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Introduction

Our suite of compliance e-learning courses is designed All courses are interactive and require active
specifically for lawyers and law firm staff. participation to ensure engagement.
The courses are soundly based on current law and You can see the great reviews we get by looking at our
regulations, with a firm emphasis on their practical online store.
impact. We don’t think people need to learn the law

IIItI'OdllCtiOII and regulation bY rote. Instead our courses focus on You can buy the cgurses individually or as a suite. See
what the regulations mean and what you and your Page 3 for the topics we cover.

people should think about and do as a result.
If you would like to review any of the courses, or want

We work with compliance experts, and often in information on our competitive pricing, please get in
collaboration with our clients, so we know the content touch.
hits the mark.

Hosting What our clients say

Each of our clients gets a dedicated, branded portal

with full administration rights so they can create users, "One of the reasons why we entered into the current
enrol them on courses and access reports. arrangement with Kinch Robinson was that we hoped

to have a more “direct” and “personal” relationship
with our provider, rather than being an anonymous
user of mass-produced material, and it is exactly what

we had hoped would be the case, so thank you very
yourself. much.”

Or, if you already have a Learning Management System,
we can provide SCORM files for you to host the courses

Director of Risk & Compliance
Ramsdens Solicitors

Kinch Hnbinamn@ Page2 Home =—



https://kinchrobinson.learnupon.com/store
mailto:kath@kinchrobinson.com
mailto:kath@kinchrobinson.com

Compliance

Kinch Rnhinsnn@

Compliance

Anti-bribery & Corruption

Anti-Money Laundering - short courses
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Anti-Money Laundering Scenarios continued
Data Protection Suite
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Ethics Essentials Scenarios
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Ethics Essentials Scenarios cont.

Ethics Essentials Scenarios cont.

Fraud Prevention in Law Firms
Information Security

Proliferation Financing

Sanctions: Risks and Compliance
Solicitors Accounts Rules

SRA Standards & Regulations

Working in a Law Firm

Working with Vulnerable Clients

O 00 N O U b

10
11
12
13
14
15
16
17
18
19
20
21
22

Page 3

Home



Synopsis Outcomes Content

This e-learning course on Anti-Bribery & As a result of completing this course you 1. Introduction to the Bribery Act
Corruption will introduce you to the key will: 2010 key principles
offences in the Bribery Act 2010 and get
you thinking about different scenarios in * Understand the statutory offences of 2. Scenarios
which bribery risks can arise. bribing and being bribed
3. Quiz
As you work through the course it will be * Understand bribery risks around giving
helpful to have your Anti-Bribery policy to or receiving gifts
1= 1 hand so you can refer to it.
Antl brlbery & Y e Understand bribery risks around
= There is a quiz at the end of the course to charitable giving, political donations
Corruptlon test your knowledge. and hospitality

e Know how to apply your firm’s anti-
bribery policy in different situations

@ 20 minutes

o

Py Anyone working in a law firm
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Anti-money

Laundering -
short courses

Can be purchased separately
or as a bundle

10 - 15 minutes

Anyone working in a law firm

The Basics

This course covers the basic principles of
anti-money laundering and is designed for
anyone working in a law firm.

Content

¢ What is money laundering?

¢ Who launders money?

¢ Anti-money laundering offences

e Why do money launderers target law
firms?

¢ How do money launderers use law
firms?

e How do law firms protect themselves?

¢ Professional duties of lawyers, law firms
and their staff

e What's not covered by AML
regulations?

Duration

15 minutes

CDD & Ongoing
monitoring

This course looks at customer due diligence
checks and is designed for anyone working
in a law firm.

Content

e What is Customer Due Diligence?

* When does CDD happen?

e  Who does CDD?

e Checking identity

e \Verifying identity

e Checking source of funds and wealth

e Checks on companies, trusts, wills and
probate

e Keeping CDD records

Enhanced CDD for higher risks of
money laundering

Duration

15 minutes

Reporting

This course looks at your reporting
obligations if you know or suspect that
somebody is involved in money-
laundering.

