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	Foundation Stage 
F5: Succeeding in the Legal Environment 







Sample Assessment Materials
Paper 1

Notes:
Candidate Version




SECTION A
15 marks



Question 1
Which ONE of the following is an example of chargeable work which may be undertaken by a paralegal in a legal practice? 

· A: Attending an internal training session
· B: Proofreading new marketing materials for the firm
· C: Drafting particulars of claim in a contract dispute
· D: Organising the staff summer party 




Question 2
The partners at your firm have decided to organise a summer party as a celebration for all the staff. They have asked ten members of staff, including two of the paralegals, to be part of the team organising the party. 

The type of team organising the party is best described as a [Problem-solving / Project / Functional work] team.




Question 3
Which ONE of the following matters would be described as non-contentious legal work? 

· A: Negotiating on behalf of a wife in a divorce where there are assets to be divided
· B: Drafting a tenancy agreement for a client who is a landlord
· C: Representing a client arrested and charged with burglary
· D: Writing a Without Prejudice Letter to settle a boundary dispute 




Question 4
A paralegal is attending a client meeting with a partner in their team.

Which ONE of the following behaviours should the paralegal adopt at the meeting to give a professional impression? 

· A: Avoid eye contact with the client as this is the partner’s meeting
· B: Check their phone and respond to emails during the meeting
· C: Listen actively and take an accurate note of the meeting
· D: Ensure they speak more than the partner and the client to demonstrate their knowledge



Question 5
During an interview with a new client, it is important to gain information about their matter.

Why is it important to ask open questions during an interview with a client?

· A: To give the lawyer more control during the conversation and limit the client’s input
· B: It demonstrates that the lawyer is knowledgeable about the matter
· C: Clients do not like being asked closed questions 
· D: To gather as much information as possible and encourage the client to share relevant facts




Question 6
A new paralegal in your firm asks you the purpose of the CILEX Code of Conduct.

Which ONE of the following would you choose as your response?

· A: It enables those regulated by CILEX to charge higher fees for their services than those regulated by the SRA
· B: It sets out the core principles which must be followed by those regulated by CILEX
· C: It establishes a compulsory framework for continuing professional development of CILEX members
· D: It establishes the regulatory framework for all working in the legal profession



Question 7
When identifying objectives for a personal development plan, the objectives should be SMART objectives.

What does the acronym SMART mean in terms of objective setting?

· A: Special, Measurable, Achievable, Relatable, Timely
· B: Specific, Measurable, Achievable, Relatable, Thoughtful
· C: Specified, Moderate, Accurate, Realistic, Timebound
· D: Specific, Measurable, Achievable, Realistic, Timebound



Question 8
A trainee paralegal is persistently late to work.
 
How is this most likely to affect the performance of a legal office?

· A: Work will not be completed so clients leave, the business fails and the firm has to close down
· B: The firm will be sued by clients and investigated by the regulator
· C: The reputation of all trainee paralegals for reliability or trustworthiness will suffer and bonuses will not be paid
· D: Colleagues’ time is likely to be wasted, with a potential increase in workload and client relationships suffering as a result


Question 9
With reference to the Eisenhower Matrix theory, which ONE of the following tasks would be classified as ‘Important but not urgent’?

· A: Returning a client’s call – they have called three times this morning
· B: Writing an article for the firm’s marketing department to put on the website next month
· C: Registering a charge at Companies House this afternoon or miss the 21-day deadline
· D: Getting ready for a court hearing tomorrow morning 



Question 10
Employees in a legal environment have protection from discrimination under the Employment Act 2010.

Which ONE of the following is a protected characteristic under the Employment Act 2010?

· A: Disability
· B: Political affiliation 
· C: Paternity
· D: Height




Question 11
Managers in a legal practice are keen to implement internal service standards to increase efficiency.

Which ONE of the following would be an example of an internal client service standard?

· A: Where a client first instructs your practice the firm, allocating the work to the best suited individual in the practice to complete
· B: Publishing a procedure for handling complaints about your services and charges on your practice’s website 
· C: Agreeing that everyone in the practice will reply to telephone messages from clients within 24 hours, Monday to Friday
· D: Ensuring that technical issues that staff have with information technology are addressed within 24 hours



Question 12
Which of the following sentences to be included in an email to a client is grammatically correct with no spelling mistakes?

