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Circuit-Wide Professionalism Programs

The Commission assists local courts and bar organizations in creating mentoring programs in which
experienced lawyers formally support the professional learning and development of New Lawyers.
Commission recognized mentoring programs are designed to teach skills, professional values and
judgments necessary to practice law in accordance with the highest ideals of the profession.

Our goal is to advance professionalism through learning focused mentoring. By building relationships

between beginning and experienced lawyers, we pass on fundamental skills and core values of
professionalism essential to the aspirational practice of law.

Introduction

¢KS GSNXY aYSYy(d2NE 2NAIAYIFGSR FNRY DNBSode&yi K2t 238

Mentor, a friend of Odysseus, was entrusted with the education of Odysseus' son Telemachus. Mentor
was a guardian, teacher and counselor to the young boy. Today mentor is defined (Merriam-Webster
4™ Edition) as a wise, trusted counselor and teacher. Within the legal profession, mentoring
relationships between experienced and New Lawyers facilitate the transfer of valuable information and
insight into the practice of law. While legal theory and application can be learned during law school, the
practice of law is learned in the workplace, whether in private practice, government service, or public
interest work.

Skillful mentoring takes time and attention. This Guide offers a process, specific strategies and resources
for skillful Lawyer to Lawyer mentoring. How we introduce young lawyers to the profession forms a
foundation for their continued growth and development as practitioners. Skillful lawyer mentors stretch
and expand their protégésCbilities and capacities for professional thinking and problem solving. Skillful
mentors facilitate the development of civility and ethics through consulting, collaborating and coaching
their protégés. Lawyer to Lawyer mentoring honors the rich knowledge base and expertise that
continues to accumulate through the years of practice. As a mentor, the experienced lawyer offers both
the wisdom of practice and the practice of wisdom while preserving core values of our profession.

This Lawyer to Lawyer Mentoring initiative is designed to be a one-year voluntary experience to support
New Lawyers through the transition from law school to the practice of law. Through the collaborative
development and implementation of a mentoring agreement and action plan, the experienced attorney
mentor counsels and teaches the New Lawyers. The mentoring action plan offers discussion topics and
learning experiences to be completed over the course of the one-year mentoring term.

While the present Rules do not authorize mentoring as qualifying for continuing legal education, the
Commission envisions establishing a program that will recognize the meaningful learning experience
offered to both the New Lawyer and lawyer Mentor. For the future, we look to examining options and
assessing possibilities for developing continuing legal education credit for both the mentors and new
attorneys who participate in the Lawyer to Lawyer Mentoring programs.

The relationship between the Mentor and New Lawyer is intended to be an on-going relationship for the
sole purpose of guiding and teaching the New Lawyer about the practice of law and the issues the New
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Lawyer is likely to face in the practice of law. The Mentor shares professional experiences, provides
guidance and resources, and engages in dialogue with the New Lawyer in completion of the activities in
the Mentoring Plan.

Pairing New Lawyers and Mentors

Thought should be given to the administrative resources and time commitment available on the part of
the local circuit/bar association responsible for administering and managing the mentor program.

New Lawyers and Mentors could be paired in the following ways:

1. Based on both Mentor and New Lawyer completing an application indicating interests and
background;

2. Based on a completed mentor application from which New Lawyers would rank the top 5-10
Mentors with whom they would like to be paired.

Other considerations include the advantages and disadvantages particular to internal pairings. For
example, while a pairing made between a New Lawyer and Mentor within the same department has the
advantage of enabling questions specific to the department, a New Lawyer may feel more comfortable
asking truly honest 2 NJ & Rydz¥tioné to someone outside his/her department given the lower
likelihood that the Mentor would later be in a position to evaluate the new attorney. However, this
potential concern may be outweighed by the additional benefit of enabling the new attorney to form a
mentoring relationship with someone senior in his/her department.

