Assessment of Law Office Work

Live Client Programme 2010/11
This handout describes the process for assessing your work on the live client programme in the SLO. 

The SLO year 4 assessment regime described below is subject to the assessment regulations as set out in your course handbook.

The year 4 programme of the SLO is assessed in two parts:

1. 70% of the marks are awarded for the practical work that you do during the year, as evidenced by your portfolio. 

2. 30% of the marks are awarded for two pieces of reflection on your work, handed in as part of your portfolio. The two pieces are equally weighted at 15% each.
Your supervisor will mark the assessment and the marks will be moderated by other members of the Student Law Office teaching team.  A sample of the assessments will also be moderated by an external examiner. 

Section A:  The practical work – FAQs

1. What do you mean when you say I am graded on my practical work?

You are graded on the work that you have done during the whole year.  Everything that you do will have been overseen by your supervisor, who will be assessing your work against the grade descriptors in the Appendix to this handout.

2. Does it matter that when I started in the SLO I wasn’t as good as I became by the end?

We expect that the year will be a learning process for most students and that your work will therefore improve during the year.  We do not penalise you for not being as good at the start of the year as you are at the end!

3. If I am graded on the work that I do, then what is the role of the portfolio?

The portfolio is your evidence, showing the work that you have done.  You need to include all your work – including drafts of documents where your supervisor has commented on and edited your work.  The portfolio shows not only how much work you have done, but how you have learnt from your experience during the year.  It therefore provides the basis for your reflective pieces (see Section B).

4. What goes into this portfolio?

Throughout the year you will use your portfolio to store copies of any significant documentation from your case files which demonstrates your progress in your practical work. This is likely to include non routine letters, drafting, interview plans and notes, research, some detailed attendance notes and file management records. It is also the place to keep any reflective notes on how you felt the interview went etc. 

· Do not copy short or routine documentation for your personal file; be a bit selective.

· Never remove original documentation from a case file to put on your personal file.

· Keep copies of all your draft work which has had to be amended by your supervisor. These drafts should show the comments/amendments made by the supervisor.

· If you have worked with another student on a piece of work you should mark on it what proportion of the work was carried out by you.

· Your personal file cannot be taken out of the SLO without the consent of your supervisor which will only be given in exceptional circumstances.

5. What if the work I’ve done has been collaborative?

During the course of the SLO programme you may have worked on a case file with one or more students from your firm. You may also have used precedents and text books in the preparation of your cases. In the preparation and submission of your personal file report please pay particular attention to how you present such documentation.

Where you have worked with another student in the preparation of one or more of the documents included in the personal file report you MUST identify this clearly on the piece of work. Similarly where you have used a precedent or used text from books or other sources you must identify this on the document. Failure to acknowledge involvement of another student or reference to texts and other sources is a breach of the assessment regulations.

6. How do I organise my portfolio?

The logical way to organise your portfolio is by case name – putting the work done on each case in a separate section.

Some students prefer to show their skills development by putting all examples of each skill in a separate section – such as Interviewing/Research/Writing & Drafting/File and Case management.  This is equally acceptable.
You may adopt either approach.

7. How does my supervisor actually award the grade?

At the back of this handout you will find grade descriptors: see Appendix A.  These describe the different kinds of conduct that might suggest that a student is within one grade or another.

For example, the descriptors suggest that a student whose work contains “continuing inaccuracies in the … analysis of the relevant legal issues” may be working at 2/ii level in this respect.  A 2/i student’s work is likely to show only “minor errors of law”.

The grade descriptors tell you what the supervisors are looking for. They are not added up to arrive at a final mark – some descriptors may be of critical importance. If for example a student demonstrates “a high level of commitment to the client” [First class] but accompanies it with “persistent inaccuracies in the … analysis of the relevant legal issues” [Fail], then the student’s fundamental inability to get the law right is likely to undermine his/her other strengths.

Use the grade descriptors – as your supervisor will – to judge how well you are performing the various aspects of your role.

