ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
Interviewing,AdvisingandCommunicating Interviewing
2. Evidence provided: Page in Portfolio

Email correspondenceith witnesswith documentgprior to call to discusswitnessstatement
File noteof questiongo askat meeting

Telephonenoteof meeting

Draft witnessstatementvith highlightedareador commentby withess

Emailto clientto sendout draft witnessstatements

Email from clientwith correspondencigom witnessattachingfinal withessstatemensigned

3. How does this meet the outcome?

| previouslyreceivedcommentgrom thewitnessregardingtheir involvementin the matter.l havemetthe outcomeof
interviewingby preparingfor aninitial interviewby producingafile noteof thefurtherquestiond wishto askthe
witness.l alsoinvited my clientto attendthe meetingsothatthe withesswould feel supportedl greetedhewitnessatthe
meetingandexplainedhereasorfor themeeting. alsoupdatedhewitnesson the currentposition.| allowedthewitness
to providehisinitial commenton the matterprior to askingmy specificquestionsThis hasdemonstratethat! have
usedappropriatdisteningandmaintaineda rapourwith thewitnessin allowing themthe opportunityto speakl kepta
full andaccurateecordof theinterviewby way of atelephonenoteandincludedthewitnessesesponseindereachsub
headingof question This alsoenabledmeto obtaintherelevantinformationto draftthewitnessstatementl disseminate:
theinformationaccuratelyby draftingthe withessstatemenandto ensurd wassensitiveto thewitness,| askedmy client
to sendoutthe draft statementl havekeptmy client copiedinto eachcorrespondenceith thewitnessin orderto
maintainsensitivityto the withessandensuringthey know theyaresupportedy my client.| alsosoughtinstructions
from my clientto finalise the statemenby sendinga copy of the statemento my clientandrequestinghatit be signedby
thewitness.

4. Opportunities for further development (if any):

N/A

5. Completion date:
25 January2022

6. Signed (applicant): Date:



Siobhain O|'Mahony


ANNEX 3: Logbook Sheet

Name:

1. Skills Element: Learning Outcome:

Interviewing,AdvisingandCommunicating Advising andCommunicating

2. Evidence provided:

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

Page in Portfolio

3. How does this meet the outcome?

In my clientadviceletter,| haveprovidedclearadviceon all relevantmatterso this claim. | havesetoutthe current
position,allegationspffers madeby the partiesto dateandmy client'spositionin respecbf limitation. | havegivenclear,
accurateandappropriateadviceregardingcostsof the partiesandthe Claimant'sunding position.| havealsoprovided
advicein respecbf the expertevidenceobtainedandmy quantumadvice.l haveprovidedclearadvicein respecbf the
prospect®f succes®f the caseandidentifiedthe optionsavailableto the clientin howto progresshe case githerto
acceptanoffer or makea counter-offer]l havesoughtmy client'sappropriaténstructionsin respecbf nextsteps.

During thetelephoneconversationl havediscussedhe commerciabspecbf settlingthis matterin orderto seek
resolutionof theclaim. | havealsoprovidedanupdateto the clientanddiscussedherecentlydisclosedschedulef loss
andthe complexityof the scheduleof lossandrecentoffer of settlementalso,| discussedhefactthatit is not supported
by evidencel thenfollowed up my telephonecall with the clientwith a furtherletterof advicesettingout my updated
guantumadviceandseekingmy client'sinstructions Theclient providedtheir instructionsn accordancavith my advice.

4. Opportunities for further development (if any):
N/A

5. Completion date:
9 May 2023

6. Signed (applicant):

Date:

23



ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
CostsandFunding Costs(1 of 5)
2. Evidence provided: Page in Portfolio
Initial Clientadviceletter- 9 March2022 31-33
Comprehensiv€lientadviceletter- 9 November2022 34-38

3. How does this meet the outcome?

Theinitial clientadviceletterprovidesevidencethat| haveprovideda realisticcostsestimateof all costsunderthe
subheadingf 'Costs'This includesmy estimateandreserve®f thelikely costsof the Claimantandthe defencecostsof
bringingthis matterto conclusionat the startof the casebasedn theinformationto date.l havealsosetoutthe funding
positionof the Claimantthatthe matteris fundedby way of a ConditionalFeeAgreemenbut thatthe Claimantdid not
havethe benefitof afterthe eventinsuranceandthatqualified one-waycostsshifting will applyin accordancevith CPR
44.1 havealsoprovidedguantumadvicebasedon theinformationto date.In thefurthercomprehensivelientadvice
letter,| haveupdatedmy clientasto the costsposition,at this stagethe Claimantwasunlikely to haveincurredany
further costsastheywereawaitingour responséo their Letterof Notification. My advicein respecbf the costsreserves
hadthereforenot changedf the Claimantbut| advisedon the disbursementalreadypaidto datein respecbf defence
costs Further,| advisedmy clientthatbasedn the evidencehis wasnot a casethattheywould be successfuin
defendingto trial andl advisedto makeadmissionsn respecbf liability andto considerearly settlementl have
explainedthe costimplicationsof eachstrategyin my letterin acceptinghe Claimant'soffer late or makinga counter
offer of settlementin accordancevith Part36, | advisedf my clientwereto accepthe Claimant'soffer latethatmy
clientmaybeliable to payinterestandpossiblyindemnitycostsuponthe sumpostdatingtherelevantperiodof the
Claimant'soffer.