New Lawyer Responsibility and Orientation

New Lawyers may elect to be mentored by experienced lawyers in their law firm or office or by lawyers
who work outside their law firm. Internal mentoring participants are able to discuss many different
matters relating to clients because of the shared responsibility of liability and the confidentiality that
extends to office employees. However, a lawyer-client relationship is not established between Mentors
and New Lawyers in external mentoring relationships. Accordingly, communications between the
Mentor and the New Lawyer are not confidential. All Mentors and New Lawyers will be required to sign
an agreement that defines the parameters of the mentoring relationship and limits potential liability.
The Mentoring Agreement (Internal Lawyer version or External Lawyer version) must be signed by the
Mentor and the New Lawyer at the start of the mentoring term.

The purpose of the mentoring program is to elevate the competence, professionalism and success of

New Lawyers. Specifically, the mentoring relationship should foster the development of the New

LawyerQa LINF OGAOFE aiAftfa FyR AYONBlIaS (yz2e¢fSR3S
integrity in the legal profession; should promote collegial relationships among legal professionals and
involvement in the organized bar; should improve legal ability and professional judgment; and should
encourage the use of best practices and highest ideals in the practice of law.

An orientation meeting for New Lawyers will be offered by the local circuit or local bar organization
implementing the Lawyer to Lawyer mentoring program. The purpose of this orientation is to provide

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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New Lawyers with an overview of the mentoring program, including its purpose and goals, and to
provide useful information about effective mentoring.

Mentor Responsibility and Orientation

The success of this educational program depends upon experienced and reputable lawyers who are
willing to commit the time to volunteer as Mentors so that they may convey the core values and best
practices of the profession to New Lawyers. Effective lawyer mentors value teaching and counseling new
attorneys in the practice of law and personally strive to improve the legal profession through their
mentorship.

Mentors must have superior interpersonal skills and the ability to facilitate quality lessons about the
best practices and highest values of the legal profession. Before agreeing to serve as a Mentor, a lawyer
should honestly evaluate if they possess the skills needed to guide and teach a New Lawyer, if they can
devote the requisite time to the activities and experiences with the New Lawyer as required by the
Mentoring Plan, if they can demonstrates clear and highly professional habits in the practice of law and
mtyF3SYSyid 2F (KS Modeased hd\ilkiificafiohsdet fodNbelowiake O &idhum
standards that must be met to serve as a Mentor. The Mentor must:

1. Be an attorney in lllinois registered active and in good standing;

Be admitted to practice law in lllinois for not less than six years;

3. Berespected among judges and peers in the local legal community for ethical and professional
conduct; and

4. Never been sanctioned, suspended or disbarred from the practice of law in any state or
jurisdiction.

N

An orientation meeting for lawyers recruited to be Mentors shall be offered by the local circuit or local
bar organization administering the Lawyer to Lawyer mentoring program. The purpose of this meeting
will be to provide Mentors with an overview of the program, including its purpose and goals, and to
provide information and strategies about effective mentoring for New Lawyers.

Mentoring Plan

The Mentoring Plan includes core concepts, skills, activities and experiences framed as actions for the
New Lawyer and Mentor. This action plan is designed to facilitate ongoing professional learning and
development. Actions are grouped by area of focus. Worksheets with discussion questions accompany
each action listed. Focus areas include:

Legal Community & Community at Large

Law Office Management

Personal & Professional Development

Ethics

Client Communication, Advocacy and Negotiation

vk wn e
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While addressing the focus areas, the actions may be customized to the particular practice setting,
individual needs and personal goals of the New Lawyer. Alternative actions may be included to take the
place of an action listed. Once the New Lawyer and the Mentor determine their plan of action, both sign
the Mentoring Plan and the appropriate Mentoring Agreement form.

At the end of the mentoring year, the Mentoring Plan will serve as an evaluative tool to assess the
mentoring program process and learning. New Lawyers and Mentors shall engage in a minimum of six
one-hour in-person meetings and complete the selected list of actions in Mentoring Plan. Participating
in more than the minimum number of meetings is encouraged. Engaging in additional meetings fosters a
more meaningful relationship between the New Lawyer and the Mentor and produces a more valuable
learning experience for the New Lawyer. The Certificate of Completion may be signed by the New
Lawyer and Mentor to verify Mentoring Plan completion.