8. What feedback do I get on my performance?

In the SLO you will be getting continuous feedback from your supervisor – and from your fellow students.  Every time you do a task your supervisor will be checking your work and telling you whether it needs to be improved.  In firm meetings and in the SLO generally you and your fellow students will be discussing your cases and commenting on the work you are doing.

The whole SLO experience is therefore built around feedback.

There is a formal mid-year review meeting with your supervisor, where you complete a mid-year review form, focussing on the different aspects of your work up to that point.  At that meeting your supervisor will give you more formal feedback on your work as a whole, and will discuss the key areas where you can improve your performance, but the feedback process is continuous.
B Reflection

1. What do we mean by reflection?

“serious thought or consideration” – OED definition.

For our purposes, reflection is the process of thinking about your effectiveness in undertaking the various legal tasks arising from your cases and considering how to modify your future approach to such work.

In addition to reflecting on your practical skills, we also expect you to relate those experiences to their wider academic, professional and societal contexts.  In doing this you will be drawing on your knowledge of Law as an academic subject.  You may also be drawing on some of the legal theory which you studied earlier in the course to ask how well those theories match the reality of legal practice that you have observed.

2. Why do we assess reflection?

The SLO isn’t simply about teaching you to use your legal knowledge and skills in the real world.  It offers you the opportunity to think about what we are doing – and to question both Law and legal practice.  The pressures of practice are such that you may not find it easy to do this when you are in full time practice.

By teaching you to think in a structured way about your performance and your role as a lawyer, we aim to equip you to go on learning as you enter into practice as qualified lawyer.  

Reflection fits with one of the Benchmarks for Law degrees – namely the ability to learn from your learning – which must include the ability to recognise areas of weakness and to make good these weaknesses; the ability to build on existing areas of strength; the ability to reflect effectively on experiences and to relate those experiences to their wider academic, professional and societal contexts. 

3. What do I have to do for the reflections?

You must produce two pieces of reflection.  One of the subjects is compulsory – skills in practice; The other piece is optional – drawn from a list of five options.

Each piece should be no longer than 4 sides of A4 in a sensible font size and layout.  Footnotes are included in the 4 sides limit.  A formal bibliography is not required.

4. What is the compulsory piece of reflection?

The following is for guidance only.  You are not restricted to addressing the matters outlined below.

· Skills in practice: 

This is an opportunity to analyse the development of your legal skills through your time in the SLO.  You may decide to focus on issues like: how did your skills change during the year – what particular problems did you encounter and how did you address them – how well prepared did you feel at the start of the year – what skills do you feel are most important to the area of law in which you plan to work and so on?

If you want you can try to look at all of the skills – although this risks spreading yourself very thin – or you can focus on one or two particular skills (such as interviewing, writing, case management or research, for example).  This should enable you to tailor the reflection to the skills that you developed most during the year.
It is likely that good reflections will be able to draw upon actual examples and also on some of the scholarship that has been written about skills development.
5. What is the optional piece of reflection?

In order to tailor the reflection to your own interests, you have a choice of areas on which to base your second piece of reflection.  

In order to support your reflection we will use the Year 4 lecture programme to have lectures on many of the following topics.
· Law in action:  To what extent does your academic analysis of the law accurately reflect the reality of legal practice? This is an opportunity to engage in legal analysis arising from your SLO work and bring your academic skills to bear on the practical work that you conducted in the SLO. 
You should look for one or more academic points of law that you encountered in real life in the SLO – you may explain the extent to which you consider that an academic understanding of the law in this area fully addresses the reality of law in practice – what unexpected issues did you encounter – how did the practice of law differ from the account given in textbooks – to what extent was the law shown to work effectively and equitably in real life – is there a need for law reform?