4. Opportunities for further development (if any):

N/A

5. Completion date:
9 November2022

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
CostsandFunding Costs(2 of 5)
2. Evidence provided: Page in Portfolio
Clientadviceletter- 20 June2022 39-41

3. How does this meet the outcome?

Theclientadvicelettersetsout my advicein respecbf the Claimant'sCPRPart36 offer of settlemenandthedateuntil
the offer wasopenfor acceptancd. haveadvisedmy client of the costsimplicationsin respecbf the associatedisks of
notacceptinghe offer within therelevantperiodfor acceptancandthatin this case the offer hadput my clientatrisk in
termsof costs.Thiswasdueto my previousadviceon valueandthatthe Claimant'soffer waslessthanmy valuation.At
this stage theinvestigationgo datehadnot providedmewith sufficientevidenceto advicemy clientin respecbf the
offer andtherefore] advisedmy clientthatfurtherinvestigationsvererequiredin orderto determinewvhethertherewasa
breachof duty of careprior to consideringhe Claimant'soffer further.

4. Opportunities for further development (if any):
N/A

5. Completion date:
20June2022

6. Signed (applicant): Date:

23



ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
CostsandFunding Costs(3 of 5)
2. Evidence provided: Page in Portfolio
Letterto clientenclosingClaimant'sScheduleof Costs- 26 July 2023 42-43

3. How does this meet the outcome?

My letterto theclientencloses copyof the Claimant'sScheduleof Costsandsetsoutthelikely feesthatareto bepaidin
instructinga costsdraftsmarto provideadvicein respecof the Claimant'scostsandto negotiatesettlemenbn my client's
behalf.This letterprovidesevidencehat! haveprovidedappropriateadviceregardingthe feesthatwill bechargedn the

costsdraftsmarcarryingout this work.

4. Opportunities for further development (if any):

N/A

5. Completion date:
26 July 2023

6. Signed (applicant): Date:

23



ANNEX 3: Logbook Sheet

Name:

1. Skills Element:

CostsandFunding

Learning Outcome:

Costs(4 of 5)

2. Evidence provided:

Letterto clientwith Claimant'soffers- 25 July 2023

Page in Portfolio

44-45

3. How does this meet the outcome?

The Claimanthadmadetwo offerson the samedatein this matter,a Part36 offer andalower calderbanloffer thatwas
time limited andopenfor acceptancéor 7 days.l advisedmy client of the costimplicationsof the Part36 offer andthe
associatedisksto my clientif the offer wasnot acceptedndthe Claimantwasawardedhe amountof their offer or more
atanysubsequertrial. | alsoadvisedmy client of the furthercalderbanloffer andthe datein which therelevantperiod
for acceptancexpiredandthatqualified one-waycostsshifting will applyin this casel havealsorequesteany client's
instructionswithin plenty of time to complywith the calderbanloffer termsif my clientwishedto accepthe offer. This
demonstratethat| haveprovidedadviceandexplainecthe costsimplicationsof CPR36 andotheroffersto settle.

N/A

4. Opportunities for further development (if any):

5. Completion date:
25July 2023

6. Signed (applicant):

Date:

23



ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
CostsandFunding Costs(5 of 5)

2. Evidence provided:

Letterto Courtfiling DirectionsQuestionnairePrecedenH anddraft directions
Letterto ClaimantSolicitorsservingDirectionsQuestionnairePrecedent anddraft
directions.

DirectionsQuestionnaire

PrecedenH

Draft Directionsorder

Page in Portfolio

46
47

48-53
54-60
61-65

3. How does this meet the outcome?

The Claimantissuedcourtproceedingén this matterandvaluedthe claim up to £50,0000n the Claim Form.A Notice of
Allocation wasreceivedirom the Courtconfirmingthat DirectionsQuestionnairesreredueto filing by 13 March2023.
TheOrderalsosetoutin accordanceith CPR3.13thatall partiesmustfile andexchangdudgetswith the Directions
Questionnairevherethe valueof the claim asstatedon the claim form is lessthan£50,0001t wasmy interpretatiorthat
this matterfell within thatcostsprovisionandtherefore] havedemonstratedy full compliancewith the CPR3.13(1)(a)
costsrulesin respecbf costsbudgetdn filing andservingmy client'sPrecedenH with the DirectionsQuestionnairet

courtandon the Claimantin accordancevith thedateonthecourtOrder.