Content

e When to report to your MLRO

e How to report to your MLRO

¢ What happens after a report to your
MLRO

e '"Tipping off"
Duration

10 minutes
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Anti-money
Laundering
Scenarios

@ 10 - 15 minutes

o

Py Anyone working in a law firm

Kinch Rnhinsnn@

5 | Synopsis

Our anti-money laundering scenarios help
you to maintain your knowledge and
understand how to apply it in practice.
The scenarios help to embed the right
approach to the exploring and decision-
making that should be an everyday part of
your approach to anti-money laundering.

The scenarios are based on real examples
and put you in the hot seat. Can you spot
the money launderer? Decide what
evidence to explore and what questions
to ask. Should you report to the client?
Continue acting? Report to your MLRO?

Each scenario takes about 10-15 minutes
to complete and includes feedback and a
quiz.

We offer separate versions of the
scenarios for solicitors in Scotland.

Outcomes

As a result of completing these scenarios
you will have:

e refreshed your knowledge of your
anti-money laundering obligations

e applied your knowledge to different
situations

Content

In each scenario, you will decide how to deal with the situation. What checks should
you make? What questions should you ask? What actions should you take?

Scenario 1 - Property investment A property investment company instructs a solicitor
to assist with the purchase of two properties. As the solicitor starts work, it seems that
some details don’t quite stack up.

Scenario 2 - CDD process Instructed by a property investment company you will follow
the CDD process and look at what happens when a PEP is involved.

Scenario 3 - Property investment discrepancies A property investment company
instructs a solicitor to assist with the purchase of two properties. There are
discrepancies between the information provided by the client and the information
available on Companies House.

Scenario 4 — Sale of a buy-to-let - A conveyancing firm is instructed by a client in the
sale of a buy-to-let property. The transaction seems to go smoothly until the police get
involved. Can you identify what went wrong?

Scenario 5 — Trust & Company Services Provision - This scenario covers Trust and
Company Services Provision work (TCSP), starting work when CDD is incomplete, and
AML training requirements.

Scenario 6 — Existing Client - A senior lawyer delegates a complex transaction to a
junior lawyer. The work is for an existing client, but does anything else need to be
explored?

Scenario 7 - Source of Wealth - A new client is buying an apartment. Our lawyer is
looking for Anti-Money Laundering red flags and conducting source of wealth and
source of funds enquiries.

Scenario 8 - Criminal convictions - In this scenario, our lawyers look at how previous
criminal convictions may influence anti-money laundering checks.

Cont...
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Anti-money
Laundering
Scenarios

@ 10 - 15 minutes

o

Py Anyone working in a law firm

Kinch Rnhinmn@

Content continued

Scenario 9 - Source of funds checks - This scenario covers key points on obtaining the
correct evidence for source of funds checks.

Scenario 10 - Funding a transaction by selling Bitcoin - This scenario looks at how to
manage the key AML risks involved. It covers which checks should be made and can
you understand the information that the checks reveal?

Scenario 11 - Bitcoin acquired by mining - A new client is financing a transaction with
funds raised from selling Bitcoin. She says she mined the Bitcoin herself. This scenario
looks at how to manage the AML risks involved.

Scenario 12 - Checks on a client’s relatives - In this scenario a property transaction is
being funded partly by a gift from the client’s parents. The solicitor wants to check
their sources of wealth and funds, but the client says he can’t get them to release their
bank statements. Is there a solution that will allow CDD measures to be completed
properly?

Scenario 13 - Client requests their Know Your Customer (KYC) docs - This scenario is
about dealing with a client’s request to return or destroy their KYC documents. You will
learn where to look for guidance on retention, what documents need to be retained
and time limits.

Scenario 14 - Receiving third party funds from an unchecked source - This scenario
looks at the anti-money laundering difficulties that arise in a property transaction when
the seller’s solicitor unexpectedly receives completion funds from an unchecked
source.