· Clinic and legal education: reflection on the role of clinical legal education – theories of legal education – your experience of clinic – positives and/or negatives of clinical teaching – comparison with other learning on your course;

· Justice and ethics: critical account of issues relating to justice and/or ethics that you have encountered in your SLO work – how do these issues relate to your own moral outlook, standard ethical norms, formal rules of professional conduct and/or to the concepts of justice that you have studied elsewhere?
· Clinic and your career: your plans for your legal career – how has the SLO impacted on these plans - what issues has clinic enabled you to identify for your career planning.  This may include comparisons between the SLO experience and private practice.  How does the remit of the SLO as a free advice clinic with an educational purpose affect such things as the relationship between ourselves and clients; the kind of cases which we are prepared to take on; the time we devote to them; the way we run them.? What are the pluses and minuses of this and how is it likely to differ from private practice? What issues around access to justice/legal aid have you encountered?

· Clinic and Public discourse: reflection on the submission of a piece of work that you have undertaken during the year which seeks to educate the public on an area of law, or to inform public policy.  This might, for example, take the form of a significant contribution to an SLO response to a Government White Paper, or the creation of a client information leaflet in relation to a particular area of law, or significant engagement in an SLO research project (for example, the research project on failure of local lawyers to use civil mediation schemes).

6. What is the format of these pieces of reflection?

No longer than four sides of A4 each – see above.  If you refer to particular pieces of work that you have done, make sure that you flag these up in your portfolio so that we can cross-refer.  

7. Can I work collaboratively on the reflective pieces?

No.  These must be your own work – external quotations should be properly referenced.  In short, the normal rules on plagiarism, collusion and citations apply.

8. Can I get feedback from my supervisor on my reflections?
You can submit up to one side of A4 as a draft reflection at your mid-year review meeting, and your supervisor can provide feedback on that draft piece. You can then incorporate this into your final pieces for submission.

However, your supervisor cannot read your final pieces of reflection and give feedback on those before hand-in.
C
The LPC skills (Exempting route only – not Bar route) 

Two of the LPC skills assessments are carried by the SLO Yr 4 – legal writing and interviewing.

Both are assessed on a competent/ non competent basis for the purposes of the LPC skills assessment. 

Interviewing

Interviewing will be assessed by consideration of one of your videoed client interviews. If possible you should select an advice interview for assessment. You will be assessed in interviewing during the first term of the year 4 programme. If you wish you may choose to be assessed on the same interview as you submit in your personal file report. You will receive more information about this aspect of your skills assessment from your supervisor. 

Legal Writing

You will be assessed in the context of a letter arising out of one of your Student Law Office case files. It will normally be a letter of advice although it may be any letter with substantial legal content. You will be able to identify an appropriate letter with the agreement of your supervisor and you will write the letter and submit it to your supervisor by the arranged deadline.

Your may not discuss your letter with anyone other than your supervisor prior to submission. You supervisor is not able to comment on the contents of the letter prior to marking it for competency. You are strongly advised to have written at least one letter on a different issue/ case with substantial legal content prior to submitting a letter for assessment.

If your letter is found to be non competent you will be given one further opportunity to satisfy the requirement within the course of the year.

Assessment criteria for these skills assessments are attached to this handout (Appendix B)
First attempt at the LPC competencies should be completed by 8th February 2011, to allow for a resit if required.
You are not required to meet the LPC competencies in interviewing and legal writing if you are taking the LLB Barristers exempting degree. 
SLO Year 4 Programme Assessment 

The final date for submitting the assessment for the SLO Live Client Programme is 12 noon on the 6th May 2011.

You are required to hand in:

1. Your portfolio

2. Your two pieces of reflective work

3. (Exempting only) Copies of your two LPC skills assessment sheets

4. Any DVD that is relevant to your reflection. 

Documents 2-4 above should be inserted at the front of your portfolio.

The work is to be handed in to the Student Law Office, Room 114, CCE.
If you are required to resit the Student Law Office programme, you will be  required to spend up to 4 weeks in the Student Law Office during the resit period. The resit period is 18th July- 12th August 2011.
Appendix A

Grade descriptors: Student Law Office programme

	These descriptors describe student performances by the end of the programme.  

In line with the draft QAA Benchmark for Law, the descriptors are bunched around (i) Autonomy and (ii) Ability to Learn.  In the Benchmark these are the “key feature of graduateness”.