4. Opportunities for further development (if any):

N/A

5. Completion date:
10 March2023

6. Signed (applicant):

Date:

23



ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
CostsandFunding Funding
2. Evidence provided: Page in Portfolio
Initial clientadviceletter- 22 Decembe022 66-71
Comprehensivelientadvice- 4 July 2023 72-78

3. How does this meet the outcome?

I work within anorganisatiorasanin-houseLawyerwhich meanghatl amnotrequiredto providefundingadviceto my
clients.My organisatioris retainedon a permanenbasis.However,| do provideadviceto my clientson thefunding
agreementhatthe Claimanthasenterednto with theirinstructedsolicitors. The vastmajority of caseghatl litigate are
fundedby way of ConditionalFeeAgreement@andthe Claimantoftenhasthe benefitof After The Eventinsurance
policies.As such,| advisemy clientin respecbf the Claimant'Sfundingagreement.

| amawareof alternativemethodsof fundingin respecbf aclinical negligenceclaim throughmy experienceprior to this
role instructedon behalfof Claimantsl haveanunderstandingf the funding optionsavailableto a Claimantsuchas
ConditionalFeeAgreementsDamage®fasedAgreementandprivatefunding.l haveonly beeninstructedon onematter
which hasbeenprivatelyfundedwith an ATE premium.The Claimanthadnot confirmedtheir fundingagreementvithin
the proceedingsl. thereforeprovidedmy initial adviceon the basisthatthe matterwasfundedby way of ConditionalFee
AgreementFollowing this, andthe significantdevelopmenbf counsel'sadviceto settlethe matter,| advisedmy clientas
to thelikely sumof the premiumin additionto a costsestimateMy letterdemonstratethat| provideclearandaccurate
advicein respecbf thefundingof the Claimant'sclaim andthelikely sumthatmaybe payableasaresult.

4. Opportunities for further development (if any):

N/A

5. Completion date:
4 July 2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
CostsandFunding Dcoumentation
2. Evidence provided: Page in Portfolio
PrecedenH 79-85
Letterto clientwith Claimant'soffer on costs 86-87

3. How does this meet the outcome?

As | work for anorganisatiorof in-houseLawyers.l amnotrequiredto providemy clientwith appropriate
documentatiorandexplainthe requirement®f anagreedundingmethod My organisationis retainedon a permanent
basisandno fundingagreementaredrafted,discussear required However,whilst | do not prepareschedule®f costs,|
do prepareprecedent costsestimatebudgetson behalfof my clientin litigated matters The precedenH setsoutmy
client'scostsalreadyincurredto dateandthelikely coststhatwill beincurredin progressingdhis caseto trial.

Also, in my letterto theclient| havediscloseda copy of the Claimant'sscheduleof costsandprovidedmy advicein
respecbf suitablesettlemenparametersThis resultedn a goodsavingof the Claimant'scostsfor my client.

4. Opportunities for further development (if any):

N/A

5. Completion date:
6 January2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
ConductandEthics ConductandEthicsProfessionaDbligations
2. Evidence provided: Page in Portfolio
CILEx CPDrecord(Paragraptb.1& 5.2) 88
Letterto clientenclosingproceeding¢Paragraptb.3& 5.4) 89-91
Letterto clientacknowledgingnstructions- 27 July 2023(paragraplb.8) 92
Letterto clientwith initial advice- 27 July 2023 (paragrapls.8) 93-96
Email correspondenci®r Claimant'ssolicitorsBACS detailson headegpaper 97

3. How does this meet the outcome?

| amawareof my professionabbligationsasa Chartered_egal Executive Paragrapth of the CILEx Codeof Conduct
stateghatl mustactcompetentlyin the bestinterestsof my clientandrespectlient confidentiality. Specifically,
paragraplb.1stateghatl mustmaintaina highlevel of competencén my legalwork andensurghatmy legal
knowledgeis up to date.l| havedemonstratethatl ensurd maintainthis requiremenby fulfilling the CILEx continuing
professionatievelopmentriteriaby attendingtraining coursesanddevelopmentearningcoursesandkeepingmyCILEX
CPDrecordupto date.Anotherway in which | maintainmy professionabbligationsis by havingthe understandingf
thelimitations of my knowledgeanddeferringto Counselln accordancevith paragraptb.3and5.4 of the CILEx Code
of Conduct,| havedemonstratedny complianceby advisingmy clientthat Counsewould beinstructedo adviseon
liability andto prepareadraft Defenceln accordanceavith paragraptb.8 of the CILEx Codeof Conduct,| always
endeavouto providemy promptacknowledgemertf instructionsandinitial advice.Theacknowledgemerietterand
initial adviceevidencedabovewereprovidedonthe samedayasinstructionswerereceiveddemonstratinghatl comply
with paragraptb.8in providing prompt,clearandaccuraténformationandadviceto my client. Giventhatl am
employedby a public authority,the moneylaunderingregulationsdo not apply. However,in orderto protectmy client, |
ensurghatClaimant'sSolicitorsBACS detailsarerequestean headedaper.Theemail correspondencdemonstrates
thatl haverequestedhe Claimant'sSolicitorsBACS on headedaperto forwardto my clientto requespayment.

