
 

3.2(2) - Work Based Learning Logbook Sheet and Evidence 
[COMPLETE]   

WBL Logbook Sheet Template 

Learning Outcome and example number  
e.g. 1.1(1),  1.2(2), 1.2(1) 1.2(2) etc.  

Page numbers from portfolio  

3.2(2): Take accurate instructions relating to 
a legal matter from clients or service users 

 

Evidence provided and date of evidence  
e.g.  Letter to client dated 01.01.2020  
        Telephone attendance note dated 01.01.2020 

Attendance note dated 15.06.2021  
Email trail with client dated 15.06.2021 
Letter to tenant with draft licence dated 15.06.2021 

Explain how the example  meets the learning Outcome and how the evidence 
shows this 

Use appropriate listening and questioning techniques and take accurate 
instructions from your client  
In this case I was dealing with a licence for alterations. The client had sent written 
instructions for the licence however the details of the proposed alterations were very 
vague. I then set up a telephone meeting with my client for them to provide more 
details so that I could draft the licence.  
 
Confirm with your client that your understanding of the instructions is correct 
Following our meeting I drafted the licence and sent it to the client for approval. The 
client emailed me back stating that they were happy with the draft, thus confirming 
that I understood their instructions. The client also instructed that the draft licence was 
now sent to the tenant for approval.  
 
Provide evidence of both taking the instructions and confirming the 
instructions with your client 
The attendance note is evidence of me taking instructions from the client as to the 
contents of the licence. The email trail with the client is evidence that I have 
understood and confirmed the instructions by drafting the licence with the correct 
details. The letter to the tenant with the draft licence shows be further carrying out the 
clients instructions by sending the draft for approval by the tenant. 
 

Reflection and evaluation  
Describe what you learnt from the activity you undertook to meet the Learning Outcome. You may want 
to complete this section at a later date once you have had time to reflect on your practice and experience. 
It is vital to take the clients instructions to be able to accurately draft legal 
documents. As these documents are legally binding it is extremely important 
that the contents are accurate and to the client’s requirements.  
  

Pleas 

Supervisor’s Name  
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Please print the full name of the supervisor that supervised the 
work referred to above within this logbook sheet and the 
supporting evidence. 
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