrawal from a case. Specifically, this is a case in which it was clear that liability would be established and therefore, my advice was that early settlement should be considered. This was supported by the fact that the Claimant had already made an offer of settlement less than my quantum advice. The letter to the client sets out that an early settlement should be reached in order to avoid uneccessary costs and the progression of the matter. Also, that a response to the Claimant's Letter of Notification should not be served and to make a counter-offer of settlement at the earliest opportunity. This was to avoid the costs of the Claimant considering the Letter of Response.
	A) Opportunities 211: N/A
	A) Date 211: 9 November 2022
	A) Date 311: 
	A) Page 211: 102-106
	A) Learning Outcome 211: Withdrawal from a case
	A) Name 212: 
	A) Element 212: Conduct and Ethics
	A) Evidence 212: Email correspondence with Claimant solicitor agreeing undertakings to exchange evidence
	A) Outcome 212: It is my understanding that undertakings are a fundamental part of legal practice and an undertaking is a statement and a commitment given orally or in writing to do something, to someone who reasonably relies upon it. Failure to comply to such an undertaking could be considered as professional misconduct and may lead to action by the Solicitors Regulation Authority or Solicitors Disciplinary Tribunal.I identified that an undertaking was appropriate in this case with the Claimant's solicitor to exchange evidence. The deadline for exchange was 4pm and I agreed with the Claimant's solicitor to exchange at 2.30pm. I have demonstrated my ability to give an undertaking and to seek undertakings. I gave the undertaking that I was willing to accept service of such evidence by email and sought the same undertaking from the Claimant's solicitor. The email correspondence demonstrates the undertakings given and received between the parties in respect of the time of exchange and the undertakings being agreed.
	A) Opportunities 212: N/A
	A) Date 212: 25 February 2023
	A) Date 312: 
	A) Page 212: 107-108
	A) Learning Outcome 212: Undertakings
	A) Name 213: 
	A) Element 213: Conduct and Ethics
	A) Evidence 213: Draft List of Documents (drafted 20 April 2023)Email with reference numbers
	A) Outcome 213: I am required to distinguish between legal advice privilege and litigation privilege. I understand that legal advice privilege protects communications between me and my client made for the purpose of giving or receiving legal advice. Litigation privilege protects communications between me and my client and third parties for the purpose of obtaining advice connecting with existing or future litigation. This could include experts or counsel instructed in a matter. Prior to disclosure of documents to the Claimant's solicitor, I conduct a review of the documentation provided to me by my client and draft a N265 form. I consider whether my client would object to their inspection or not and whether it is protected by either legal advice privilege or litigation privilege. I understand that advice provided to my client is protected by legal advice privilege, for example legal advice following receipt of expert evidence or counsel's advice. Therefore, I do not have to disclose this to the Claimant's solicitor. The evidence I have provided sets out what documents are subject to legal advice privilege and litigation privilege and confirms this is the reason why inspection is objected to. I also understanding the difference between confidential information and privileged information. Privileged information has been set out above, whereas confidential information relates to information or documentation confidential to an individual. The General Data Protection Regulation sets out rules relating to the protection of personal data and I am required to understand the principles of how to protect personal data in my working role. I comply with confidentiality rules, by anonymise correspondence and using reference numbers rather than using claimant names. 
	A) Opportunities 213: N/A
	A) Date 213: 22 August 2023
	A) Date 313: 
	A) Page 213: 109-111112
	A) Learning Outcome 213: Confidentiality and Privilege
	A) Name 214: 
	A) Element 214: Conduct and Ethics
	A) Evidence 214: Office Manual Complaints Handling ProcedureInternal Error Report FormEmail correspondence with incorrect client
	A) Outcome 214: As a Chartered Legal Executive, I understand my duty to comply with professional conduct rules and comply with the Code of Conduct. Specifically, that I must maintain high standards of professional and personal conduct and behave honestly and with integrity. Section 6.5 of my organisation's office manual sets out the complaints handling procedure which has been drafted in accordance with paragraph 5.9-5.10 of the CILEx Code of Conduct. I have not received a complaint from my clients before, however, I am aware of the procedure should a complaint arise. Specifically, that I must acknowledge the complaint within 2 working days, if the matter is unduly complex, it must be escalated to my team manager and if it remains dissatisfied, I must address the matter to the Director or Deputy of whom will investigate the complaint. The final step would be referral to the Legal Ombudsman.  Further, I comply with the Code of Conduct in respect of behaving with honesty and integrity by utilising the internal processes for error reporting. In the example provided, I wrote to the incorrect client in respect of a matter. The error report sets out the error that occurred, the remedial action I took and the steps taken to avoid this error occurring in the future. I have also provided evidence that I identified the error to the incorrect client and apologised for my oversight and forwarded my update email to the correct file handler.