Autonomy will include: 

· the ability to identify and apply law with accuracy; 

· the ability to plan and progress client cases; 

· demonstration of a professional commitment to the client’s best interests; 

· efficiency in managing the case.

Ability to learn will include: 

· the ability to recognise areas of weakness and to make good these weaknesses;

· the ability to build on existing areas of strength; 

· the ability to reflect effectively on experiences and to relate those experiences to their wider academic, professional and societal contexts.




	Fail student

Mark: Less than 50%


	Key description:

This student requires close supervision even towards the later stages of the SLO.  This may be because of significant shortcomings in the student’s ability to identify the relevant law with accuracy.  Additionally or alternatively they may be unable to apply that law effectively and in a manner that is likely to progress the client’s case.  Additionally or alternatively such students will demonstrate little commitment to the client’s best interests, or may show such poor time management skills that any attempt to progress their cases efficiently is undermined. Similarly the student’s failure to comply with the administrative requirements of the Law Office may mean that they cannot be trusted to conduct any work without continuous oversight from the supervisor.


	

	
	Autonomy: the student is likely to demonstrate some of the following traits: 

· The student will look to the supervisor for instruction; there is little sense of the student planning how best to progress the case.  Case management skills are likely to be weak.

· The student demonstrates little commitment or energy to achieving the best resolution for the client.  

· Alternatively the student may fail to undertake a sufficient amount of work to be commensurate with the SLO programme.

· There are persistent inaccuracies in the student’s analysis of the relevant legal issues.

· There are serious weaknesses in some or all of the key legal skills (such as interviewing; research; writing and drafting).  In particular there may be significant weaknesses with oral and/or written communication skills.

· Files are kept in poor order; material is not filed in the right place, and filing is often done only at a late stage.

· The student displays poor time management skills and the supervisor will often need to chase the student to complete work on time.

· The student will show very limited engagement in strategic decision making or case planning.

· First drafts of work will often need extensive correction.

· The student commits a serious error of professional judgement.

· The student often fails to comply with office management requirements.

· The student sometimes fails to attend firm meetings and other teaching sessions, and when present they often fail to contribute.  Team work skills may be lacking.
	

	
	Ability to learn and make use of learning:

· The student demonstrates little or no insight into their performance.

· Where shortcomings have been identified, whether in the reflection or in feedback from the supervisor, there is no demonstration of consistent improvement.

· Reflection is schematic and often purely descriptive.  The description may be inaccurate or incomplete.  

· Where reflection identifies weaknesses, the student is unable to demonstrate any meaningful steps taken to respond to these weaknesses.
	


	Pass student

[2/ii]

Mark: 50-59%


	Key description: 

This student is able to display the ability to deploy key legal knowledge and skills, but in a flawed manner, and without being able to show a consistent improvement which enables the supervisor to grant greater autonomy in the conduct of cases.  The problem may be  one of poor time management or it may represent a weak commitment.  Equally it may represent poor application of legal knowledge and skills.  


	

	
	Autonomy: the student is likely to demonstrate many of the following traits: 

· The student will carry out tasks assigned to him or her but will rarely show initiative in planning how best to progress the case.

· The student will often demonstrate enthusiasm and empathy but this may be patchy and commitment to the client’s case may be undermined by failure to do work to a sufficiently high standard.

· Alternatively the student may undertake only enough work to be barely commensurate with the SLO programme.

· The student will be able to identify the key legal issues but may require assistance in applying the law in a practical way, and there may be continuing inaccuracies in the student’s analysis of the relevant legal issues.

· The student will show the ability to develop in all of the key legal skills (such as interviewing; research; writing and drafting), but there will remain significant weaknesses in one or more of these skills.

· Files are generally kept in reasonable order and file reviews are done promptly.

· The student will show willing at discussions regarding case strategies but will find it difficult to articulate coherent ideas about how to advance the client’s interests.

· The student will normally do work on time but may rely on supervisors or colleagues to review that work and to supply the necessary level of correction.

· The student will comply with the rules of professional conduct and will follow the office management requirements.

· The student will attend firm meetings and other teaching sessions, and will make an effort to contribute.  This student may work reasonably well as part of a team.