4. Opportunities for further development (if any):

N/A

5. Completion date:
27 July 2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:

1. Skills Element: Learning Outcome:

ConductandEthics

Conflicts
2. Evidence provided: Page in Portfolio
Email correspondencieom expertregardingconflict 98-99
Letterto alternativeexpert

100-101

3. How does this meet the outcome?

An experthadbeenapproachedh this matterto provideareportin respecof breachof duty andcausationThe
Claimant'gnitials wereusedin correspondenci® ensureconfidentiality. The expertagreedo takeon instructions.
However,onreceiptof theletterof instruction,the expertinformedthattherewasa conflict andthatthey hadalready
provideda reportto the Claimant'ssolicitorsin this casel thereforereturnedo the expertandrequestedhathe destroy
all correspondenceeceived.The expertconfirmedhewould do so. This demonstratethat| haveidentifieda conflict of
interestbetweermy clientandthethird party (the expert)andappropriatelydealtwith it in askingthe expertto destroyall

correspondenceeceivedl havealsoprovideda letterof approacho analternativeexpertto acceptinstructionsin the
matter.

4. Opportunities for further development (if any):

This hasprovidedmewith anopportunityfor furtherdevelopmenin ensuringhatexpertsareawareof the claimant's

nameanddetailsprior to sendingnstructionsanddocumentationl. will alsoensureghatit is my usualpracticeto check
thereis no conflict prior to sendingnstructions.

5. Completion date:
17 August2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
ConductandEthics Withdrawalfrom a case
2. Evidence provided: Page in Portfolio
Comprehensivelientadviceletter 102-106

3. How does this meet the outcome?

| amadefendantlinical negligencdawyerandthereforejt is not possibleto advisemy clientsto withdrawfrom acase.
However,| haveexperiencedvithdrawalfrom casedroughtagainsimy clientsbothin litigation andPre-Action.The
evidencehat| haveprovidedis theclosestscenaridhat! canprovideto withdrawalfrom a case Specifically,thisis a
casein whichit wasclearthatliability would be establishedndthereforemy advicewasthatearly settlemenshouldbe
consideredThis wassupportedy the fact thatthe Claimanthadalreadymadean offer of settlementessthanmy
qguantumadvice.Theletterto the client setsout thatanearly settlemenshouldbereachedn orderto avoiduneccessary
costsandthe progressiorof thematter.Also, thataresponséo the Claimant'sLetterof Notification shouldnotbe served
andto makea counter-offerof settlemenatthe earliestopportunity.This wasto avoidthe costsof the Claimant
consideringhe Letterof Response.

4. Opportunities for further development (if any):

N/A

5. Completion date:
9 November2022

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
ConductandEthics Undertakings

2. Evidence provided:

Email correspondenceith Claimantsolicitor agreeingundertaking$o exchangeavidence

Page in Portfolio

107-108

3. How does this meet the outcome?

Authority or SolicitorsDisciplinary Tribunal.

agreed.

It is my understandinghatundertakingsrea fundamentapartof legal practiceandanundertakings a statemenanda
commitmenigivenorally or in writing to do somethingto someonavho reasonablyeliesuponit. Failureto complyto
suchanundertakingcould be consideredsprofessionamisconducandmayleadto actionby the SolicitorsRegulation

| identifiedthatanundertakingvasappropriatén this casewith the Claimant'ssolicitor to exchangeevidenceThe
deadlinefor exchangavas4pmandl agreedwith the Claimant'ssolicitor to exchanget 2.30pm.I havedemonstratedy
ability to give anundertakingandto seekundertakingsl gavethe undertakinghat!l waswilling to acceptserviceof such
evidenceby emailandsoughtthe sameundertakingrom the Claimant'ssolicitor. The email correspondencgemonstrate
theundertakinggivenandreceivedbetweerthe partiesin respecbf thetime of exchangeandthe undertakingbeing

4. Opportunities for further development (if any):

N/A

5. Completion date:
25February2023

6. Signed (applicant):

Date:

23



ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
ConductandEthics ConfidentialityandPrivilege
2. Evidence provided: Page in Portfolio
Draft List of Documentgdrafted20 April 2023) 109-111
Email with referencenumbers 112

3. How does this meet the outcome?

| amrequiredto distinguishbetweerlegaladviceprivilegeandlitigation privilege.l understandhatlegaladviceprivilege
protectscommunication®etweemme andmy client madefor the purposeof giving or receivinglegaladvice.Litigation
privilege protectscommunicationbetweermeandmy clientandthird partiesfor the purposeof obtainingadvice
connectingwith existingor futurelitigation. This couldincludeexpertsor counselnstructedn a matter.Priorto
disclosureof documentgo the Claimant'ssolicitor, | conductareviewof thedocumentatiomprovidedto meby my client
anddraftaN265form. | considewhethemy clientwould objectto theirinspectionor notandwhetherit is protectedoy
eitherlegaladviceprivilegeor litigation privilege.l understandhatadviceprovidedto my clientis protectedoy legal
adviceprivilege,for exampleegaladvicefollowing receiptof expertevidenceor counsel'sadvice.Therefore] do not
haveto disclosethis to the Claimant'ssolicitor. Theevidencd haveprovidedsetsoutwhatdocumentsresubjectto legal
adviceprivilegeandlitigation privilege andconfirmsthis is the reasonwhy inspectionis objectedo. | alsounderstandin(
thedifferencebetweerconfidentialinformationandprivilegedinformation.Privilegedinformationhasbeensetout
above whereagonfidentialinformationrelateso informationor documentatiortonfidentialto anindividual. The
GeneraDataProtectionRegulationsetsout rulesrelatingto the protectionof personablataandl amrequiredto
understandhe principlesof howto protectpersonatatain my working role.l1 complywith confidentialityrules,by
anonymisecorrespondencandusingreferencenumbersatherthanusingclaimantnames.

