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Element 1
As this is an extremely sensitive matter and must be very traumatic for Judith Clarke, it must be treated with the upmost sensitivity and dignity. 
Firstly, it is important to look at who you are interviewing, as who you will be interviewing will determine on how you will approach questioning and conducting yourself. Of course, you must always remain professional, but it is ludicrous to presume you would interview someone in Judith's position the same way as you would someone who is on the verge of buying a new property for instance. Because of Judiths awful circumstances it is important to have the interview prepared and planned ready for her arrival at 10AM. As someone who is grieving it is unlikely, she will want to spend any longer than she has to discussing her late partners will arrangements. So, a swift and easy interview is paramount. As Judith is a previous client, she may be somewhat familiar with you which will help proceedings. Even though she was last dealt with seven years ago, this sense of familiarity may help to put her at ease somewhat. Physical things to hand such as water and tissues would also be a good idea. This will be emotional for her, so it is best to be prepared. Ask open ended questions if you must be also bear in mind that the Judith may not feeling like talking much which has to be taken into consideration. Try and think of the right questions to ask to get the most information without causing the client any stress. While conducting the interview it is very important that you are note taking. This ensures all information is gathered and can be assessed at a later date. During the interview you can advise the client. Try not to just tell the client the law surrounding their query. Although it is important, the customer may not fully understand and to build a better repour with the customer try tailor what advice you give to their current situation. In an interview like this is important to empathetic to someone in Judiths position, taking the interview at her pace. It can be easy to fall into the trap of treating each client the same and not adapting to who you are talking to which would be a massive failing.

Element 2
There are a few steps when doing a client care letter that should be adhered to:
1. Show a clear purpose: Showing a clear purpose so that the reader can get a sense of why and what they are reading early on. Use headings to show this and to point direction. Explaining the purpose of the letter early on sets the tone and gives the reader an insight into what they should expect. Give summary at the start as you would an introduction.
2. Keep it concise: Less is more. Keep it short and punctual. Try to avoid long winded paragraphs and stick to what the client needs to know.
3. Put it in Plain English: It is important that clients no matter from what background can understand the client care letter. For instance, it would be farcical to put a reference to specific law into the letter without any good, detailed description as to why that to your client. The Solicitors Regulation Authority (SRA), states how you can not discriminate against anyone, this will include people who may not understand English or may not be able to read English well so it is of the upmost importance that it is in plain English to readable to everyone.
4. Prioritise information: Making a structure that is easy for the reader to follow allows the client to understand the client care letter better. Keeping details such as contact emails and numbers separate from the body of work, so it is clear and does not perplex the reader.
5. Personalise information: The reader is more likely to engage with the letter if they feel it relates to them and their situation. It is important that they feel that the service they are paying for is tailored to them. Paragraph 3.4 of the SRA confirms this by stating how the clients attributes, needs and circumstances must be put first. It is paramount to be open and honest with the client as well. Rather than give vague answers that will leave more questions than answers, try and give direct answers. Use personal pronouns where possible. Think of tone and how the letter comes across. In this case with Judith Clarke, it is important to come across empathetic.
6. Highlight key information: Use bold text where needed to make statements or worst stand out. Uses images, if need be, such as costing breakdown sheets etc. Use subheadings to organise your letter better and make it look more fluid.  
7. Make it easy to read: Simple things such as font size are important. People who are visually impaired may find it harder reading anything smaller thana font size 12. Try to avoid big lengthy bodies of text. They won't engage the reader like bold snappy statements that get to the point. 
8. Consider additional opportunities to engage: Offer to book an appointment for a follow up call or meeting. This way you are able to clear up any questions or queries the client may have. They have a right under paragraph 3.1 of the SRA to know and be helped with all information regarding their circumstance.
If you still to this structure and set of rules you should end up with a clear and precise letter than will outline everything your client needs to know.