	

	
	Ability to learn and make use of learning:

· The student will demonstrates insight into their performance.

· Where shortcomings have been identified, whether in the reflection or in feedback from the supervisor, there may be evidence of significant improvement, but with significant remaining weaknesses.

· Reflective work is accurate and shows an ability to draw on broader legal learning in placing the live client experience in its full context .


	


	2/i student

Mark: 60-69%


	Key description:

This student may make occasional errors of law or demonstrate weaknesses in legal skills, but these become increasingly less frequent and the student is able to progress cases with lessening supervision and support.  The student shows an ability to learn from mistakes, and to identify weaknesses in performance and to begin to address these.  Students in this category will start to develop the ability to plan strategies for progressing their cases, even if they are unable fully to implement these.


	

	
	Autonomy: the student is likely to demonstrate most of the following traits

· This student shows initiative by coming up with ideas and suggestions, although these will not always be thoroughly thought out.  The supervisor can trust the student to carry out tasks diligently and to advance the client’s case but often will require significant prompting.

· The student shows significant commitment to their clients and is able to demonstrate empathy for the client.

· The student is normally able to identify relevant legal principles with accuracy and apply these to the client’s case, although will have some difficulty applying law across legal “areas”

· Work is done to an increasingly high standard but may suffer from some shortcomings, such as minor errors of law or weaknesses in some oral or written communication legal skills.

· The student may be able to identify potential strategies for progressing cases, but will show weakness in implementing these.

· Time management will often be reasonable but the student will show a tendency either to rush work or to delay doing work.

· The student comply fully with all the rules of professional conduct, and will comply with all office requirements.

· The student will attend all teaching sessions, and will show willingness to contribute to discussion of their own cases and the cases run by other students.  The student will work very effectively as part of a team and by themselves. 

· Files will be kept in very good order, with appropriate use of attendance notes and timely file reviews.


	

	
	Ability to learn and to make use of learning:

· Where weaknesses in performance are identified the student is able to improve and to avoid making the same errors.

· The student shows awareness of both strengths and weaknesses in performance and is able to identify strategies for future enhancement.

· The student shows awareness of wider academic, professional and socio-economic contexts of the student’s practice.


	


	First class student

Mark: 70-79%
	Key description:

A student who is able to identify legal issues with accuracy and then to implement effective strategies for achieving the client’s goals.  Such students may make errors of law, or may demonstrate initial weaknesses in their legal skills, but will show the ability to learn from experience so that their work is of an increasingly high standard.  The supervisor will be able to have an increasing confidence in the student’s ability to operate with a higher degree of autonomy than might normally be expected.


	

	
	Autonomy: the student is likely to demonstrate many, if not all, of the following traits

· This student requires little active prompting and can be expected to approach the supervisor with suggestions that have been thought through and are often highly developed.  

· The student is able to identify relevant legal principles with accuracy, and where appropriate will show the ability to think across legal “areas” so as to view the case holistically.

· The student will demonstrate excellent oral and written communication skills.

· There will be a high level of commitment to the client and empathy with their situation.

· The student will demonstrate a high level of efficiency in their work, with first drafts often needing little correction, and with no careless errors.

· Time management skills will be excellent, with work done to a high standard in good time and without needing “chasing” by the supervisor.

· The student will be active in firm meetings in contributing to discussions about their own cases and the cases of other students.  

· The student complies fully with all the rules of professional conduct and office management procedures and is able to clearly articulate the rationale for these rules.

· The student will be active in identifying strategies for achieving the client’s goals, and tactics for implementing these strategies.  At this level it is not to be expected that the student will have the experience always to identify the best or most effective strategy – but they will demonstrate a willingness to take responsibility for planning the conduct of the case, rather than waiting for instruction.

· Files are kept in excellent order, with clear and consistently updated entries and very few examples of inappropriately filed material.


	

	
	Ability to learn and make use of learning:

· The student will show good development of skills across the course of the year and where there are initial areas of weakness, the student will show an ability to make these good.