· A: Thank you for you’re recent text message about tomorrow’s lunch
· B: Please call me as soon as possible to discuss the case
· C: Please let me have your 6omments on the draft contract
· D: I attach copys of the correspondence we discussed



Question 13
During a meeting with a new client which one of the following is the most appropriate use of non-verbal communication?

· A: Frequently checking your watch to manage time
· B: Maintaining appropriate eye contact to show attentiveness
· C: Folding your arms to appear confident
· D: Taking constant notes without looking up




Question 14
Which ONE of the following is an external factor which may impact on the organisational structure of a legal business?

· A: The level of experience of those working in the organisation
· B: The organisation’s use of legal technology
· C: Increased competition in the area of law in which the organisation operates
· D: The case management system used by the organisation 





Question 15
Which ONE of the following is the best way for a paralegal to effectively manage a client’s expectations?

· A: Over promising what the paralegal can do to gain the client’s trust
· B: Providing regular updates to the client and explaining the legal process clearly
· C: Avoiding any difficult conversations about potential risks in the client’s matter
· D: Focusing only on the positive aspects of the matter so that the client does not get upset 


SECTION B (45 marks)


Background
You are a paralegal employed by Greens LLP of 4 Bridgewater Court, Silbury Street, Milton Keynes MK8 2FG Your supervising lawyer is Helen Barker, who is a partner in the firm. 

DOCUMENTS PROVIDED (provided at the end of this word document)

· Document 1: Email – Helen Barker: Invitation
· Document 2: Email – Flyer
· Document 3: Email – Attachment
· Document 4: Email – Internal Training Session
· Document 5: Email – New Client Instruction
· Document 6: Email – Dexter Jones: Claim under Inheritance





ASSESSMENT INSTRUCTIONS TO CANDIDATES
You should read all the documents carefully, ensuring that you understand the requirements of the tasks and the information provided to you. The questions should be completed in full.

Please remember that you are being assessed on your ability to demonstrate the following:

· Accurate technical knowledge and understanding of the relevant content.
· Ability to apply your knowledge and understanding to straightforward tasks of the kind likely to be encountered by a paralegal. 
· Ability to critically evaluate a relatively straightforward situation and identify the most appropriate course of action or advice to be given. 



SECTION B: Part 1



Question B1 (5 marks)

With reference to Documents 1 to 6 (provided at the end of this word document), identity FIVE of the tasks you have been given by your supervisors.

5 marks







Question B2 (10 marks)

Applying the Eisenhower Matrix, explain with your reasons, how you would prioritise each of the FIVE tasks you identified in Question 1.

10 marks




SECTION B: Part 2


With reference to the email you have received from Helen Barker and the flyer to the client event you received from the firm’s marketing team – see Documents 1 to 3 (provided at the end of this word document), answer the following questions.


Question B3 (1 mark)
What form of legal practice do you work for in this assessment?

1 mark









Question B4 (4 marks)
With reference to the email and flyer, give FOUR examples of important information for you to know for the client event this evening to enable you to network successfully.

4 marks





Question B5 (6 marks)

Explain three reasons from both

1. your personal perspective, and 
2. your firm’s commercial perspective

as to why it is important to prepare for the networking event and develop rapport with existing and potential clients.

6 marks




SECTION B: Part 3


The firm has received an instruction from a new client, Lukas Adamik.
Please read the email from Dexter Jones – Document5 (provided at the end of this word document)


Question B6 (4 marks)

Explain TWO risks of using chatbots or other automated tools as a way of communicating with new or existing clients in a legal organisation and explain how each of those two risks can be mitigated. 

4 marks 




Question B7 (15 marks)
Dexter Jones would like you to draft an email to Lukas Adamik in connection with the drafting of their will. The instructions are included in Dexter’s email – Document5 (provided at the end of this word document).

The email template that you should use is included below.


15 marks


……………………..