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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Responsibility Summary

Mentors

Participate in Mentor Orientation
Execute Mentoring Agreement & Plan
Engage in Six 1-hour Meetings with New
Lawyer

Assess and Certify Completion

Local Circuit/Bar Association

© 2007 Commission on Professionalism of the lllinois Supreme Court.

Recruit Mentors

Sponsor Mentor Orientation
Sponsor New Lawyer Orientation
Match Mentors with New Lawyers

New Lawyers

Participate in New Lawyer Orientation
Execute Mentoring Agreement & Plan Engage
in Six 1-hour Meetings with Mentor

Receive Certificate of Completion

Commission

Facilitate Orientation for Circuit Court
Provide Mentorship Resources
Recognize Participant Professionalism
Disseminate Process and Outcomes
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Mentoring Plan

Legal Community & Community at Large

Discussion Action Completion

Worksheet Date

1 MeetatMSY U0 2NRa& 2FFAOS 02 RI&@d bgkdadenk. y R
r'faz2z YSSU YSYOSNAR 2F UKS aSyuzNna

2 Introduce New Lawyer to other lawyers in the community through ongoing
attendance at local bar or specialty association meetings. Discuss local, state,
national, specialty and affinity bar association opportunities.

3 Escort New Lawyer to the local courthouse(s) make appropriate introductions to
members of the judiciary, court personnel and clerks of court. Discuss customary
rules of civility or etiquette among lawyers and judges in the community.

4 Introduce New Lawyer to an experienced/senior lawyer working in the New
LawyerQ @rea of interest (potentially outside the New LawyerQa RS LJ- NJJ
such as a pro bono interest), preferably someone outside of the MS y (i 2 NI §
firm/office. Organize coffee or lunch outside of the office to facilitate the
introduction.

5 AcquaintNewLawyer A G K Lf f Ay2A3Q @I NR2dza f ¢
opportunities for lawyers in private practice to engage in pro bono activities.

Alternative

Action

Law Office Management

Discussion Action Date
Worksheet Completed
6 Mentor demonstrates how law practice management systems are implemented:

a. Time records.

Records of client-related expenses.

Billing system.

Client retainer and/or payment schedules.

Escrow and trust account, establishing an IOLTA, accounting, auditing,
use of interest proceeds, proper procedures for handling client funds
and other property.

Filing system and procedures.

Document retention plan.

®oogo

bl

= @

Calendar reminder systems.

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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i. Information technology system.
j.  Library and research systems.
k. Other resources (publications, seminars, equipment, etc.).

7 Discuss effective time management skills and techniques.

8 Discuss practices to maintain client confidentiality.

9 Discuss how to screen for, recognize and avoid conflicts of interest.

10 Discuss role and responsibilities of paralegals, secretaries and other office
personnel, and how to establish good working relationships with others in same
office that are support staff, colleagues or senior partners.

Alternative

Action

Alternative

Action

Personal & Professional Development

Discussion Action Date
Worksheet Completed
11 Discuss different career paths and identify resources for exploring options.
Discuss differences between large firm, small firm, government and non-profit
practice and non-traditional legal positions.
12 Discuss long term career objectives and identify ways to meet those goals.
Discuss short term career objectives and identify skills needed to meet those
objectives.
13 Discuss strategies for finding a balance between career and personal life,
keeping daily stress in perspective, reconciling job expectations with actual
experience and maximizing career satisfaction.
14 Discuss substance abuse and mental health issues, including warning signs of
substance abuse or mental health issues; what to do if the New Lawyer, a
colleague or a superior is faced with a substance abuse or mental health
problem; and the resources for assistance.
Alternative
Action