· The student’s written reflections will demonstrate the ability to assess both the cases that they have conducted and their own performance in terms of wider academic, professional and socio-economic contexts.

· The student shows keen awareness of both strengths and weaknesses in performance and is able to identify and effectively articulate and implement strategies for future enhancement.


	


	Strong first class student

Mark: 80% and up
	Key description:

A student who is able to identify legal issues with accuracy and then proactively develop strategies for achieving the client’s goals in an efficient manner. Such students learn quickly from any errors or weaknesses and show an excellent ability to explain how their knowledge and skills have developed. The student performs at a professional level and with extensive autonomy so that the supervisor has confidence in the student’s knowledge, judgment and skills.  The student understands and articulates the broader issues arising from their practical work indicating an ability to be a reflective and creative legal practitioner.
	

	
	Autonomy

The student will have all of the abilities of the first class student and in addition:

· This student will display a willingness to go beyond what would normally be expected in terms of commitment to the client’s interests

· The student’s communications with the client instil a high level of confidence about their ability to empathise with, understand and serve the client’s interests

· The student stretches and/or challenges the supervisor’s own understanding of law or practice

· The student requires little active supervision and can be trusted to identify tasks and take appropriate action subject to supervisor approval 


	

	
	Ability to learn and make use of learning:

The student will have all of the abilities of the first class student and in addition:

· The student will develop legal knowledge and skills to an excellent level across the course of the year and will have an ability to articulate this development in a thoughtful, manner which illustrates sustained reflection throughout the module.

· The student will understand how earlier learning has contributed or obstructed their development during their time in the Student Law Office.

· The student will appreciate how their character, status, background etc. has impacted on the way they have developed and interacted with others during their time in the Student Law Office.

· The student will demonstrate the ability to see beyond the cases they have conducted to see a broader and/or deeper picture relating to legal, justice, moral, professional, political or socio-economic contexts of their work as a lawyer. 

	


Appendix B
LPC Skills assessment criteria 

Note – applicable only to Exempting route students.  Not applicable to Bar route.

Assessment Criteria for Legal Writing 2010/2011
Your letter should :

1. Meet the client’s goals, carry out the client’s instructions and address the client’s concerns;

2. maintain a standard of care which protects the interests of the client and deals appropriately with any client care and professional conduct issues;

3. accurately address all the relevant legal and factual issues;

4. where appropriate, identify relevant options, including the costs, benefits and risks of those options;

5. where appropriate demonstrate a critical use of precedents;

6. be logically organised and form a consistent and coherent whole;

7. follow the rules of grammar and demonstrate appropriate use of language;

8. be succinct and precise;

9. meet any formal legal or other requirements.

Students should be able to explain the principles and criteria of good drafting practice and should be able to:

· Identify  pieces of drafting where those criteria are either met or not met

· Modify their own drafting errors to meet these criteria

· Transfer drafting principles or criteria learned in one context to other contexts

· Use techniques for appraising and developing their own writing and drafting style.

Assessment Criteria for Interviewing  2010/2011
Students should be able to:

1 prepare for the interview

2 deal with appropriate client care and professional conduct issues during and after the interview

3 allow the client to explain his or her concerns

4 identify the client’s goals

5 help the client reach priorities among those goals

6 elicit relevant information and distinguish between relevant and irrelevant information

7 use appropriate listening and questioning techniques

8 determine what further information is required

9 identify possible courses of action and the legal and non-legal consequences of selecting a particular course of action

10 assist the client to make a decision regarding the best course of action, including the costs, benefits and risks of that course of action

11 agree the action to be taken by both parties subsequent to the interview and an appropriate timeframe for such action

12 accurately record the interview, confirm instructions and confirm the action that needs to be taken

13 establish a professional relationship with the client and deal with any client care or professional conduct issues that may arise when advising the client

Students should be able to demonstrate an understanding of the principles and criteria of good interviewing and should be able to:

· Conduct an interview in which those criteria are met
· Modify their own interviewing errors to meet these criteria
· Transfer skills learned in one context to other contexts
· Develop techniques for appraising and developing their own interviewing style