EMAIL TEMPLATE

From: A paralegal
Sent: (Today’s date)


	To:



	Subject:



	Dear:


(3 marks)

Further to your recent conversation with our virtual assistant, I am writing to confirm your instructions, who will be acting for you and what steps you will need to take so we can progress the drafting of your will.
We will follow this email up with a letter which will set out all the important information about our professional relationship with you as well as our terms and conditions. It is vital that you read the letter carefully when you receive it and a return a copy of it to us with your signature.

	Details of your matter (3 marks)









	The person(s) who will be working on your matter (2 marks)







	Details of how much your matter will cost (3 marks)










Anti-Money Laundering Requirements 
To comply with the law on money laundering, we need to obtain evidence of your identity before we can proceed with your matter. Please can you provide at least three pieces of identification. Three acceptable examples of evidence of identity are a passport, driver’s licence, recent utility bill or bank statement.

	Your next steps (3 marks)
The next steps you must take before we can commence working for you are:

1.
2.
3.




As soon as these steps have been completed, we can get started and we will let you know as soon as work on your will has begun. 
If there is anything you would like to discuss or you would like this information in a different format, please contact me or Dexter.
	Include a sign off (1 mark)




Paralegal
Greens LLP


DOCUMENT 1
Email – Helen Barker: Invitation


From: Helen.Barker@greensllp.co.uk
To: paralegal@greensllp.co.uk
Date: Today

Subject: Invitation to Attend Networking Event This Evening

Dear Paralegal

I hope you are having a good week.
There is an opportunity to attend a client event, and I would like you to come along. I think that it will be good for you to meet some with other colleagues and represent the firm in the community. We are hoping that this event will attract new clients, although some current clients may also be there.
The event details are:

Event: Peace of Mind: Your guide to Wills and Probate
Date/Time: Today at 6.30pm
Location: Mere Lane Hotel, Mere Lane, Milton Keynes MK6 8DS

If you're able to attend, it would be great to have you there. Please let me know (preferably in the next hour) if you can come along.
I will ask the Marketing Team to forward you a copy of the new flyer we will be giving to clients at the event so that you can prepare for it, including having a think about what you will be able to contribute.

Best regards

Helen

Helen Barker
Partner, Greens LLP 
Telephone: 01908 213307
Mobile: 07727 984229


DOCUMENT 2
Email – Flyer

From: marketing@greensllp.co.uk
To: paralegal@greensllp.co.uk
Date: Today


Subject: FW: Flyer 

Hi Paralegal

Helen Barker asked if we could forward you a copy of the new flyer your team is planning to use at this evening’s event. Please find it attached.
Thanks

Marketing Team
Partner, Greens LLP
Telephone: 01908 213389


DOCUMENT 3
Email – Attachment

	
GREENS LLP
Expert Wills & Probate Services

📜 Plan for the Future with Confidence 📜
At Greens LLP, we provide expert legal guidance to help you secure your assets and ensure your loved ones are taken care of. Our experienced legal team specialises in:
✅ Will Drafting – Ensure your wishes are legally protected
✅ Estate Planning – Minimise tax and protect your assets
✅ Probate Services – Guiding you through the legal process after a loved one's passing
✅ Lasting Powers of Attorney – Appoint someone you trust to make decisions on your behalf
Come and see us for:
🔹 Compassionate & Professional Legal Advice
🔹 Fixed-Fee & Transparent Pricing
🔹 Home Visits Available
📍 4 Bridgewater Court, Silbury Street, Milton Keynes MK8 2FGG📞 01908 213000 | 📧 contact@greensllp.co.uk
🌐 www.greensllp.co.uk
Plan today for peace of mind tomorrow. Contact us for a consultation.
Greens LLP is a limited liability partnership registered in England and Wales (registered number: OC7265103). It is authorised and regulated by the Solicitors Regulation Authority.





DOCUMENT 4
Email – Internal Training Session

From: yasmin.khan@greensllp.co.uk
To: WPTeam@greensllp.co.uk
Date: Today

Subject: Internal Training Session

Hi everyone
A reminder that we have an internal training session today at 12:30 PM in Room 4, focusing on best practice for the execution of wills. This session will cover key legal requirements, common pitfalls and practical steps.
Your attendance is highly encouraged. This will be a valuable opportunity for us all to refresh our knowledge and discuss any recent updates in this area.