Scenario 15 - Electronic KYC - This course looks at the situation where a client is not
able to use an onboarding app as they do not use a Smartphone.
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Data Protection
Suite

@ 40 minutes split over 3 modules

®)
[

Anyone working in a law firm

Kinch Rahinmn@

o
Synopsis

Protecting personal data is
fundamental to maintaining client
trust, meeting regulatory obligations
and safeguarding your firm's
reputation. This comprehensive three-
module e-learning suite equips legal
professionals with the knowledge and
confidence to handle personal data
responsibly, respond effectively to data
breaches and understand the
responsibilities placed on managers
when incidents occur.

Developed with data protection
consultant, Jemma Handley, each
module includes realistic scenarios,
interactive learning and practical
examples that help learners apply their
knowledge in everyday practice.

Outcomes

e Apply UK GDPR principles confidently in day-

to-day legal practice.

e Handle personal, third-party and Special
Category data securely and lawfully.

e  Manage and respond to Subject Access
Requests effectively.

e  Recognise, respond to and report data
breaches appropriately.

e  Follow breach reporting, escalation and ICO

notification requirements.

e Assess breach severity and potential impact

to support informed decision-making.

. Lead a coordinated, compliant breach

response that protects clients and the firm.

Content
Data Protection for Law Firms: 20 minutes

Build a practical understanding of UK GDPR and the principles that underpin effective
data protection in legal practice. Learners explore how to handle personal data
lawfully, uphold data subject rights and apply best practice when working with client,
third-party and Special Category data

Key topics include:

. Personal data and the data protection principles
. Data subject rights

. Subject Access Requests

. Recognising and responding to data breaches

Data Breaches for All Staff: 15 minutes

Help staff recognise, respond to and report data breaches quickly and confidently.
Using realistic legal-sector scenarios, this course explains the immediate actions to
take, how incidents are assessed and why prompt reporting is essential to reducing risk
and protecting clients.

Key topics include:

. Identifying common data breaches in legal practice
. Immediate response and containment

. Assessing severity and impact

. Internal reporting and escalation

. ICO reporting requirements

. Preventing future breaches

Data Breaches for managers: 15 minutes

When a data breach occurs, effective leadership is essential. Designed for partners,
managers and senior staff, this module equips learners with the knowledge and
confidence to coordinate the firm's response. Learners explore risk assessment,
decision-making and regulatory reporting obligations, developing the practical skills

needed to minimise harm, meet legal requirements and strengthen organisational resilience.

Key topics include:

Leading and coordinating breach response

Internal reporting and escalation procedures

Risk assessment and reporting thresholds

ICO reporting and data subject notification

Preventing future incidents through effective leadership
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Equity, Diversity
& Inclusion

@ 30 minutes

QO Everyone working in a law firm or

& in-house

Kinch Hnbinann@

Synopsis

This practical e-learning course explores
how the Equality Act 2010 protects all staff
in law firms, and looks at the steps required
to ensure equality of opportunity for all. It
also includes the obligation on employers to
take reasonable steps to prevent sexual
harassment.

Alongside the statutory requirements it
covers the obligations imposed on firms
and individuals by the SRA Principles Codes
of Conduct.

Creating a fair and inclusive workplace
means that everyone must play their part.
The course uses exercises and examples to
reinforce the behaviour expected from all
staff.

Finally, it looks at the business benefits that
flow from creating a diverse and inclusive
workplace.