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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Ethics
Discussion Action Date
Worksheet Completed
15 Discuss common malpractice and grievance traps and how to recognize and
avoid common pitfalls.
16 Discuss potential resources and procedures for dealing with complicated ethical
issues, including conflict of interests.
17 Discuss appropriate ways to handle situations where the New Lawyer believes
another lawyer has committed an ethical violation; the obligation to report
misconduct; and the appropriate way to handle a situation where the New
Lawyer is asked by a senior member of the firm/organization to do something
that is unethical or unprofessional.
18 5Aa0dzaada GKS INARSOIFYyOS LINROS&aa I yR
disciplinary investigation.
Alternative
Action
Alternative
Action
Client Communication, Advocacy and Negotiation
Discussion Action Date
Worksheet Completed
19 5Aa0dzaa K2g¢g U2 RSIFf G6AU0GK | GRATTFACL
20 Discuss importance of client communication, how to maintain appropriate
ongoing communication (returning telephone calls, email) to keep clients
informed.
21 Discuss proper legal counseling strategies and the duties and responsibilities of
advising clients.
22 Discuss the responsibilities of the client and the lawyer in decision-making, and
the best ways to involve a client in their case.
23 Discuss preparation and proper behavior during depositions and observe
deposition.
24 Discuss how to prepare for negotiation of a legal matter, when and how

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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negotiation is initiated, how to involve the client, ethical and professionalism
obligations of negotiators, skills needed to be an effective negotiator and how to
acquire them.

25 Discuss types of alternative dispute resolution such as mediation, arbitration,
early neutral evaluation, summary jury trials, etc.

26 Observe an actual or simulated arbitration. Discuss and evaluate what is
observed.

27 Observe an actual or simulated mediation. Discuss and evaluate what is
observed.

28 Observe actual or webcast of appellate argument in the Supreme Court of
Illinois, the Court of Appeals of Illinois, or United States Circuit Court of Appeals.

Alternative

Action

Alternative

Action

The undersigned Mentor and New Lawyer agree upon the Mentoring Plan of activities and experiences
elected above. We pledge that we will devote the time and effort necessary to carry out this Mentoring

Plan.
New Lawyer Signature Date
Mentor Lawyer Signature Date

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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Administrative Forms

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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Internal Lawyer Mentoring Agreement

| agree to participate in Lawyer to Lawyer mentoring in accordance with the terms of this agreement. |
understand lawyer to lawyer mentoring is one component of New Lawyer training in the practice of law
within our firm and is intended to include coaching, sharing experiences, learning and ongoing guidance
and support. | understand the goals of mentoring include:

Fostering the development of the New LawyerQ& LIN} QU A Ol f &1 Af f &
Increase knowledge of legal customs;

Creating a sense of pride and integrity in the legal profession;

Promoting collegial relationships among legal professionals;

Involvement in the organized bar activities;

Improving legal ability and professional judgment; and

Encouraging the use of best practices and highest ideals in the practice of law.

NouswnNe

The New Lawyer agrees to waive all claims against, and to hold harmless, the Mentor for any actions or
inactions associated with Lawyer to Lawyer mentoring or with the New LawyerQa LJF NU A OA LI UA 2y @

| herby certify that | have read the above Mentoring Agreement and agree to its terms.

New Lawyer Signature Date

Mentor Lawyer Signature Date

© 2007 Commission on Professionalism of the lllinois Supreme Court.

15



OF THE ILLINOIS SUPREME COURT

| | COMMISSION ON PROFESSIONALISM

External Lawyer Mentoring Agreement

| agree to participate in Lawyer to Lawyer mentoring in accordance with the terms of this agreement. |
understand Lawyer to Lawyer mentoring is one component of New Lawyer training in the practice of
law. | recognize that mentoring is intended to include coaching, sharing experiences, learning and
ongoing guidance and support. | understand the goals of mentoring include:

Fostering the development of the New LawyerQ& LIN} QUA Ol f &1 Af f &
Increase knowledge of legal customs;

Creating a sense of pride and integrity in the legal profession;

Promoting collegial relationships among legal professionals;

Involvement in the organized bar activities;

Improving legal ability and professional judgment; and

Encouraging the use of best practices and highest ideals in the practice of law.