Yasmin Khan
Legal Executive, Greens LLP 
Telephone: 01908 213375



DOCUMENT 5
Email – Dexter Jones: Claim under Inheritance


From: dexter.jones@greensllp.co.uk
To: paralegal@greensllp.co.uk
Date: Yesterday

Subject: New Client Instruction – Reference: DJ/LA/202212223

Hi Paralegal

We have received instructions from a new client via the firm’s chatbot service. I have copied and pasted the conversation below. Please read through it as I would like you to assist on this matter. 
The first thing we need to do is draft an email to be sent to the client confirming all their instructions, who will be acting on their matter, the cost and the next steps for them.
I will be the lead fee earner and would like you to assist. We can offer a fixed fee for this matter - £350 plus VAT. However, if the matter is more complex than the initial chat suggests we can work on an hourly basis. My rate is £250 per hour and yours is £100, both obviously subject to VAT.
The client will need to confirm our instructions, sign our formal client care letter once we send it and we will need three forms of ID from the client for our anti-money laundering checks. 
To help with your workload I have included a template email you can use (see Document 7).

Thanks

Dexter

Dexter Jones
Solicitor, Greens LLP 
Telephone: 01908 213356

Chatbot:
👋 Welcome to Greens LLP. How can we assist you today?
Client:
Hi, I’d like to have a will drafted.
Chatbot:
We can help you with that. To get started, could you provide your full name?
Client:
Lukas Adamik
Chatbot:
Thank you, Lukas. Could you let me know if this is your first time creating a will?
Client:
Yes, it is.
Chatbot:
No problem, we will guide you through the process. To begin, we’ll need some basic information about your assets and who you’d like to appoint as beneficiaries. Shall we start with your main assets, like property, savings, or investments?
Client:
Sure, I have a house, some savings, and a car
Chatbot:
Thank you. Do you know who you would like to leave your assets to?
Client:
I’d like to leave everything to my daughter, Emma Adamik. 
Chatbot:
Perfect. We’ll include that in your will. Do you have any other special requests, like setting up a trust for minor children or appointing guardians for any dependents?
Client:
No, nothing like that, my daughter is grown up. 
Chatbot:
Lastly, are there any specific wishes or instructions you’d like to include in your will, such as funeral arrangements or gifts for specific people?
Client:
I don’t have any specific funeral requests at the moment, but I’d like to leave a small gift to my niece, Lily Fletcher, of my premium bonds. 
Chatbot:
Understood. We’ll include that as well. Now, I’ll just need a few more details for verification, such as your address and date of birth, to complete the process. Would you like to provide those now?
Client:
Sure, my address is 26 Moorgate Place, Tile Hill, Coventry CV9 2SU and my date of birth is 20/11/74.
Chatbot: Thank you, Lukas.  A member of our team will be in touch to confirm your instructions and explain the next steps for you and us to take before we draft your will and send it to you to look at.  Once the will is approved, we will also arrange for its execution. Please can you provide us with a contact email address?
Client: lukas.adamik@gmail.com
Chatbot: Is there anything else I can help you with today?
Client:
No, that’s all. Thank you
Chatbot:
You are welcome, we will be in touch soon. 


DOCUMENT 6
Email – Dexter Jones: Claim under Inheritance


From: dexter.jones@greensllp.co.uk
To: paralegal@greensllp.co.uk
Date: Yesterday

Subject: Sonali and Raj Shah – claim under Inheritance (Provision for Family and Dependants) Act 1975

Hi Paralegal

As you know we are acting for the above clients in their claim against the estate of their mother. I see you have the court application time limit diarised in your calendar as tomorrow.
You need to get that done immediately or risk having to rely on the discretion of the court. Please action. 
In addition, I need you to undertake some research into the ability of any co-habitees to also make claims against the estate as the clients are concerned that their mother’s partner may also make an application. 

Thanks

Dexter

Dexter Jones
Solicitor, Greens LLP 
Telephone: 01908 213356
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