Outcomes

As a result of completing this course you
will know:

e What equity, diversity and inclusion is
and why it matters to you

e How you can expect to be treated at
work

* Your responsibilities to other members
of staff

e Why EDI matters to your employer

Content

The course covers:

What is equity, diversity & inclusion?
How equity differs from equality

The 9 protected characteristics under
the Equality Act

How you can expect to be treated at
work

= Employers’ duties to prevent
o Discrimination
o Harassment
o Victimisation

=  Fair treatment

* Reasonable adjustments

Your responsibilities to other
members of staff

* Test your knowledge in 3
scenarios

SRA requirements to ensure equality,
diversity & inclusion

The business benefits of ensuring
equity, diversity & inclusion

Glossary of terminology

PDF download

Home =—
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Ethics Essentials
Suite

@ 5 - 10 minutes each

o

Py Solicitors & trainee solicitors

Kinch Rnhinsnn@

Synopsis

These short ethics scenarios help to make
sure you know the right approach when
faced with ethical problems, and decisions
that impact on professional standards.

Each scenario is based on a practical case
study and challenges you to make the right
decision. Detailed feedback refers to the
Codes of Conduct for Solicitors and Firms,
and decisions made by the Solicitors
Disciplinary Tribunal.

Ethics Essentials are ideal for lawyers at all
levels who need to build experience and
the confidence to do the right thing.

Outcomes

As a result of completing the scenarios you
will

e be more familiar with the SRA
Standards & Regulations

e understand how the SRA Standards &
Regulations are applied in specific
situations

e be better able to spot ethical problems
and seek help

Content

The course covers:

Quickfire scenarios (5-10 minutes) on realistic ethical situations in the legal sector

Designed to get people engaged and thinking about ethical problems

Accessible on a phone or tablet so staff can learn on the go as well as in the office

Trackable, with the option to self-host

Easy to incorporate into your risk management strategy

Scenarios

Aggressive correspondence

Attending a networking event

Beyond the workplace

Bullying at work

Can saying “yes” be an undertaking?
Chatting in public

Civil disclosure

Conversations with people you trust
Forging signatures

Late registration of a charge

Paying a client’s bills

Preventing sexual harassment at work
Privileged documents disclosed by mistake
Reviewing expert reports

Social media

Statutory declaration

Withdrawing a complaint

Working with senior colleagues
Over-recording time

Lying about a neighbour dispute in a property transaction
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Ethics Essentials
Scenarios

Kinch Rnhinsnn@

Scenarios

Aggressive correspondence

Being a solicitor can be a stressful job, and it’s all too easy to let your emotions get the better of you. This scenario looks at the
regulatory principles that govern your behaviour when you are communicating with others, helping you to keep things professional.

Attending a networking event

You're at a networking event and someone you’ve just met starts asking for legal advice. Are they now a client? Do you owe them a
duty of confidentiality? This scenario will help you apply the correct regulatory framework and understand what your professional
duties are.

Beyond the workplace

Your regulatory duties as a solicitor are not confined to your time spent at work. They apply to everyday life outside the workplace
too. This scenario invites you to think about how your conduct when you aren’t at work can have a serious impact on your
professional life.

Bullying at work

We all know that bullying at work is unacceptable, but do you know which Law Society of Scotland’s Practice Rules and Guidance
provisions this sort of behaviour breaches? The more you know, the better prepared you'll be to call out colleagues when they cross
the line. This scenario will encourage awareness of the relevant rules.

Can saying "yes" be an undertaking

As juniors, we are all taught to steer clear of making an undertaking when we can, but do you know exactly what an undertaking can
look like, who can and cannot give one, and what the consequences of breaching one are? This scenario gets you thinking about the
basics.

Chatting in public

Casual conversations about work happen all the time, both in and outside the office. This scenario will get you thinking about your
duty to maintain client confidentiality when chatting informally to friends and colleagues.
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Scenarios

Civil disclosure

In some cases, when it comes to disclosure, your client’s actions can leave you in a sticky spot. This scenario covers such a situation,
and looks at how the SRA Principles and Codes of Conduct govern what you must do.

Conversations with people you trust

Do you know what you can and cannot disclose to someone you trust about what you are working on? This scenario gets you
thinking about what you can say to those close to you about your work, and what the consequences might be if you say too much.

Ethics Essentials
Scenarios cont.