	A) Opportunities 214: N/A
	A) Date 214: 24 March 2023
	A) Date 314: 
	A) Page 214: 113-115116117-118
	A) Learning Outcome 214: Complaints and Negligence
	A) Name 215: 
	A) Element 215: Managing Litigation Work
	A) Evidence 215: To Do List in OutlookInternal Database system
	A) Outcome 215: I am aware of the need to progress my workload efficiently and to a high standard. I am able to plan and prioritise my workload and manage files and tasks concurrently with the use of the 'to do list' in Outlook. I have used this system of working since I was a paralegal and use the list each working day. It allows me to list tasks and move tasks by date to ensure that I review each file within a rotation of approximately 3-4 weeks which enables me to deal with cases without delay. I have included an extract of my 'to do list' of cases using this system where the due dates for review can be seen in addition to the red category to highlight litigated matters I am currently instructed on.I also maintain the internal Database system which includes a strategy page detailing the current position, action plan, stage of claim, probability of loss and financial details of the claim to provide information relating to department budgeting. It is crucial that this is kept up to date in order for other colleagues to have access which enables me to work well within a team. This also demonstrates that I adopt and maintain an appropriate and effective case strategy that is compatible with the client’s aims. There is also a diary page which mirrors my 'to do list'.I have provided further details below.
	A) Opportunities 215: N/A
	A) Date 215: Ongoing.
	A) Date 315: 
	A) Page 215: 119120
	A) Learning Outcome 215: File Handling (1 of 2)
	A) Name 216: 
	A) Element 216: Managing Litigation Work
	A) Evidence 216: Comprehensive client advice letter - 10 May 2023Email from client with instructions - 22 June 2023Part 36 N242A Letter to Claimant Solicitors with further offers - 20 July 2023Part 36 N242A
	A) Outcome 216: You will note from my comprehensive advice letter that I have provided a balanced view of the expert evidence obtained. Although there were supportive elements of the evidence, I have identified the weaknesses in the case and that my client should consider settlement prior to further costs being incurred. I have identified the gaps in the evidence obtained in that our expert was deferring to the Claimant's expert as he had not had any experience in dealing with dermal fillers. My advice provided quantum advice that had been provided by counsel and also took into account the wider issue of the level of costs that would be incurred in the matter progressing through litigation and attempting to settle now would be cost effective for my client. Settling the matter commercially was in accordance with my client's aims to settle the matter prior to further cost being incurred.I drew up a realistic case plan in this matter and sought my client's instructions to make a counter-offer in the sum of £95,000 in the first instance but to attempt to negotiate settlement up to £110,000. The initial offer of £95,000 was rejected by the Claimant. My client provided her instructions in accordance with my advice and I made the offers of settlement. I took a pragmatic approach to make a Part 36 offer of settlement in the sum of £100,000 but a time limit offer in the sum of £110,000 to entice the Claimant to settle.