NoukwNeE

| acknowledge and will abide by the following rules:

Any communication between Mentor and the New Lawyer arising out of participation in the mentoring plan is
for the sole purpose of guiding and teaching the New Lawyer about the practice of law and the issues that the
New Lawyer is likely to face in the practice of law.

Any communication between Mentor and the New Lawyer is not intended to be the rendering of legal or
professional advice to the New Lawyer or his or her clients, and the New Lawyer will not rely upon such
communications or cause any client to rely upon them. The New Lawyer will rely solely upon his or her own
judgment, legal opinions, or independent research.

No confidential relationship is formed between Mentor and the New Lawyer as a result of participation in
mentoring. The New Lawyer will not identify any client to the Mentor or reveal to the Mentor any client
confidence, nor will the New Lawyer seek professional or legal advice from the Mentor about specific legal
matters or clients. Instead all discussions about substantive legal matters between the New Lawyer and
Mentor will be limited to hypothetical situations.

Mentor is not assuming any liability or responsibility with respect to any legal matter of the New LawyerQ a
clients, nor will Mentor render professional services to or take any responsibility for any aspect of

representation of the New LawyerQa Of A Sy (i a o

Mentor will not co-counsel any matter with the New Lawyer, nor will Mentor make referrals to or accept
referrals from the New Lawyer during the term of their mentoring term.

The New Lawyer agrees to waive all claims against, and to hold harmless, the Mentor for any actions or
inactions associated with the lawyer to lawyer mentoring or with the New LawyerQ & LJ- NI A OA LJ G A2 Y

| herby certify that | have read the above Mentoring Agreement and agree to its terms.

New Lawyer Signature Date

Mentor Lawyer Signature Date

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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Completion Certification Sample

New Lawyer Name has participated in and completed all of the actions elected in the

Mentoring Plan during this mentoring term. We met and discussed core concepts, necessary
skills for effective and ethical practice2 ¥ 0 KS g2 FyR | fl & SNRa
each action in the plan.

| hereby certify that the above information is true and accurate to the best of my knowledge.

New Lawyer Signature Date

Mentor Lawyer Signature Date

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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Discussion Worksheets

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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Worksheet #1 Mentoring Goals, Expectations, Agreement, Plan

The following goals and expectations are intended to facilitate the discussion between the New Lawyer
and Mentor during their first meeting and to prepare them for the joint development of the Mentoring
Plan. The Mentoring Plan includes more specific core concepts, lawyering skills, and actions which will

addressthe New LawyerQ& 3J21 & YR SELISOGIGA2y&ad

Mentoring Goals

The New Lawyer should articulate his or her specific goals for the mentoring relationship to assist in the
development of a meaningful personalized Mentoring Plan. Discuss together three or more goals the
New Lawyer has for the mentoring relationship.

Keep in mind that a goal is something that one wants to achieve. To assist you in reflecting on the goals
for the mentoring program, think about how you might complete the following statements:

1. 1am most interested in the following topics which are listed in the Actions section of this
aSYyd2NAy3 tflFyX

L KIFE@®S GKS F2ff2¢6Ay3 LISNER2YlIf RSOSt2LISYyd LI Iy
| need to know more about...

Iwanttod A NBY 3G KSYy (GKS F2ff2gAy3a aijAiffax
Ly FAOS G2 (G4Sy @SIFNRX L &aSS vye f R

vk wn

2Ay3IX

Mentoring Expectations

The New Lawyer and Mentor should discuss their individual expectations and resolve any concerns over

expectations. Keep in mind that expectations are confident beliefs, strong hopes or presumed notions

that a particular result or event will occur. The exercise of listing expectations of the mentoring

relationship is intended to help the New Lawyer and Mentor understand one anotherQ & LJS NB&oLJS O A @S 2
that neither feels disappointed or betrayed when they do not conform to some expectation that was

never made explicit. This discussion is intended to resolve from the outset any unrealistic expectations

of each other or of the results expected.

To assist in reflecting on the expectations of the mentoring relationship, think about how you might
complete the following statements:

| expect that we will meet (how often) for (how long).

| expect that you will be otherwise accessible to me (how often and in what capacity).