Forging signatures

Getting busy clients to sign documents can be tricky, made all the more stressful by looming litigation deadlines. What if your client
has told you they are happy with the document and you know that they are happy to sign it, but you can’t get hold of them? Take a
look at what happens in this scenario.

Late registration of a charge

Mistakes can happen. This scenario looks at a situation where a bank’s charge on commercial property has not been registered by a
law firm. It covers questions such as who to inform, both inside and outside the firm. The scenario also considers the client’s position.

Paying a client’s bills

A client asks you to hold on to part of the balance they receive after completing on a property deal. They instruct you to use the
leftover money to pay some unrelated bills. It all seems very practical, but what do the regulations say? Can you do as the client asks?
This scenario will help you apply the correct regulations to answer these questions.

Preventing sexual harassment at work

This scenario looks at what constitutes sexual harassment in the workplace or at work-related events. It also considers the extent of
an employer’s duty to prevent sexual harassment by taking reasonable steps.

Privileged documents disclosed by mistake

Do you know what to do when privileged documents are disclosed by mistake? This scenario tests your understanding of the steps
you need to take if documents are disclosed when they shouldn’t have been.
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Ethics Essentials
Scenarios cont.

Kinch Rnhinsnn@

Scenarios

Reviewing expert reports

Expert reports can be integral to winning in litigation, and there can be a strong temptation to try to embellish details to bolster your
client's case. This scenario will challenge you to think about the need to allow experts to form their own, independent, professional
view, free from outside influence.

Social media

Social media is all-pervasive these days, and it’s all to easy to fall foul of the regulations around its usage. Do you know which of the
Law Society of Scotland’s Practice Rules and Guidance apply when someone uses social media in a professional context? This
scenario looks at your professional duties.

Statutory declaration

This scenario will get you up-to-speed with the requirements around administering a statutory declaration, including who can do so
and whether it can be done via video conference. Plus can you spot what this solicitor failed to do?

Withdrawing a complaint

Facing a client complaint can be terrifying. This scenario looks at how complaints are handled by the regulator, and the steps you
should take to remain within the regulations. Can you use your powers of persuasion to encourage your client to withdraw their
complaint? Take a look at this module to find out!

Working with senior colleagues

A junior lawyer takes on some work delegated by a senior lawyer. This scenario considers how much responsibility the junior lawyer
has for the matter as a whole. The answer may surprise you!

Over-recording time

Time is precious, particularly in relation to chargeable hours targets. This bite-sized Ethics Essential scenario looks at the possible
consequences of deliberately recording excess time on a matter so that bonus targets can be met. It seems harmless if the fees are
fixed and the client won’t be charged extra, right? No, it’s not harmless at all, actually. Take a look and see what the (very serious)
outcome could be for a solicitor who inaccurately records their time.
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Scenarios

Lying about a neighbour dispute in a property transaction

In this Ethics Essentials Scenario, a solicitor encourages his friend to lie about a neighbour dispute to help get his property sale
over the line. The solicitor is not acting on the sale, but his friend asks his advice, given his legal knowledge. Solicitors are often
asked questions by on an informal basis such as this. Take a look and see what a solicitor's duties are in those cases, and what the
consequences might be of not fully disclosing the truth.

Ethics Essentials
Scenarios cont.
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Fraud
Prevention

in Law Firms

Fraud Prevention
in Law Firms

Module 1 - 20 minutes

Module 2 - 15 minutes

All law firm staff for module 1

Managers, supervisors and owners
for module 2

Kinch Hubinmn®

Synopsis

This course helps firms to manage the risk
of fraudulent behaviour. The first module
focuses on what amounts to a fraud
offence, how to prevent fraud and what
staff must do if they suspect fraud.

The second module is additional training for
managers, supervisors and owners. It
focuses on what steps they should be taking
in order to protect the firm.

There are two versions of the course
depending on whether your firm meets the
“large organisation” threshold set by the
ECTA 2023. Get in touch if your firmis a
large organisation.