	A) Opportunities 216: N/A
	A) Date 216: 20 July 2023
	A) Date 316: 
	A) Page 216: 124-129130131-135136-137138-142
	A) Learning Outcome 216: Case Analysis and Case Preparation
	A) Name 217: 
	A) Element 217: Managing Litigation Work
	A) Evidence 217: Email for counsel capacityCover letter enclosing instructionsInstructions to counselTelephone call with counselEmail from counsel with draft Defence following conferenceLetter of Approach to an expertLetter of Instruction to expert
	A) Outcome 217: I deal with many professionals in progressing my caseload. For example, instructing counsel and expert witnesses. I have the ability to instruct counsel when required. When instructing counsel, I first enquire with the clerk if counsel has capacity to take on the matter and able to comply with the deadline. In my email, I have sought confirmation that counsel has capacity and is available to attend a conference and requested his availability within a specific timescale. Once I have received confirmation, I send instructions to counsel. Proceedings had recently been served in the example provided. I enclosed all relevant documentation to the case, details of my instructions and procedural background including any court deadlines, facts of the case, allegations, evidence obtained to date and documents served by the Claimant. I also provided details of any offers made by either party. These details ensure that I provide counsel with appropriate information and instructions. I have a good professional working relationship with counsel which is evidenced in the telephone conversation with counsel following his initial review of the case. I have provided a further example of working with professionals in instructing an expert witness. Firstly, I will send out letters of approach to a number of experts providing a brief summary of the case and seeking their agreement to assist me and if so, a copy of their CV and terms and conditions. Once an expert has confirmed their agreement, I send a more detailed letter of instruction enclosing the appropriate information and also enclose a copy of the Ministry of Justice Guidance for experts for their assistance. These examples demonstrates that I have an effective working relationship with others involved in a matter.
	A) Opportunities 217: N/A
	A) Date 217: 23 February 2023
	A) Date 317: 
	A) Page 217: 143-144145146-153154155156-157158-160
	A) Learning Outcome 217: Dealing with other professionals
	A) Name 218: 
	A) Element 218: Settlement v Litigation
	A) Evidence 218: Letter to client with Claimant's offerFurther letter to client with adviceLetter to client to increase authorityEmail from client with instructions to settleLetter to Claimant with Part 36 offer to settleLetter from Claimant accepting offerAgreed Tomlin Order
	A) Outcome 218: This matter was litigated and my client had admitted breach of duty and causation in part. Therefore, to meet my client's aims, I attempted to reach early settlement on a commercial basis. I have provided a letter to the client setting out the Claimant's offer and that counsel's advice was required. Following receipt of counsel's advice, I provided updated advice to my client and sought instructions to settle. I received further evidence from the Claimant and therefore sought updated expert evidence. I have provided my further letter to the client to increase the level of authority to settle based on the updated evidence. I made this offer by way of Part 36 offer to protect my client's position on costs which was accepted by the Claimant. An appropriate way to settle this matter was by way of Tomlin Order as the matter was proceeding through litigation, this was agreed between the parties and filed at court.The above example has demonstrated that I have advised my client appropriately in respect of an offer of settlement from the Claimant, specifically, that their offer was excessive. I set out the significance of the Part 36 offer by highlighting the risks to my client. I have evidence that I am able to explain the merits of settlement in achieving my client's aims and avoided further costs by the parties and that I understanding the appropriate way to settle a matter.
	A) Opportunities 218: N/A
	A) Date 218: 7 August 2023
	A) Date 318: 
	A) Page 218: 161-162163-164165-166167168169170-171
	A) Learning Outcome 218: Settlement
	A) Name 219: 
	A) Element 219: Settlement v Litigation
	A) Evidence 219: Letter from Claimant with Part 36 offerAdvice letter to client with Claimant's offerLetter to Claimant disputing heads of loss and enclosing offerPart 36 offer to ClaimantWithout prejudice telephone call with Claimant solicitorEmail from Claimant with further offerEmail to client with further offer and seeking increased authorityEmail from client with further authorityLetter to Claimant with updated offerLetter from Claimant accepting offer
	A) Outcome 219: This is a matter in which liability had been admitted. The Claimant served a schedule of loss and made an offer of settlement in the sum of £50,000. Based on my previous quantum advice this offer was too high. I advised my client that the heads of loss in the schedule of loss should be disputed and set out in a letter to the Claimant enclosing a counter-offer of settlement. Following making the offer, I agreed to a without prejudice discussion with the Claimant's solicitors. During this telephone conversation, I identified the other party's interests and expectations in addition to my client's expectations. The Claimant then confirmed their expectations by email. The Claimant's expectations were still higher than my client's objective. However, following the discussion I provided an update to my client and requested increased authority to attempt to reach settlement of the matter on a commercial basis. Following receipt of instructions, I made a further offer of settlement that was accepted by the Claimant. This example has demonstrated my effective negotiation of settlement of this matter. I prepared effectively by setting out the disputed heads of loss within a letter to the Claimant prior to a without prejudice discussion. I also identified my client's and the Claimant's expectations during the without prejudice discussion. I have identified the strengths of the other parties case in my advice letters to the client and set out the weaknesses within the letter to the Claimant disputing the specific heads of loss. I have demonstrated the different ways in appropriately reaching a settlement in this case by corresponding with the Claimant by letter, email and telephone to reach an amicable settlement. This was a good result for my client and achieved a saving.
