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Attorney Competencies

Client Contact

Definition: Ability to execute direct communication and responsiveness to a client in a
professional, cordial, and timely manner.

Unskilled

Reactive, non scheduled touch points with clients
Written communication is informal and/or casual (for example, incomplete sentences,
acronyms, proper capitalization and punctuation, proper grammar)

e Non responsive/delayed communication

e Defensive communication tone

e Long periods of time without any client contact

e Consistent telephonic and/or virtual meeting conducted in distracting situations

e Failure to correct unrealistic client communication expectations as to our availability
Skilled

e Written communication with clients is structured in a professional and cordial manner

e Proactive, timely communication

e Communication provides sufficient background, detail, context, and sets expectations

e Telephonic and/or virtual meetings are conducted in situations without distractions

e The ability to communicate in all mediums (phone, email, text)

e Manages and sets expectations around the times and days used to communicate
Master

Natural or developed ability to use multiple methods of communication, including change
in tone, illustration/analogy, explanation, to communicate to each individual client’s
unique needs

Overused Skill

Checking in with every client every week unnecessarily

Writing emails similar to essays that the client may not read or comprehend

Utilizing formal correspondence such as letters and templates in situations where a quick
email or text would suffice

Providing too much information and analysis of the legal components of our practice
rather than focusing client communication on the desires and outcomes of the case

»
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Comfort In Courtroom Procedure and Decorum

Definition: Ability to demonstrate comfort, confidence, professional conduct and appearance in
the courtroom.

Unskilled

Failing to prepare the client for what to expect will happen procedurally at a hearing.
Unable to vocalize concepts or ideas when called upon.

Uses a lot of jargon to compensate for discomfort, disjointed, disorganized, unclear
speech patterns.

Discomfort communicating with court or courtroom staff to determine courtroom-specific
practices and procedures.

Does not know general courtroom procedure: how to make a verbal appearance, who
presents arguments and witnesses first, how to enter an exhibit into evidence, how to
preserve an issue for appeal.

Obviously nervous and uncomfortable while in court

Inability to effectively ascertain necessary versus unnecessary courtroom preparation
and use of exhibits

Poor, unprofessional, or unclean attire.

Distractible (i.e. cell phone not silenced, looking at email/internet on computer, talking to
client when judge is talking, etc.)

Appearing late to hearings or conferences

Interrupts/speaks out of turn

Becomes defensive, argumentative or emotional with opposing counsel, opposing party
or the court

Unsure of how to procedurally move about the courtroom.

Skilled

Uses minimal jargon.

Speaks clearly and at reasonable and consistent volume.

Brings appropriate materials to court.

Uses cell phone and computer appropriately during court proceedings
Communicates courteously with opposing counsel/party and the court
Professional and appropriate attire and appearance

Takes testimony and makes arguments in a professional and organized manner
Knows when to stop talking (does not over-argue an issue)

Has professional interactions with clerks and court reporters

Understand when and how to procedurally move about the courtroom

»
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Master

e Being responsive to verbal and nonverbal cues from those in the courtroom as you
navigate your case and your arguments

e Has personable interactions with clerks and court reporters.
Demonstrates control in taking testimony and making arguments
Expert listener who incorporates opposing party’s argument/testimony as their own
(“Dynamic Testimony”)

e Understands when and how to move about the courtroom to strategically influence the
case.

e Comfort in conveying ideas and information in a flowing, reasonably uninterrupted way.

Overused Skill

e Convoluted, pretentious, or superfluous/performative communication (ex. ornate Latin
phrases)
Overly friendly patter with courtroom employees and officiants, opposing counsel
Overly-zealous in observing decorum (“may | approach the bench your honor?” in a
casual judge’s courtroom, as an example)

e Arrogance or talking down to less-experienced counterparts, show-boating behaviors,
and belaboring points that have already been successfully made

General Hearing Procedure

Definition: Ability and understanding of how to present exhibits, take witness testimony, make
objections and make oral arguments.