4. Opportunities for further development (if any):

N/A

5. Completion date:
22 August2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
ConductandEthics ComplaintsandNegligence
2. Evidence provided: Page in Portfolio
Office ManualComplaintsHandlingProcedure 113-115
InternalError ReportForm 116
Email correspondenceith incorrectclient 117-118

3. How does this meet the outcome?

As a Chartered_egal Executive | understanany duty to complywith professionatonductrulesandcomplywith the
Codeof Conduct.Specifically,thatl mustmaintainhigh standardef professionahndpersonatonductandbehave
honestlyandwith integrity. Section6.5 of my organisation'sffice manualsetsout the complaintshandlingprocedure
which hasbeendraftedin accordancevith paragraplb.9-5.10of the CILEx Codeof Conduct.| havenotreceiveda
complaintfrom my clientsbefore,however,| amawareof the procedureshoulda complaintarise.Specifically,thatl|
mustacknowledgehe complaintwithin 2 working days,if the matteris unduly complex,it mustbe escalatedo my team
manageandif it remainsdissatisfied) mustaddresshe matterto the Directoror Deputyof whomwill investigatethe
complaint.Thefinal stepwould bereferralto the LegalOmbudsman.

Further,| complywith the Codeof Conductin respecbf behavingwith honestyandintegrity by utilising theinternal
processefor errorreporting.ln theexampleprovided,l wroteto theincorrectclientin respecbf amatter.Theerror
reportsetsoutthe errorthatoccurredtheremedialactionl took andthe stepstakento avoidthis erroroccurringin the
future.l havealsoprovidedevidencethatl identifiedthe errorto theincorrectclientandapologisedor my oversightand
forwardedmy updateemailto the correctfile handler.

4. Opportunities for further development (if any):

N/A

5. Completion date:
24 March2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
ManagingLitigation Work File Handling(1 of 2)
2. Evidence provided: Page in Portfolio
To Do List in Outlook 119
InternalDatabaseystem 120

3. How does this meet the outcome?

| amawareof the needto progressmy workloadefficiently andto a high standardl amableto planandprioritise my
workloadandmanagsdiles andtasksconcurrentlywith the useof the'to dolist' in Outlook.l haveusedthis systemof
working sincel wasa paralegabndusethelist eachworking day. It allowsmeto list tasksandmovetasksby dateto
ensureghatl revieweachfile within arotationof approximately3-4 weekswhich enablesneto dealwith caseswithout
delay.| haveincludedanextractof my 'to dolist' of casesusingthis systemwherethe duedatesfor reviewcanbeseenin
additionto thered categoryto highlightlitigated matterd amcurrentlyinstructedon.

| alsomaintaintheinternalDatabaseystemwhich includesa strategypagedetailingthe currentposition,actionplan,
stageof claim, probability of lossandfinancial detailsof the claimto provideinformationrelatingto department
budgetinglt is crucialthatthisis keptup to datein orderfor othercolleaguedo haveaccesshich enablesneto work
well within ateam.This alsodemonstratethat| adoptandmaintainanappropriateandeffectivecasestrategythatis
compatiblewith theclient’'s aims.Thereis alsoa diary pagewhich mirrorsmy 'to dollist'.

| haveprovidedfurtherdetailsbelow.

4. Opportunities for further development (if any):

N/A

5. Completion date:
Ongoing.

6. Signed (applicant): Date:




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 | am solely responsible. |
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 | do not list a task
within the next week for a response from an expert if | know that they will be away. | can therefore
diarise according to the likely availability in dealing with a request. | am able to seek support from a
paralegal in my team if required and | 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 | 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

| have previously evidenced that | am able to deal with matters without delay at pages 92 — 96. |
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. | 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 | 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.

| have demonstrated in my letter to the claimant solicitors (page 122-123) regarding limitation that |
am able to apply appropriate case analysis of the limitation position and calculation relating to the
Redress Process within my client’s regulations. | 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 | 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.



ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
ManagingLitigation Work CaseAnalysisandCasePreparation
2. Evidence provided: Page in Portfolio
Comprehensivelientadviceletter- 10 May 2023 124-129
Email from clientwith instructions- 22 June2023 130
Part36 N242A 131-135
Letterto ClaimantSolicitorswith furtheroffers- 20 July 2023 136-137
Part36 N242A 138-142

3. How does this meet the outcome?

You will notefrom my comprehensivadviceletterthatl haveprovideda balancediiew of the expertevidenceobtained.
Althoughthereweresupportiveelementf the evidence] haveidentifiedthe weaknessein the caseandthatmy client
shouldconsidersettiemenprior to furthercostsbeingincurred.l haveidentifiedthegapsin the evidenceobtainedn that
our expertwasdeferringto the Claimant'sexpertashe hadnot hadany experiencen dealingwith dermalfillers. My
adviceprovidedquantumadvicethathadbeenprovidedby counselndalsotookinto accounthewider issueof thelevel
of coststhatwould beincurredin the matterprogressinghroughlitigation andattemptingo settlenow would be cost

effectivefor my client. Settlingthe mattercommerciallywasin accordancevith my client'saimsto settlethe matterprior
to furthercostbeingincurred.

| drewup arealisticcaseplanin this matterandsoughtmy client'sinstructionsto makea counter-offetin the sumof
£95,000in thefirst instancebutto attemptto negotiatesettlementip to £110,000Theinitial offer of £95,000was
rejectedby the Claimant.My client providedherinstructionsin accordancevith my adviceandl madethe offers of

settlementl took a pragmaticapproacto makea Part36 offer of settlementn thesumof £100,000ut atime limit offer
in thesumof £110,00Qt0 enticethe Claimantto settle.

4. Opportunities for further development (if any):

N/A

5. Completion date:
20July 2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
ManagingLitigation Work Dealingwith otherprofessionals
2. Evidence provided: Page in Portfolio
Email for counselkapacity 143-144
Coverletterenclosingnstructions 145
Instructionsto counsel 146-153
Telephoneall with counsel 154
Email from counselwith draft Defencefollowing conference 155
Letterof Approachto anexpert 156-157
Letterof Instructionto expert 158-160

3. How does this meet the outcome?

| dealwith manyprofessional$n progressingny caseloadior examplejnstructingcounselandexpertwitnessesl have
theability to instructcounsewhenrequired Wheninstructingcounsel] first enquirewith the clerkif counsehas
capacityto takeon the matterandableto complywith thedeadlineln my email,| havesoughtconfirmationthatcounsel
hascapacityandis availableto attenda conferenceindrequestedhis availability within a specifictimescaleOncel have
receivedconfirmation,l sendinstructionsto counselProceedingfiadrecentlybeenservedn theexampleprovided.|
enclosedill relevantdocumentatioro the case detailsof my instructionsandprocedurabackgroundncludingany court
deadlinesfactsof the case allegationsevidenceobtainedo dateanddocumentservedby the Claimant.l alsoprovided
detailsof anyoffersmadeby eitherparty. Thesedetailsensurehat! providecounselwith appropriaténformationand
instructions] havea goodprofessionalvorking relationshipwith counsewhichis evidencedn thetelephone
conversatiorwith counsefollowing his initial reviewof thecasel haveprovideda furtherexampleof working with
professionalén instructinganexpertwitness Firstly, | will sendoutlettersof approacto a numberof expertsproviding
abrief summaryof the caseandseekingheir agreemento assistmeandif so,a copyof their CV andtermsand
conditions.Oncean experthasconfirmedtheir agreement, senda moredetailedetterof instructionenclosinghe
appropriatenformationandalsoenclosea copy of the Ministry of JusticeGuidanceor expertsfor their assistancelhese
examplesiemonstratethat| havean effectiveworking relationshipwith othersinvolvedin amatter.

4. Opportunities for further development (if any):

N/A

5. Completion date:
23 February2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
Settlement Litigation Settlement
2. Evidence provided: Page in Portfolio
Letterto clientwith Claimant'soffer 161-162
Furtherletterto clientwith advice 163-164
Letterto clientto increaseauthority 165-166
Email from clientwith instructiongto settle 167
Letterto Claimantwith Part36 offer to settle 168
Letterfrom Claimantacceptingoffer 169
AgreedTomlin Order 170-171

3. How does this meet the outcome?

This matterwaslitigatedandmy client hadadmittedbreachof duty andcausatiorin part. Thereforeto meetmy client's
aims,| attemptedo reachearlysettlemenbn a commerciabasis.| haveprovideda letterto theclient settingoutthe
Claimant'soffer andthatcounsel'sadvicewasrequired.Following receiptof counsel'sadvice,l providedupdatedadvice
to my clientandsoughtinstructiongo settle.l receivedurtherevidencegrom the Claimantandthereforesoughtupdated
expertevidencel haveprovidedmy furtherletterto the clientto increasehelevel of authorityto settlebasecon the
updatecevidencel madethis offer by way of Part36 offer to protectmy client'spositionon costswhich wasacceptedy
the Claimant.An appropriatevay to settlethis matterwasby way of Tomlin Orderasthe matterwasproceedinghrough
litigation, thiswasagreedetweerthe partiesandfiled atcourt.

Theaboveexamplehasdemonstratethat! haveadvisedmy clientappropriatelyin respecbf anoffer of settlemenfrom
the Claimant,specifically,thattheir offer wasexcessivel setoutthe significanceof the Part36 offer by highlightingthe
risksto my client.| haveevidencehatl amableto explainthe meritsof settlementn achievingmy client'saimsand
avoidedfurthercostsby the partiesandthat| understandinghe appropriatevay to settlea matter.