	A) Opportunities 219: N/A
	A) Date 219: 3 July 2023
	A) Date 319: 
	A) Page 219: 172173-174175-176177178179180-181182183184
	A) Learning Outcome 219: Negotiation
	A) Name 220: 
	A) Element 220: Settlement v Litigation
	A) Evidence 220: Comprehensive advice to client to negotiate settlement at RTMEmail arranging start time of second RTMRTM attendance noteLetter to client following RTM
	A) Outcome 220: I am aware of my requirement in the Pre-Action protocol to consider a form of alternative dispute resolution (ADR) to assist with settlement. I am aware of the many forms of ADR such as mediation, joint settlement meetings or round table meetings (RTM) and negotiation. Mediation is conducted between the parties with the involvement of an external mediator who corresponds between the parties and is neutral to the case. Joint settlement meetings and round table meetings are arranged and conducted by the parties legal representatives usually with counsel instructed. Negotiation is between legal representatives of each party during the progression of a claim. The most common form of ADR I use is negotiation but I have experience of JSM and have been involved in one case of mediation. The example provided is a RTM with the assistance of counsel. The advantage of this type of ADR was that the parties were able to put forward the strengths of their case and the weaknesses of the other party's case and discuss the evidential issues in an open way. A disadvantage of this type of ADR is that each party tends to put their best case forward during the meeting and if settlement isn't reached, the parties are then aware of the strengths and weaknesses of each other's case going forward. This matter was litigated and proceeding to trial, following exchange of expert evidence, it was appropriate to seek settlement for my client. The first RTM in this case was not successful in reaching settlement. I advised my client that a further RTM was appropriate and following receipt of instructions, a RTM was arranged between the parties and conducted via videolink. This matter settled during the second RTM.
	A) Opportunities 220: To put myself forward for forms of ADR that I have not been party to before to broaden my knowledge and experience of the format of such ADR.
	A) Date 220: 22 February 2023
	A) Date 320: 
	A) Page 220: 185-192193-194195-202203-204
	A) Learning Outcome 220: ADR
	A) Name 221: 
	A) Element 221: Legal Writing and Drafting
	A) Evidence 221: Comprehensive client advice letterLetter to the Court enclosing an application and consent orderTelephone call with clientEmail trial with client
	A) Outcome 221: I understand and apply the principles of good writing in the day to day running of my caseload. In drafting correspondence, I ensure that I use correct spelling and grammar, syntax and punctuation. For example, in drafting client advice letters, I ensure that I use accurate, straightforward and modern language so that my advice is clear and logical. I have evidenced a completed template comprehensive advice letter which is consistent with the appropriate format and structure. I have set out the risk analysis in my advice under the 'probable outcome at trial' section. The client advice demonstrates that I am able to advance a matter in providing the options to my client and setting out the steps that are required in each option. Also providing my advice on which option is appropriate and seeking my client's instructions. In the letter, I have also identified my client's objectives in reaching a suitable settlement of the matter. In the evidence attached of the letter to the court, I have demonstrated that I am able to address a document appropriate and accurately, I provide the claim number in the reference box and also in the context of the letter. I have accurately set out the previous actions of the parties using professional wording. In the telephone call with the client I have demonstrated my ability to use different methods of communication and ensure this is documented on file. In the client email trail I have demonstrated that I am able to communicate with my client using different types of medium of written communication. I have tailored this advice to a more informal format to suit the purpose of my email, to inform my client of the Claimant's counter-offer and to seek updated instructions, to confirm settlement and seek payment of damages.
	A) Opportunities 221: N/A
	A) Date 221: Ongoing
	A) Date 321: 
	A) Page 221: 205-208209-210211212-216
	A) Learning Outcome 221: Legal Writing and Drafting