Outcomes

As a result of completing this course you
will:

e understand the importance of avoiding
fraudulent behaviour

¢ know the different kinds of fraud
offences

e understand the possible criminal
penalties for committing fraud

e understand the possible disciplinary
and regulatory consequences of
fraudulent behaviour

e know the importance of speaking up if
you suspect fraudulent behaviour

e know how to report any concerns you
may have

Content

Module 1

What is fraud?

The penalties for the firm and for
individuals?

Identifying fraudulent behaviour

Playing your part in protecting
yourself and the firm

Quiz

Module 2

Defending a prosecution for failure to
prevent fraud

Reasonable prevention procedures

=  Fraud reviews & risk assessments
= Anti-fraud plan

=  Fraud prevention training

= Internal controls and reporting
procedures

= Compliance audits
=  Whistleblowing procedure

=  Procedure for investigating
suspected fraud

Reflecting on your department/team
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Information
Security

@ 20 minutes

(@) .
o All law firm staff

Kinch Hnbinann@

- Synopsis

This course looks at the threats and risks
law firms face relating to the data and
information they hold, and what staff can
do to defend against security breaches.

It walks learners through the main risks
they are likely to face at work, with
interactive activities that will help them
spot the common signs of threats such as
phishing. There is also a survey which
allows learners to reflect on their current
information security practices, and which
offers tailored feedback.

Outcomes

As a result of this course, you will be able
to:

e identify the main risks facing law firm
information and data

e recognise some of the ‘red flags’ to look
out for

e reflect on your current information
security practices and how to improve
on them

Content

Phishing

Shoulder surfing
Tailgating
Outsider/insider threats

Survey with tailored feedback
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Proliferation
Financing

@ 20 minutes

(@) .
o All law firm staff

Kinch Hnbinann@

Synopsis

Proliferation Financing is a growing
compliance risk that can expose law firms
to serious legal, regulatory and reputational
consequences. This engaging e-learning
course provides a practical introduction to
help staff understand how it relates to AML
and Sanctions compliance, how to identify
potential risks and the actions they should
take when concerns arise.

Through real-world examples, interactive
scenarios and knowledge checks, learners
will gain the confidence to recognise
proliferation financing red flags, assess
client and third-party risks, and support
effective compliance and risk management
across the firm.

Outcomes

As a result of completing this course you
will:

e understand what proliferation financing
is and why it matters

* recognise common proliferation
financing risks and warning signs

e identify the links between proliferation
financing, AML and sanctions
compliance

e know how to report and escalate
concerns appropriately

e support the firm's proliferation
financing prevention and risk
management controls

Content

e Understanding proliferation financing:
definitions, risks and regulatory
requirements

e The links between proliferation
financing, AML and Sanctions regimes

¢ |dentifying red flags in clients,
transactions and third parties

e Three steps for managing proliferation
financing risk

e Quiz
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Introduction to

Sanctions
[ S| L = o

Sanctions: Risks
and Compliance

@ 15 minutes

(@) .
o All law firm staff

Kinch Rnhinmn@

Synopsis

Sanctions can affect anyone involved in a
legal matter and even simple steps involving
a sanctioned person could amount to a
criminal offence. So every lawyer needs to
know about sanctions.

Outcomes

As a result of completing the course,
delegates will be able to:

¢ identify the different sanction types

e Take appropriate action if you spot a
sanctions problem

e avoid common traps and risks

e understand your role in compliance

Content

Sanctions regimes

The different types of sanctions
Consequences of sanctions breaches
Identifying sanctions risks

Risks posed by clients, counter parties
and third parties

Knowing your firm’s policy

The importance of regular sanctions
checks

Your role in sanctions compliance

What to do if sanctions issues are
identified
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SRA Accounts
Rules

30 minutes

Suitable for all solicitors, trainee
solicitors, paralegals, legal
executives, case handlers and
accounts teams

Kinch Rnhinmn@

Synopsis

The SRA Accounts Rules were introduced
on 25 November 2019. This e-learning
course is essential for all solicitors to
comply with their obligation (Code of
Conduct for Solicitors 7.1) to keep up to
date with the law and regulation governing
the way they work. It provides a
comprehensive survey of the rules and
their practical implications.