Unskilled

Does not know local court rules or that they exist, or how to find them

Does not know how to make a verbal appearance

Does not know basic rules as to who speaks first, who presents arguments/witnesses
first, how to enter an exhibit into evidence, how to preserve an issue for appeal, etc.
Cannot prepare client for what to expect during a hearing

Has not seen or administered hearings more complex than a stipulated hearing (eg,
harassment injunction, retroactive support request, relocation hearings)

Interrupts witnesses (nonstrategic)

Does not understand basic objections or how to defend against them

Asks improper questions

Anything subject to an obvious objection; eg, “isn’t it true you offered us $50,000 to settle
just before walking in here?!”

Leading questions on direct

Does not know how to lead on cross
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Skilled

Knows local court rules and how to find them.

Knows when it’s their turn to present arguments

Knows how to take testimony from witnesses

Knows how to enter an exhibit into evidence

Asks proper questions and can promptly make objections and provide basic argument
Prepares client for what to expect during a hearing, including how to testify and general
courtroom decorum (eg., not muttering “forking bullshirt” under your breath as the judge
makes a decision)

Efficient use of court time, exhibits, and witnesses--get your points and get out

Master

Knows local court rules and takes care to know them before an appearance.
Knows when and how to hold the court accountable to its own procedures and rules
Knows how to execute and navigate unplanned testimony

Knows the different types and purposes of exhibits and knows when to utilize each
Knows how to preserve an issue for appeal

Strategic use or omission of objections and the ability to accurately argue them
Stretches rules when appropriate

Only subject to non obvious or irrelevant objections

Objects both when appropriate and when strategically advantageous

Can design a line of questioning with a strategy that can be articulated

Can deviate from that line of questioning as needed

Can read the room--picking up on nonverbal cues from the Judge in
abandoning/pursuing issues, calling additional witnesses, and arguing relevant and
compelling points rather than EVERY point

Overused Skill

Drafts all testimony questions even for straightforward hearing

Provides unnecessary level of detail in telling client what will occur during a hearing
Subpoenas witnesses and evidence unnecessarily

Objecting whenever possible

Uncomfortable stretching into appropriate leading questions (easy example: you live at
1111 Constitution Ave, correct? Leading, yes. Subject to objection, no.)
Uncomfortable with deviations from courtroom procedure such that it interferes with
representation (eg, attorney becomes upset as judge interrupts testimony to ask
questions of a different witness)

Arguing with the Judge as to rulings on objections or substantive matters--even if the
Judge is wrong, this is almost always detrimental to your case and client

»
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Litigation/Case Management

Definition: Ability to manage a case (what comes next) and being able to perform and plan for
practical competencies such as depositions, brief writing, motion and response drafting, legal
research abilities, and discovery.

Unskilled
e Has little to no experience taking or defending a deposition
e Does not know what motion should be filed
e Does not know what content is important to include in a supporting affidavit
e Has little to no experience issuing discovery
e Does not know what type of formal discovery (Requests for Admission, Interrogatories,

Skilled

Requests for Production of Documents, etc)

Does not know what questions will be most effective in obtaining information sought
Does not know the appropriate timing of pursuing discovery

Does not know how to narrowly tailor discovery requests to the facts/issues of the case
Has little to no experience drafting briefs

Does not know when to be flexible or inflexible with opposing counsel regarding
deadlines, adjournments, etc

Has experience drafting briefs

Has experience taking and defending depositions

Timely serves opposing counsel notice of depo and tasks PL to schedule court reporter
Asks effective questions to procure sought after information

Prepares client for what to expect during a deposition (answer only what’s asked...don’t
review docs in advance...don’t bring docs with)

Knows what motion should be filed to advance Client’s goals

Knows whether a supporting Affidavit and/or exhibits are needed

Knows what allegations and information should be included in the motion/aff

Knows whether the motion must be personally served (more accurately, how that
document must be served. That would capture all forms of service rather than just
personal.)