4. Opportunities for further development (if any):

N/A

5. Completion date:
7 August2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
Settlement Litigation Negotiation
2. Evidence provided: Page in Portfolio
Letterfrom Claimantwith Part36 offer 172
Advice letterto clientwith Claimant'soffer 173-174
Letterto Claimantdisputinghead=f lossandenclosingoffer 175-176
Part36 offer to Claimant 177
Without prejudicetelephonecall with Claimantsolicitor 178
Email from Claimantwith furtheroffer 179
Emailto clientwith furtheroffer andseekingncreaseduthority 180-181
Email from clientwith furtherauthority 182
Letterto Claimantwith updatedffer 183
Letterfrom Claimantacceptingpffer 184

3. How does this meet the outcome?

Thisis amatterin which liability hadbeenadmitted.The Claimantserveda scheduleof lossandmadean offer of
settlementn the sumof £50,000 Basedon my previousquantumadvicethis offer wastoo high. | advisedmy clientthat
theheadf lossin thescheduleof lossshouldbe disputedandsetoutin aletterto the Claimantenclosinga counter-offe|
of settlementFollowing makingthe offer, | agreedo awithout prejudicediscussiorwith the Claimant'ssolicitors.
During this telephoneconversation, identifiedthe otherparty'sinterestsandexpectationsn additionto my client's
expectationsThe Claimantthenconfirmedtheir expectationdy email. The Claimant'sexpectationsverestill higherthan
my client'sobjective.However following the discussionl providedanupdateto my clientandrequestedncreased
authorityto attemptto reachsettlementf the matteron a commerciabasis.Following receiptof instructions] madea
furtheroffer of settlementhatwasacceptedy the Claimant.This examplehasdemonstratedy effectivenegotiationof
settlemenbf this matter.l prepareceffectivelyby settingout the disputedhead=f losswithin aletterto the Claimant
prior to awithout prejudicediscussionl alsoidentified my client'sandthe Claimant'sexpectationsluringthe without
prejudicediscussionl haveidentifiedthe strengthsf the otherpartiescasein my advicelettersto the clientandsetout
theweaknessewithin the letterto the Claimantdisputingthe specificheadf loss.| havedemonstratethe different
waysin appropriatelyreachinga settlementn this caseby correspondingvith the Claimantby letter,emailandtelephone
to reachanamicablesettlementThis wasa goodresultfor my clientandachieveda saving.

4. Opportunities for further development (if any):

N/A

5. Completion date:
3July 2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
Settlement Litigation ADR
2. Evidence provided: Page in Portfolio
Comprehensivadviceto clientto negotiatesettlemenat RTM 185-192
Email arrangingstarttime of secondRTM 193-194
RTM attendanceote 195-202
Letterto clientfollowing RTM 203-204

3. How does this meet the outcome?

| amawareof my requirementn the Pre-Actionprotocolto consideraform of alternativedisputeresolution(ADR) to
assistwith settlementl amawareof the manyformsof ADR suchasmediationjoint settlemenmeetingsor roundtable
meetingdRTM) andnegotiationMediationis conductedetweerthe partieswith theinvolvementof anexternal
mediatorwho correspondbetweerthe partiesandis neutralto the case Jointsettlemenmeetingsandroundtable
meetingsarearrangedandconductedy the partieslegalrepresentativessuallywith counselinstructed Negotiationis
betweeriegalrepresentativesf eachparty duringthe progressiorof a claim.

Themostcommonform of ADR | useis negotiatiorbut | haveexperiencef JSMandhavebeeninvolvedin onecaseof
mediation.The exampleprovidedis a RTM with theassistancef counsel The advantagef this type of ADR wasthat
thepartieswereableto put forwardthe strengthof their caseandthe weaknessesf the otherparty'scaseanddiscusghe
evidentialissuedn anopenway. A disadvantagef thistypeof ADR is thateachpartytendsto puttheir bestcase
forwardduringthe meetingandif settlementsn'treachedthe partiesarethenawareof the strengthsandweaknessesf
eachother'scasegoingforward. This matterwaslitigatedandproceedingo trial, following exchangef expertevidence,
it wasappropriatdo seeksettlementor my client. Thefirst RTM in this casewasnot successfuin reachingsettlementl
advisedmy clientthata furtherRTM wasappropriateandfollowing receiptof instructionsa RTM wasarrangedetweer
thepartiesandconductedria videolink. This mattersettledduringthe secondRTM.

4. Opportunities for further development (if any):

To put myselfforwardfor forms of ADR thatl havenot beenpartyto beforeto broadermy knowledgeandexperiencef
theformatof suchADR.