Outcomes

As a result of completing the course,
delegates will be able to:

e identify what is (and what is not) client
money

¢ handle client money properly

e avoid common traps and
misunderstandings

e react properly when errors occur

e distinguish between expenses and
disbursements

* manage the risks effectively and
efficiently

Content

e “Client money” —what is it and how
must we handle it?

e Correcting breaches of the rules
e Paying interest

e Operating joint accounts and client’s
own accounts

e Third party managed accounts
e Obtaining accountant’s reports
e Systems, controls and records

The course includes a quiz (with feedback
explaining the answers) to help you to
assess your understanding of the rules.
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Synopsis Content

On 25 November 2019 the SRA Standards * Anoverview of the new regime
and Regulations replaced the SRA
Handbook. There are now seven Principles
instead of ten, and two codes of conduct,
one for Individuals and one for Firms.

The revised Principles

The Code for Individuals and the Code for Firms

This e-learning course provides everything * Quiz
you need to know to make sure you
SRA Standards & understand your obligations under the new The course covers changes from the old SRA Handbook e.g.
regime. . . . -
: e A new principle of honesty — how does it work alongside the principle of
Regulations integrity?
m
OutCO €es e A new duty not to waste the court’s time
As a result of completing this course you
will know: e Reinforced duties for supervisors in relation to the work and competence of
their teams
e the seven new Principles for solicitors
and law firms e Changes to the exceptions to the duty of disclosure to clients
e your duties under the new Code for e Reporting obligations which may (or may not) be satisfied by notifying your
Individuals CoLP
e your firm’s duties under the new Code e A new duty to take remedial action if a client suffers loss or harm when
for Firms things go wrong
¢ what has changed from the old e Atime limit for providing prescribed information to clients when a complaint
Solicitors’ Handbook has not been resolved to their satisfaction

¢ how the SRA will enforce the new
Standards and Regulations

90 minutes

e your reporting duties under the new
regime

Solicitors, Registered European
Lawyers and Registered Foreign
Lawyers
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Synopsis Outcomes Content

This course will help you to understand the As a result of completing this course you The course explains exactly what it means
important professional and ethical rules will: to work in a regulated and professional
that apply when working in a law firm. service organisation.
1 e know who regulates law firms and
different legal professionals The 7 modules cover the following key
areas:
e understand the importance of
confidentiality e What's special about law firms?
worklng ma e know about the different relationships e Solicitors and their clients
g and obligations when dealing with work
LaW Flrm colleagues, clients, the court and third * Solicitors and the court
parties

e Solicitors and third parties
e have the confidence to make the right
decisions in particular situations * Solicitors promises

e appreciate the important role you play * What if there’s a problem?
in upholding the reputation of your firm

and the legal profession e Professional reputation

90 minutes

Suitable for all non-legally
qualified new starters, including
paralegals, legal secretaries and
business services staff
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Working with Vulnerable Clients

Synopsis

This course will help you to comply with the
Equality Act and the SRA Codes of Conduct.

Working with
Vulnerable
Clients

@ 30 minutes

O Alllaw firm staff who deal with
O clients

Kinch Hubinmn®

Outcomes

As a result of completing this course you
will understand:

e Why you need to be able to identify
and adjust your approach when dealing
with vulnerable clients

¢ How to identify signs of potential
vulnerability

e The practical steps you and your firm
can take to support vulnerable clients

Content

e Risk factors that may lead to
vulnerability

e Why identifying vulnerable clients
matters

e Meeting your obligations to
vulnerable clients

e Identify
e Adapt

e Record
e Monitor

e Case studies
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