Possible structure for a Client Interview together with a mock script
GREETING
Good afternoon, Mr Jones. Good to meet you. Come in and take a seat.
My name is [student] and I am a trainee at Trinity Law.
I understand it is your first time with us – did have any problem finding us?
PRELIMINARIES
Check reason
I understand that you’ve come to see me because you have recently had an accident at work and want some advice about your legal position? 
Good, well I will be aiming to find out as much as I can to see how we can help with that today.
Time constraints
We have scheduled half an hour for this interview today and that should be enough for this first interview.  But do you need to leave by a particular time? ( Or, if we don’t get through everything we need to today then I will arrange a follow up meeting with you as soon as possible. I am due in court later this afternoon but don’t worry if we need a further conversation. )
Outline Structure for the client
Great. So, briefly, for the structure of today’s interview. First, I will ask you to give me some background details as to why you have come to see me. Then I will ask you some more questions so I have all the information I need and will take some notes. Finally, when I have a fuller picture, I will explain what your legal position is and what options I think are open to you. Between us, then we can begin to think about what courses of action best suit you. Afterwards, to conclude, we’ll discuss next steps. How does that sound?
Cost of the interview 
That’s good. I know you were given some information about costs over the telephone but I want to make that clear again at the outset.  My firm charges my time at £210 per hour plus VAT. If the interview takes the full 30 minutes as I anticipate, the cost will be £105 plus VAT. Are you happy to proceed on this basis?
Great. I will, of course, provide you will costs information at the end of the interview too.
OBTAIN THE FACTS 
Do you want to begin by telling me more about your accident and why you have to come to see me?
FILL IN THE DETAIL 
Ask further questions 
What happened on that day?
How did the accident happen?
Can you explain the nature of your job?
What were/are your injuries? What effect has the accident had?
What communication have you had with your employer about the accident?
………..
Find out client’s objectives
What are your objectives? How do you best envisage this being resolved?
What are you hoping for by way of resolution? 
Summarise
So, let me see whether I have understood correctly what you have told me and what you are hoping to achieve. If I have anything wrong, please do correct me.
You are still suffering as a result of the injury which you say happened because your employer was negligent and you are seeking compensation?
As a minimum, you don’t want to be out of pocket for the physio you will need but will have to pay for if you want it as soon as possible? But you are otherwise very happy in your work and don’t want to ruin the relationship with your employer?
 
ADVISING 
Relevant law
This will obviously depend on the facts and the nature of the matter.
Eg.  There is more than one basis for a claim against your employer.  They do owe you a duty of care and a safe place of work and if they have fallen below the standard of care expected then a claim lies under legislation ( Occupier’s Liability) and/or for Negligence. You may also have a breach of contract claim and there may be breaches of Health and Safety legislation.
We would need to ensure that we quantify your loss in order to advise further and we will require medical evidence going forward.
 
Options, and their advantages and disadvantages
Once you have provided the additional information then we will be in a better position to assess the likelihood of a successful claim.  Should you wish to proceed we would then discuss the pros and cons of taking the matter to court and the processes of ADR.
You have indicated that you still want to work for your employer and so we would also ensure that any communications are ones that you are happy with before we went ahead.
It may be possible to avoid litigation all together if the employer is prepared to negotiate but this again is something we can discuss further once I have the information and you have had time to consider all options.. 
Further steps
I will be writing to you after this meeting outlining my understanding of your instructions today, along with a summary of the advice I’ve given. That letter will also set out for you the additional information that I need to progress matters and also next steps if you wish to proceed. Is that ok?. 
CLOSING
Anything else?
Before I start to round off this meeting, can I just check there is nothing else that you want to bring up or ask me about?
Alternative contact
 As I mentioned at start, my name is [Student] and I am trainee at the firm. My work is supervised by [Partner]  who will be familiar with your case. If, whenever you contact the office, I am not available, please feel free to ask to speak to him.
Follow-up tasks
So, in following up to this meeting, I will send you a letter summarising what we have spoken about today.. If you could also have a think about the options we have discussed.
Next contact
Once you have received the letter and have had a chance to provide me with the additional information we can set up a further meeting in order to move forward.  
Time frame
 Whilst I can’t give you a definite time scale for when this matter might be resolved, I am hoping that we will be in a position to at least start negotiations within a fortnight..
Costs
On that basis, as my firm charges my time at £210 per hour plus VAT. Once I have the additional information I will be able to provide a more detailed assessment of how many hours work I would expect this matter to take to resolve.  I will consult my Partner after this meeting and make sure that we provide you with a sensible estimate in my follow up letter.
PARTING
Do you have any further questions?
Great. If you do, please do not hesitate to get into contact with me 
Thank you for coming in today. See you next week, Mr Jones. Goodbye
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