CLS

SQM QUALITY CONTROL FORM PR

CLIENT FILE

NAME NO

FEE EARNER REVIEWER DATE CAT
FILE OPENING REMINDER DATES

File Identification

B/F date scheduled

NMRF complete

Cost Update scheduled

Conflict Check

FILE MANAGEMENT

Key forms used

Undertaking

File orderly

Complaint

Key date to file & backup

Time recording

INITIAL INSTRUCTIONS

Running record of costs

Instructions recorded

CASE PROGRESS

Advice recorded

General client update

Action agreed

Six month cost update

Funding Advice recorded

SERVICES OF OTHERS

Cost estimates given

Experts approved

Client care letter

Client consultation

CLS/Rule 15 info sent

Clear instructions

Willingness to act

END OF CASE

Status of file clear

Close of case letter

CONTRACT COMPLIANCE

Application form complete

SBT met

Proof of means

All work justified

Other funding considered

Devolved Powers correct

Matter ended

Matter start reported

Referral needed

SPAN codes correct

IS CORRECTIVE ACTION REQUIRED ?

NO - Quality Control
completed

YES - Complete

remainder of form

CORRECTIVE ACTION NEEDED (include any substantive issues identified over page)

DATE FOR FEE EARNER REVIEWER
COMPLETION CONFIRMATION VERIFICATION
KE 1 = excellent 2 = competence plus/good | 3 =threshold competence NA = not

X = insufficient information to
make a judgement

5 = non-performance/
very poor

Y 4 =not competent/poor applicable

Please circle one only

How well does the adviser appear to have understood the client’s problem? 1 2131415

How effective were the adviser’s communication and client — handling skills? | 1 2131415
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How effective were the adviser’s fact and information - gathering skills? 1 213|145

4 | How effectively was the client informed of:

a) the merits (or not) of the claim, and 1 213 4 |5 N/A
b) all developments? 1 213|145 N/A
Comments:

. THE ADVICE Please circle one only
! How legally correct was the advice given? 1 213|145 N/A
2 How appropriate was the advice to the client’s instructions 1 2 13145 N/A
3 How comprehensive was the advice? (For Family, see over) Y | N N/A
4 Was the advice given in time/ at the right time? Y | N N/A
Comments:
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Please circle one only

If no other work was carried out, was this appropriate? Y | N N/A

2 | Ifany further fact-finding work was carried out

a) how appropriate and 1 2 3 4 5 | N/A

b) how efficiently executed was the work? 1 2 3 4 5 | N/A
3 | Ifany other work was carried out

a) how appropriate and 1 2 3 4 5 | N/A

b) how efficiently executed was the work? 1 2 3 4 5 | N/A

4 | How effective in working towards what the client reasonably

N/A
wanted/needed was any further work carried out? ! 2 3 4 5

If no disbursements were incurred was this appropriate? Y | N N/A

How appropriate were any disbursements incurred 1 2 3 4 5 | N/A

7 | Where this is necessary did the adviser consider/ advise on/

act on an effective referral? 1 2 3 4 3 N/A

Throughout the file how effectively did the organisation use resources? 1 213 4 15

9 | Did the adviser or their work in any way prejudice the client?
If yes, provide details overleaf.

Comments:

OVERALL MARK 1 2 3 4 5

Comments:

Please write any further necessary comments overleaf legibly and clearly.

B.3 FAMILY Please circle one only
a. | How comprehensive was the advice in relation to divorce? 1 2 13145 N/A
b | How comprehensive was the advice in relation to children? 1 2131415 N/A
c. | How comprehensive was the advice in relation to ancillary relief? 1 2 13145 N/A
d | How comprehensive was the advice in relation to injunction? 1 2131415 N/A
e. | How comprehensive was the advice overall? 1 2131415 N/A
Comments:
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