Uses discovery effectively

Serves the type of formal discovery that renders the information sought without creating
unnecessary work (Requests for Admission, Interrogatories, Requests for Production of
Documents, etc)

Drafts succinct, straightforward questions to effectively obtain information sought
Knows the appropriate timing of pursuing discovery

Does not issue in every case if not needed (creates unnecessary work)

Does not issue discovery in retaliation for being served discovery

»
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e Serves discovery with enough time to obtain and review responses prior to hearing or
discovery deadline

e Employs strategic decision making in the issuance, amount, timing, and quantity of
discovery

e Extends professional courtesy/flexibility with opposing counsel regarding deadlines,
adjournments, etc

Master

e Understands the outer edges of family law motion work (eg., how to make a motion for
relief from judgment, how to comply with safe harbor procedure, etc)

Deposition Mastery

Makes prompt objections and instructs client if they have to answer

Tailors lines of inquiry to useful information being sought

Employs strategic decision making in setting and taking depositions

Employs strategic decision making in filing motions

Intentional selection and sequence of motion type to accomplish client goals, where
appropriate

Overused Skill

Files unnecessary motions, or files motions “because we can”

e Overkill on information (lengthy motions/affidavits or too many exhibits) to the court
resulting in unlikeliness that it will actually be reviewed
Issues retaliatory discovery
Motions that make non-necessary legal reference (caselaw, statute recitation rather than
reference, etc)
Conducts excessive research, particularly when not required

e Files aggressive motions regularly (eg., motion to compel discovery 2 days after it's due
without contacting OC)

e Inflexible without reason with opposing counsel regarding deadlines, adjournments, etc

Consult Process

Definition: Ability to understand and implement the SLO consult process phases, conduct a
consultation with a focus on the client’s experience, and understanding of varying client service
paths available to the client based on legal needs and/or available resources.

Unskilled

Lacks routine, consistent approach to all consults

e Does not consistently prepare for consult (i.e. listen to the initial CSS call, review CSS
notes, look PC up on CCAP, etc)

e Talks too much/listens too little

»
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Skilled

Fails to validate client

Fails to provide roadmap at beginning of consultation of what to expect during the
meeting

Gets too caught up in legality (i.e. references complicated legal concepts, quotes
statutes, uses legal jargon)

Brags about self and/or diminishes others i.e. OCs or prior counsel

Makes fee structure seem complicated or confusing

Lacks confidence in describing fixed fee and stating prices

Lack of confidence and command in consult

Does not describe advantages of fixed fee

Inability to communicate with PC and/or MP regarding additional information needed to
provide an accurate quote

Adjusts quote in response to PC response/pushback

Prepares for consult by reading notes, listening to call, review public/online information
(social media, CCAP)

Brings appropriate energy and tone to meeting

Follows consult process (FBA)

Listens effectively without taking unnecessary notes

Validates client at appropriate times

Provides roadmap at beginning of consultation of what to expect during the meeting
Does not go into unnecessarily complicated legal analysis

Describes our fee structure simply and concisely

Articulates the disadvantages of hourly rate attorneys versus the advantages of fixed fee
Provides a quote to client

Makes client feel safe

Conducts appropriate follow up

Provides understanding of benefits of fixed fee

Tailors box 5 presentation to client (rather than a one size fits all approach)

Frames costs in a way that is relatable for the PC

Master

QCFA Rate well above standardized position targets with the ability to articulate their
structure, process, and why behind each of their phases in the consultation room.

Overused Skill

Becomes too comfortable with the process that it sounds rehearsed and salesy
Inability to break from the process when appropriate (eg., PC says “Got it, I've got $20k
on this card so | hope that’s enough, where do | sign?” atty should break from FBA to

»
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close the client rather than forcing them to sit through what will at that point sound like a
sales pitch)

Selecting/Revising Fee Agreements

Definition: Ability to select the right fee agreement based on the issues and financial means of
the client as well as the ability to revise templated fixed fee agreements to tailor the agreement
(scope, services, etc.) to address the needs of the case.