5. Completion date:
22 February2023

6. Signed (applicant): Date:




ANNEX 3: Logbook Sheet

Name:
1. Skills Element: Learning Outcome:
Legal Writing andDrafting Legal Writing andDrafting
2. Evidence provided: Page in Portfolio
Comprehensivelientadviceletter 205-208
Letterto the Courtenclosinganapplicationandconsenbrder 209-210
Telephonecall with client 211
Email trial with client 212-216

3. How does this meet the outcome?

| understan@ndapplythe principlesof goodwriting in thedayto dayrunningof my caseloadln drafting
correspondencé ensureghatl usecorrectspellingandgrammar syntaxandpunctuationFor examplejn draftingclient
adviceletters,| ensurehat! useaccuratestraightforwardandmodernlanguagesothatmy adviceis clearandlogical. |
haveevidencedh completedemplatecomprehensivadviceletterwhichis consistentith theappropriatdormatand
structurel havesetouttherisk analysisn my adviceunderthe 'probableoutcomeattrial’ section.Theclientadvice
demonstratethatl amableto advancea matterin providingthe optionsto my clientandsettingout the stepsthatare
requiredin eachoption. Also providing my adviceon which optionis appropriateandseekingmy client'sinstructionsin
theletter,| havealsoidentified my client'sobjectivesin reachinga suitablesettlementf the matter.

In theevidenceattachedf theletterto the court,| havedemonstratethatl amableto address documentppropriate
andaccurately) providethe claim numberin thereferencébox andalsoin the contextof theletter.l haveaccuratelyset
outthepreviousactionsof the partiesusingprofessionalvording.In thetelephonecall with theclient| have
demonstratedy ability to usedifferentmethodsof communicatiorandensurehisis documenteanfile. In theclient
emailtrail | havedemonstratethatl amableto communicatevith my clientusingdifferenttypesof mediumof written
communicationl havetailoredthis adviceto a moreinformal formatto suitthe purposeof my email,to inform my client
of the Claimant'scounter-offerandto seekupdatednstructionsto confirm settlemenandseekpaymeniof damages.

4. Opportunities for further development (if any):

N/A

5. Completion date:
Ongoing

6. Signed (applicant): Date:




	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 statement
File note of questions to ask at meeting
Telephone note of meeting
Draft witness statement with highlighted areas for comment by witness 
Email to client to send out draft witness statements
Email 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 2022
Comprehensive 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: 31-33
34-38
	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 directions
Letter to Claimant Solicitors serving Directions Questionnaire, Precedent H and draft directions.
Directions Questionnaire
Precedent H
Draft 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: 46
47

48-53
54-60
61-65
	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 2022
Comprehensive 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: 66-71
72-78
	A) Learning Outcome 27: Funding
	A) Name 28: 
	A) Element 28: Costs and Funding
	A) Evidence 28: Precedent H
Letter 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: 79-85
86-87
	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 Conduct
states 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: 88
89-91
92
93-96
97

	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 conflict
Letter 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: 98-99
100-101
	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: 109-111
112
	A) Learning Outcome 213: Confidentiality and Privilege
	A) Name 214: 
	A) Element 214: Conduct and Ethics
	A) Evidence 214: Office Manual Complaints Handling Procedure
Internal Error Report Form
Email 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: 113-115
116
117-118
	A) Learning Outcome 214: Complaints and Negligence
	A) Name 215: 
	A) Element 215: Managing Litigation Work
	A) Evidence 215: To Do List in Outlook
Internal 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: 119
120
	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 2023
Email from client with instructions - 22 June 2023
Part 36 N242A 
Letter to Claimant Solicitors with further offers - 20 July 2023
Part 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: 124-129
130
131-135
136-137
138-142
	A) Learning Outcome 216: Case Analysis and Case Preparation
	A) Name 217: 
	A) Element 217: Managing Litigation Work
	A) Evidence 217: Email for counsel capacity
Cover letter enclosing instructions
Instructions to counsel
Telephone call with counsel
Email from counsel with draft Defence following conference

Letter of Approach to an expert
Letter 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: 143-144
145
146-153
154
155

156-157
158-160

	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 offer
Further letter to client with advice
Letter to client to increase authority
Email from client with instructions to settle
Letter to Claimant with Part 36 offer to settle
Letter from Claimant accepting offer
Agreed 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: 161-162
163-164
165-166
167
168
169
170-171
	A) Learning Outcome 218: Settlement
	A) Name 219: 
	A) Element 219: Settlement v Litigation
	A) Evidence 219: Letter from Claimant with Part 36 offer
Advice letter to client with Claimant's offer
Letter to Claimant disputing heads of loss and enclosing offer
Part 36 offer to Claimant
Without prejudice telephone call with Claimant solicitor
Email from Claimant with further offer
Email to client with further offer and seeking increased authority
Email from client with further authority
Letter to Claimant with updated offer
Letter 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: 172
173-174
175-176
177
178
179
180-181
182
183
184
	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 RTM
Email arranging start time of second RTM
RTM attendance note
Letter 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: 185-192
193-194
195-202
203-204

	A) Learning Outcome 220: ADR
	A) Name 221: 
	A) Element 221: Legal Writing and Drafting
	A) Evidence 221: Comprehensive client advice letter
Letter to the Court enclosing an application and consent order
Telephone call with client
Email 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: 205-208
209-210
211
212-216
	A) Learning Outcome 221: Legal Writing and Drafting