Element 3
· Face to face meetings: Face to face meetings can be the best way of communicating with a client. You get to talk and explain in detail about what needs to be said without worry of misinterpretation as you would over an email or letter perhaps. You can also gage someone's reactions which you are not able to do in the other mediums so much. The client can meet you, get to know you and feel confutable that they are trusting the right person. The only drawback is that clients, like us are busy people, and may not have the time to meet, or if they do, may not have long to do so.
· Phone call: A phone call is a good quick way of talking to a client, although not quite the same as meeting them in person. A phone call can be had anywhere, even while on the move so that negates the problem, a little bit, of not having time to meet. You are able to go into detail with the client as over the phone you can explain if they are confused or don’t understand something. Like face-to-face meetings though, not everyone has time to talk on the phone so if a phone call is something you wish to have it is best to book and make sure the client is free at that time.
· Email: Emails are the most common use of communication with a client. Not only can they be accessed anywhere at any time but documents and files that are important can be attached to save having to wait for a letter. They are a quick and simple way of communication between you and the client. Although, emails can become tedious and unpractical when long messages need to be typed or extreme detail needs to be given. With this line of work detail is of the up most importance, so sometimes emails are not the best mode of communication.
· Letter: Letters are a handy way of sending a client information that they can keep. However, letters can be slow and if a message is long and tedious, or needs a quick reply, letters may not be the best option when dealing with a client.
· Video call: Many of us over the last eighteen months have gotten ever more familiar with video calling as COVID has meant we can’t meet. Video calling is great as its quick and easy, and for the most part can be done anywhere. There are obvious flaws with it, however. You need a device that can video call, and a solid network connection. Most people will know the frustration of trying to talk to someone on the other end of the screen and being met with stuttered replies from poor connection. This would be a disaster if you were on the call to a client. 

SECTION B
There are many qualities needed to be a good lawyer. Honesty and integrity being two of the main characteristics one would want in someone who is representing them. It goes without saying that there are many other great qualities needed if you are to excel in your job as a lawyer: being hard working and dedicated, being a critical thinker, knowledgeable, good communication skills and a strong sense of doing what's just. It is also worth noting that having good analytic skills is extremely important for a lawyer, as lawyers both in study and practice must absorb large quantities of information [Gymer. S, 2019]. In today's world it is so important to be computer literate, this is important as a lot of work that is done in business across most sectors is done online. 
Professional conduct encapsulates ethics, standards of behaviour and morals. As someone in a professional field it is of the upmost importance that these standards are kept. It is extremely important to keep confidentiality between you and your client which is highlighted in the Solicitors Regulation Authority (SRA) under paragraphs 6.3 to 6.5. “You keep the affairs of current and former clients confidential unless disclosure is required or permitted by law or the client consents.” Paragraph 6.3. This ties in with making sure you do not act within your own interest. It must always be in the interest of the client. You are there to help and give advice to the client, but they must have the final decision. Ethics is an important part of professional conduct. Legal ethics is a phrase coined to set out a code of conduct governing proper professional behaviour, which establishes the nature of obligations owed to a person and to society. In a similar way as you would deal with people in day-to-day society you deal with your client. Obviously to a more professional and more superabundantly standard as you would expect in a professional relationship. In the wake of the ‘Me Too’ movement in 2019 there were a record number of cases reported to the SRA. This may show a wavering trust the public have in this profession as it is. Therefore, honesty and integrity must be upheld by all who are given that responsibility of trust in this field. “The growing public disquiet about lawyer ethics is not mainly because people think lawyers neglect their professional standards. Rather, the main problem is belief among lawyers that the duty of loyalty to clients requires a lawyer to mislead” [Humbach, J.A., 1999]. Notes Humbach. This could be interpreted that some lawyers may feel to get the best possible outcome for their client if to mislead them into making the ‘right’ decisions. This is no doubt wrong and in clear breach of the Solicitor Regulation Authority’s codes of conduct.