Unskilled

Has little/no experience with fixed fee agreements
Assumes “one size fits all” and fails to adjust agreements to fit the needs of the client,
specifics of the case, and county procedures

e Does not read fee agreements before they are sent to clients
e Fails to anticipate the complexities and pitfalls of a case when writing an agreement
e Takes the client at their word rather than identifying potential issues inherent in the case
e Does not reach out to others with questions/for input when unsure how to quote or which
agreement to utilize
Skilled
e Chooses fee agreements that fit the needs of the client, specifics of the case, and county

procedures
e Reads fee agreements before they are sent to clients
Has a high degree of formality with all of our fee agreements
Clearly defines the services and triggers when drafting a fee agreement

Master

e Knows when to revise template fee agreement language

e Deviates from what might appear to be the obvious fee agreement when appropriate
(eg., picks a LS rather than 3 stage for someone that might be great but also might be a
complete nightmare and you need time to suss that out)

Overused Skill

e Adds too much language to the fee agreement such that it is confusing or overly
complicated

e Deletes too much language from the fee agreement such that it lacks clarity or reduces
protections to SLO

e Provides too many options to PCs in terms of types of agreements
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Accurate Quoting

Definition: Ability to identify issues during a consultation to properly quote the work required for
the potential client as well as the ability to transpose the spotted issues into the quoting tool.

Unskilled

e Fails to ask necessary questions during consultation to procure information to effectively
use quoting tool
Does not know how to use the quoting tools
Fails to use the tools available or uses the wrong tool
Quotes only full representation and fails to consider or offer limited scope or coaching
options where appropriate

e Improperly/emotionally deviates downward for the quote rendered by the tool and
provides client with a different quote

Skilled

Asks questions during consultation to procure necessary information to use quoting tool
Thoughtfully considers alternatives to full representation and offers limited scope
representation to capitalize on the value of the opportunity

Uses the appropriate tool for the case type

Incorporates the quote rendered by the tool to the fee agreement

Master
e Understands price anchoring and leverages price anchoring when quoting value to the
client

e Properly quotes limited scope options that are workable for the client but a fair price for
SLO

e Deviates from the quoting tool strategically and with a legitimate purpose

Overused Skill

e Creates overly-complicated fee structures for extras, add ons, or options.

e [nability to deviate from the quoting tool when necessary (eg., unable/willing to manually
increase fees for a super-distant county like Bayfield. In this case the distant county
button won’t sufficiently compensate for the time, mileage, probably hotel room stays
that are in that cases future)

Proactive Management of Cases (Tasking and Calendaring)

Definition: Ability to delegate tasks and calendar reminders and/or events to proactively manage
a file to conclusion.

»
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Unskilled

e Does not regularly meet with their Paralegal
e Does not keep their dashboard updated
e Has not completed the training on Attorney/PL Workflow
e Fails to delegate
e e tasks, thereby wasting time doing administrative work
e Delegates too many tasks
e Defers ongoing communication (client, OP, OC) and task management to PL
e Nonstrategic navigation of case (muddling through, doing work as hearings approach)
e Tasking last-minute rather than being deliberate and proactive
Skilled

Meets with their Paralegal weekly
Keeps their dashboard updated
Delegates administrative and drafting tasks to their paralegal to allocate more time to
lawyering and communicating with client
Has a broad outline of the case’s direction and path to completion
Delegates with sufficient time for paralegal absence/iliness/etc, and/or client
noncompliance, while also incorporating fixed deadlines

e Ability to recall type of case, issues and generally what is going on with each case file
Ability to assign tasks with reasonable and realistic deadlines and internal prioritization of
what tasks should be completed within the proper time frame

Master

e Ability to forecast timelines and plan case work months in advance
Ability to troubleshoot procedural lags and hurdles to push the court or third parties to
move the file forward

e Strategic leveraging of competent/efficient OCs to offload administrative tasks, such as
drafting an order, to free up PL bandwidth and productivity

Overused Skill

Delegates too many tasks

Delegates all of the likely tasks through the end of the case at the outset

Meets and checks in with paralegal excessively

Pesters paralegal, AR, BO about status of tasks (iow, it's not delegating if you’re
constantly monitoring)
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Client Management Skills

Definition: Ability to manage, set and communicate expectations and course of direction in
achieving client outcomes.

