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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  

6.2(1): Provide appropriate information to 
clients and service users 

 

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

File opening email to the client dated 18.06.2021 

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

Demonstrate understanding of the information which must be supplied to 
clients to comply with professional conduct rules 
Principal 5.7 of the CILEx Code says that you must “adequately explain and agree 
with your client the terms upon which your services are to be provided, including the 
extent of the services, payment and the likely or anticipated cost, outcome and 
timescale for the advice and services to be provided”. 
 
Principal 8.7 of the SRA Code of Conduct states that you must “ensure that clients 
receive the best possible information about how their matter will be priced and, both 
at the time of engagement and when appropriate as their matter progresses, about 
the likely overall cost of the matter and any costs incurred”. 
 
I therefore understand that it is important to inform the client from the beginning about 
the costs involved with the matters and estimates on how long I expect it to take to 
complete. I also understand that if during the course of the matter the work takes 
longer than expected or becomes costlier, I must inform the client as soon as possible 
providing any new estimates.   
 
Provide evidence which demonstrates application of these obligations 
through the supply of details about client care and complaints handling 
information to clients 
The email that I sent to the clients on file opening demonstrates that I apply the 
obligations above. The email and letter include: 

 Estimated costs of the case 

 Estimated timeframe for completion of the matter 

 Who is handling the case 

 The details of my manager  

 The Legal services vision and customer promise 

 Details of how to make a complaint 
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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. 
I understand the importance of providing all the information to the client 
regarding how the case will be managed including giving estimates of costs 
and timeframes so that the client can manage their expectations as to how the 
matter will progress.  
  

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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