Honesty and integrity are however the two fundamental principles a lawyer must uphold. Trusting and being able to be honest is an extremely important and tough for any reasonable person to do, especially when usually we are helping people in some of the most vulnerable moments of their life. As lawyers, we must act honestly, morally and ethically to a higher standard than is expected by society because of the position we are in. These characteristics were identified by Lord Justice Jackson when delivering his judgment on recent Court of Appeal cases Wingate & Evans v SRA and SRA v Malins 2018. The Court ruled that dishonesty and lack of integrity are not synonymous with one another [Cracknell. J, 2020]. Honesty, integrity and behaving ethically are fundamental to what it means to be a solicitor and failing to act with these moral characteristics diminishes the confidence and trust the public places in the legal profession and the provision of legal services. Lord Justice Jackson found integrity hard to define as it is a more nebulous and broader concept. He stated that integrity was “a useful shorthand to express the higher standards which society expects from professional persons and which the professions expect from their own members… The underlying rationale is that the professions have a privileged and trusted role in society. In return they are required to live up to their own professional standards.” [Davies, M.R., 1999]. Integrity more as an umbrella concept, one that combines sets of values that are relevant for the official being judged [Huberts, L.W., 2018]. It is then not enough for lawyers to just follow the rules and not be dishonest. We must go above and beyond to make sure we hold ourselves to a higher moral standard than the societal norm. Although the ambiguities of a definition are important. If a regulated person is to be accused of failing to act with integrity, then this should really mean something; at the very least it ought to denote a failure to comply with an identifiable standard. The courts set the standard with regard to solicitor’s honesty in Bolton v Law Society 1993 by stating that solicitors are required to be “trusted to the end of the earth”. [Cracknell. J, 2020]. But what is dishonesty and what is the standard we should set? Lord Justice Jackson described dishonesty as “a basic moral quality which is expected of all members of society.  It involves being truthful about important matters and respecting the property rights of others.  Telling lies about things that matter or committing fraud or stealing are generally regarded as dishonest conduct.” [Davies, M.R., 1999]. If we take this description of dishonesty, we can understand why honesty isn't specifically stipulated within the SRA’s codes of conduct, as it’s a basic rule we should all follow in our society and isn't specific to lawyers, even though as lawyers we are held to a higher moral standard. Yunxiang coined the differences well in his view on morality and honesty, “Moral honesty is a moral criterion, which asks people to be honest and self-discipline. While law honesty is a common law principle of most modern countries. There are many differences between moral honesty and law honesty.” [Yunxiang, L.L.F., 2003]. When dealing with law honesty, the trust between yourself and your client must paramount. You must be transparent with one another for the relationship to work. Even more so from our side of the proceedings.
The Solicitors’ Code of Conduct 2011 contains ten compulsory principles that all solicitors must abide by, and a breach of any one of these principles may result in disciplinary proceedings before the Solicitors Disciplinary Tribunal. The code set by the Solicitor Regulation Authority sets standards for firms and practices in how they must conduct themselves and their business when dealing with the public. They try to create and maintain a healthy and ethical environment for which to practice from. The principles embody the key ethical requirements for solicitors and the second principle requires solicitors to “act with integrity”. A vital part of being a lawyer. ‘Honesty’ though is not specified in the SRA code of conduct. It is an unwritten rule and a basic moral standard of the public not to be dishonest. Although, if dishonesty is found it will be an aggravating factor to the breach and reflected in the disciplinary sanction by the tribunal and/or governing body. A finding of dishonesty will also involve a finding of lack of integrity because to behave dishonestly is to fall below the standard of integrity required of a lawyer. A finding of dishonesty will most likely lead to striking off or disbarment.
So, are honesty and integrity primary characteristics needed to be a lawyer? Yes. These two characteristics seem to be core principles a lawyer in such a trusted position, must uphold. Each are intertwined with one another. The Solicitor Regulation Authority has made their code of conduct so that if you fail one, you fail both and are most likely to be struck off. A harsh punishment some would argue, but not when as lawyers we hold ourselves to a higher standard to the societal norm when it comes to morals and ethics, and so we must face the consequences if we break that trust.
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