Unskilled

e Lacks confidence and/or experience to explain realistic outcomes and likely results when
setting client expectations
Is timid in reigning in clients who have unrealistic expectations for communication
Is negative and aggressive in reigning in clients who have unrealistic expectations for
communication

e Placates the client’s expectations and desires, allowing the client to lead the case rather
than informing and educating the client as to legal practices, standards, and outcomes

Skilled

e Sets clear, mutual expectations of potential outcomes and affirms expectations with
client
Firmly, but not rudely, sets expectations with clients regarding communication
Comfort with realigning clients expectations regarding communication

e Comfort with explaining attorney failure (in analysis/advice/performance) and how to
move forward (eg., | thought we would win this issue, turns out there’s some case law |
didn’t know about and that’s my fault. Here are your options now, etc)

Master
e Comfort explaining difficult realities (eg., neither of you can stay in that house, you both
have too much debt. There’s nothing | can do about her taking your favorite snake, I'm

sorry)
e Agile in re-directing client to positive positions/directions

Overused Skill

e Offers too wide a range of possibilities such that the client is unable to make sound
choices in their case

e Under promises too much such that the client loses confidence

e Is quick to dismiss or withdraw from client

Use and Management of Fixed Fee Agreements

Definition: Ability to trigger fixed fee cases into subsequent stages related to proactive
communication with clients as well as enforcing and implementing additional fees in the
agreement (electives, days in trial fee, de novo, restraining orders, private mediations, etc.).
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Unskilled

e Fails to enter trigger dates into dashboard

e Fails to and is uncomfortable with warning clients about upcoming invoices

e Delays triggering stages

e Triggering stage happens as a result of external pressure (audit, MP prompt, etc.)

e Continues providing legal services or advice to clients after the contract has ended
Skilled

e Enters trigger dates into dashboard

e Comfortable warning clients about upcoming invoices

e Rarely delays triggering stages

e Provides only reasonable advice or services after a contract has ended

e Promptly withdraws from cases due to nonpayment
Master

e Proactively assesses and renegotiates fee agreements to position the client in an
advantageous position while protecting the attorney from an undervalued stage.

Overused Skill

e Over-warns clients about upcoming invoices
e Generally refuses to speak with recent past clients unless they sign another
contract/coaching session etc

Book of Business Exists

Definition: Ability to fund clients from a personal referral network developed from previous
clients, professional networking, community involvement or other types of referral sources.

Unskilled
e Relies on Sterling for more than 90% of Funded Agreements

Skilled

e 10-20% of Funded Agreements come from personal referral network
e Ability to connect to local referral sources in the marketplace

Master
e 20% or more of business is through a combination of referral and repeat clients
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Overused Skill

e Passing out business cards in the office parking lot of a marriage counselor.
e Taking on every referral that comes to you rather than assessing for fit with our model
e Attorney Competencies
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Attorney Classification

Associate

e Definition of Associate Attorney -
o Family Law Experience: Limited to no experience
o Lawyering Experience
m Client Contact (phone calls, emails, meetings): Limited to no experience
m Comfort In Courtroom Procedure and Decorum: Limited to no experience
m General Hearing Procedure: Limited to no experience
m Litigation/Case Management: Limited to no experience
e SLO Acumen
Consult Process: Limited to no experience
Selecting/Revising Fixed Fee Agreements: Limited to no experience
Accurate Quoting: Limited to no experience
Proactive Management of Cases (Tasking and Calendaring): Limited to no
experience
o Client Management Skills (Managing Expectations and Course of Direction in
Achieving Client Outcomes): Limited to no experience
o Use and Management of Fixed Fee Agreements: Limited to no experience
e Coaching Requirements
o Requires lots of coaching, mentoring and support as many gaps appear in their
experience.
Weekly coaching required
Daily huddle required
This can be accomplished by an MP executing a morning huddle or random
check ins during the day with the Associate

