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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  

4.3: Maintain files and records in accordance 
with procedures 

 

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

File review from my manager dated 07.03.2022 

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

I work as part of a local authority’s (referred to as the Council) in-house legal team.  
 
Lexcel: 
At the Councils legal service department, we have Lexcel accreditation and maintain 
our files in accordance with Lexcel case management standards. 
 
Lexcel defines quality management procedures in seven areas. These are: structure 
and strategy, financial management, information management, people management, 
risk management, client care, and file and case management. 
 
I consider these factors in every case that I deal with.  
 
VisualFiles: 
At the Council we use a case management system called VisualFiles. Most of our 
matters are paperless and every dealing in the case is recorded on these electronic 
files. When opening a new file I create a “file information sheet” for each matter. This 
sheet incudes information such as a case summary, important contacts and key 
developments so that if any other fee earner needs to pick up the file they can view 
this sheet to get important details of the case.  
 
I regularly and consistently review this sheet and make sure to record all  
developments that happen in the case. 
 
File Reviews: 
In line with our procedures, my files are reviewed regularly to ensure that I am keeping 
and maintaining them to the set standards. I have evidenced this with a file review 
from my manager that demonstrates that I have kept my file to these standards (no 
corrective actions were identified). 
 
 

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. 
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I recognise and understand that it is important to regularly review my files and 
maintain them to a high standard. By doing this I will give clients confidence 
in my work and maintain a good reputation for my team. 

Pleas 

Supervisor’s Name  

 
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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