o O O O

Senior Associate

e Definition of Senior Associate Attorney -
o Family Law Experience: Skilled based upon competency definition
o Lawyering Experience
m Client Contact (phone calls, emails, meetings): Skilled based upon
competency definition
m  Comfort In Courtroom Procedure and Decorum: Skilled based upon
competency definition
m General Hearing Procedure: Ability to perform with limited coaching or
skilled based upon competency definition
m Litigation/Case Management: Ability to perform with limited coaching or
skilled based upon competency definition
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e SLO Acumen
Consult Process: Skilled based upon competency definition
o Selecting/Revising Fixed Fee Agreements: Skilled based upon competency
definition
Accurate Quoting: Skilled based upon competency definition
Proactive Management of Cases (Tasking and Calendaring): Skilled based upon
competency definition
o Client Management Skills (Managing Expectations and Course of Direction in
Achieving Client Outcomes): Skilled based upon competency definition
o Use and Management of Fixed Fee Agreements: Skilled based upon competency
definition
e Coaching Requirements
o Requires limited or focused coaching, mentoring and support on family law
issues

o Every other week coaching required
o Focused on behavioral bottlenecks preventing high levels of KPI performance
o Multiple weekly check ins
o This can be accomplished by an MP executing a morning huddle or random
check ins during the week with the SA
Partner

e Definition of Partner Attorney -
o Family Law Experience: Skilled based upon competency definition
o Lawyering Experience
m Client Contact (phone calls, emails, meetings): Master based upon
competency definition
m Comfort In Courtroom Procedure and Decorum: Skilled based upon
competency definition
m  General Hearing Procedure: Master based upon competency definition
m Litigation/Case Management: Skilled based upon competency definition
e SLO Acumen
Consult Process: Skilled based upon competency definition
Selecting/Revising Fixed Fee Agreements: Skilled based upon competency
definition
o Accurate Quoting: Skilled based upon competency definition
Proactive Management of Cases (Tasking and Calendaring): Master based upon
competency definition
o Client Management Skills (Managing Expectations and Course of Direction in
Achieving Client Outcomes): Master based upon competency definition
o Use and Management of Fixed Fee Agreements: Master based upon
competency definition
o Book of Business Exists: Skilled based upon competency definition

»
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o Manage to Master 121 Coaching Process: Awareness of the process
e Coaching Requirements

o Requires little to no coaching, mentoring and support on family law issues
Monthly coaching required
Focused on behavioral bottlenecks preventing high levels of KPI performance
Leadership
Provides mentorship and support to team with MP approval where they have
master level ability in a particular competency.
o Involvement & Participation in Firm Initiatives/Rocks

O O O O

Managing Partner

e Definition of Partner Attorney -
o Family Law Experience: Master based upon competency definition
o Lawyering Experience
m Client Contact (phone calls, emails, meetings): Master based upon
competency definition
m  Comfort In Courtroom Procedure and Decorum: Master based upon
competency definition
m General Hearing Procedure: Master based upon competency definition
m Litigation/Case Management: Master based upon competency definition
e SLO Acumen
o Consult Process: Master based upon competency definition
o Selecting/Revising Fixed Fee Agreements: Master based upon competency
definition
Accurate Quoting: Master based upon competency definition
Proactive Management of Cases (Tasking and Calendaring): Master based upon
competency definition
o Client Management Skills (Managing Expectations and Course of Direction in
Achieving Client Outcomes): Master based upon competency definition
o Use and Management of Fixed Fee Agreements: Master based upon
competency definition
o Book of Business Exists: Master based upon competency definition
e Coaching Requirements
o Requires coaching twice per month
o Focused on becoming the best coach possible to enable other to succeed
beyond their natural abilities
Leadership
A natural innate ability to come to the end of yourself for others in order to help
others become the best version of themselves.
Provides direct 121 coaching and support to team
Involvement and participation in quarterly planning and firm initiatives/rocks
Enrolls in and proceeds through formal leadership training and development
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Associate Competency Matrix in 1st Year

I
Associate 1 Associate 2 Associate 3
Estimated Time Frame 0-4 mo 4-9 mo 9-12 mo
PL/Admin

| do, you watch

General Focus Assist w/ client

communications

Intro to case mgmt

Admin: Immersion

Learning Method Atty: You watch

| do, you watch

Master admin role and
drafting duties:

B Jr. Associate Attorney ...

Shadowing

Less complicated court
coverage

Competencies, Exposures &
Expectations

Second chairs case files
w/supervision

B Attorney Competencies :

Unskilled on all

# of Cases Handled 0-10

One off, focused case issues

Case Types

Child support; initial paternity

Month 1: PL shadowing

Client communications .
Handles cases / limited

supervision

You do, | help You do, | watch

Consults w/ supervision General understanding of

Family Law & case mgmt

Attending hearings/calls
process

Mentoring Assoc 1 Consults w/o

supervision(Quote approval

Right hand” on hearings, required on complex cases)

calls, negotiations
B8 Attorney Competencies : Participate in trials and depos
Unskilled at half,

Skilled at half B Attorney Competencies :

Skilled on all

10-25 25-35

Contested cases w/ limited
supervision

Handle uncontested cases

Shadowing contested cases

Learn Salesforce - calendaring, tasking, opp organization, notes/tags

Learn e-filing process

Draft pleadings - PL to have list of basic pleadings to be familiarized with
o Accuracy is key here — no errors should be glossed over

e Shadow workflow meetings

Learn local court scheduling processes

Attends all scheduled meetings (coachings, L10s, etc)
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Month 2: Completing tasks from mentor attorney independently
and shadowing

e Manage task list effectively
Weekly workflow meetings with mentor attorney, plus daily huddles/check-ins
Shadow mentor attorney in consultations, court hearings, client meetings
o MP/partner should provide consultation process outline
e Drafts more complex pleadings (Stipulations, Affidavits, Parenting Plans, MSAS)
e Consult college (goal to start; but date of CC may flux based on when CC session starts)

Month 3: Continued shadowing and escalated file assistance

e Shadow attorney in client meetings
e Shadow attorney in court hearings
e Demonstrate proactivity in files:

o Communicate with clients directly to ensure client has regular contact, and
check-in meetings are scheduled with attorney as needed (mentor attorney
should include Associate on all file email exchanges, and vice versa)

o Update FDSs as necessary

Months 4-5: Begin to handle some basic cases (limited coverage)
independently

e Independently handles basic court hearings, such as stipulated divorce hearings; initial
paternity hearings, straightforward status conferences, etc.

e Participates in MP/Partner’s workflow meeting to discuss every open case — next steps,
strategies, next client communication scheduled, etc — and sets appropriate tasks for
themself.

o Once Assoc is lead attorney on any file, the Assoc leads their workflow with
mentor attorney oversight.

e Conducts client calls and meetings as necessary to maintain regular communication and
remain updated on case developments.

e Second chairs files of all varieties from start to finish (i.e. Assoc is present on designated
case files from beginning to end so that client feels the Assoc is as much their
representative as the lead attorney).

e Proactively seeks out opportunities to shadow and learn more complex matters —
expectation that Assoc reaches out to other Partner groups and branches to find these
shadow opportunities:

o Deposition

o Private mediation

o Custody/placement trial
o Maintenance trial

»
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o High asset or business trial
o Relocation hearing

6-Month Review

Months 6-10: Taking the lead

Handles consultations as lead with mentor attorney oversight
Handles relatively simple/straightforward cases of all varieties with mentor attorney

oversight (approximately 10-20 files)

Demonstrates exceptional client communication sKkills

Conducts workflow meeting weekly with mentor attorney oversight

Proactively seeks out opportunities to cochair complex matters — not just shadowing, but
participating in the preparation and execution of such matters. Expectation that Assoc
reaches out to other Partner groups and branches to find these shadow opportunities

Deposition

Private mediation
Custody/placement trial
Maintenance trial

High asset or business trial
Relocation hearing

o O O O O O

Months 10-12: Independently handles files with minimal

supervision

e Handles consultations independently and proficiency in the consult room

o Quotes require mentor attorney approval
e Handles cases of all varieties independently

o Approximately 25-35 files

o Any business cases or multimillion dollar cases requires first chair lead from

another attorney

Demonstrates exceptional client communication skills
Conducts workflow meeting weekly with mentor attorney oversight
Confirmation that Associate has shadowed every one of the following opportunities:

o Deposition

Private mediation
Custody/placement trial
Maintenance trial

High asset or business trial
Relocation hearing

o O O O O
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Year end review

e Promotion to Senior Associate dependent on meeting necessary competencies
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