L SELISOG (KIG 6S sAft R2 (KS F2ft2gAy3d (GeLiSa 2
L SELISOG GKIFG &2dz gAftf KSELI YS G2 X

L SELISOG GKFG e2dz gAtt GNBFG YSX

L GKAY]l @2dz ySSR (2 (y2s (KAa | 062dzi YSX

ok wnNpE
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Internal Mentoring Relationships

1. The New Lawyer should be introduced to other lawyers and personnel in the firm/office. If the
office/firm is large and it is not feasible to introduce the New Lawyer to everyone, the New
Lawyer should be introduced to at least the partners or supervising attorneys, associates and
staff in the division(s) in which s/he will work.

2. Explain from whom the New Lawyer should expect to get work. Do all assignments come
through one person? Is the New Lawyer responsible for checking in with a group of people to
obtain assignments? To whom does the New Lawyer report?

3. To the extent possible, discuss with the New Lawyer the working styles and preferences of those
lawyers in the firm/office for whom the New Lawyer will likely be working. If the Mentor does
not have this information, introduce the New Lawyer to other lawyers in the firm who can share
this information.

4. Discuss office culture and administrative details, such as the following:

a. What time new associates are expected to arrive at the office and leave it and how
flexible are work hours;

b. What type of social climate exists among staff; and
What type of office dress is appropriate?

5. Discuss the types of tasks new associates should expect in their first three months, first year,
and first three years. Explain how the New Lawyer will obtain practical experience while
employed in the firm/office. If there is a formal program for new associates with training over a
period of time, explain the structure of that training.

6. Discuss the relationship the Mentor has to the New Lawyer within their office. Make it clear if
the Mentor is responsible in whole or part for reviewing the New LawyerQa LISNF 2 NI y OS ®
Discuss whether the Mentor is the New LawyerQ& & dzLISNIA a42NJ I YR AF &2 4K
entails.

7. Distribute to the New Lawyer i K S T AicNdvafudl antdRefit as a resource for issues to be
discussed.

External Mentoring Relationships
1. Introduce the New Lawyeri2 YSYOSNE 2F (KS aSlywersdila TFTANNXI AY
2. Explaintothe NewLlawyerSI OK SYLX 228SSQa NP{oS2 SAINDAD K INBHA NYF  FLY!

3. Share that which co-workers have accomplished which the Mentor recommends emulating.
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4. Discuss activities in which the New Lawyer can engage to obtain practical skills (such as litigation
skills) that the Mentor is prohibited from teaching the New Lawyer while in an outside
mentoring relationship. For example, the New Lawyer could volunteer at a bar association to
act as counsel for disciplinary cases, could get on a Guardian ad Litem list at the local court, or
could sign up for probate appointments, etc. Additionally, the Mentor may be able to introduce
the New Lawyer to a colleague with whom the New Lawyer could co-counsel a criminal case, or
the Mentor may be able to introduce the New Lawyer to a judge who would appoint the New
Lawyer to second-chair a case with a competent, professional and experienced first Chair.

5. Share the activities in which the Mentor and/or his or her colleagues participated to obtain their
practical experience at the beginning of their career.

6. If possible, distribute to the New Lawyerthe MS Yy i 2 NDa 2FFAOS LR&AO& YI ydz
resource for general issues to be discussed.

Completing the Mentoring Plan

The New Lawyer and Mentor should discuss the specific activities and experiences in the Mentoring Plan
to develop a personalized plan which they will complete together by the end of the mentoring term.
Both the New Lawyer and Mentor must pledge to complete the Mentoring Plan by signing it. Both must
also sign the separate Mentoring Agreement.

Mentoring Plan should incorporate as many of these activities and experiences as feasible, while being
customized to the particular practice setting, individual needs and personal goals of the New Lawyer.
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Worksheet #2 Introduction to Bar Association

The following points are suggested for a discussion about the organized bar, including local, state,
national, specialty, and affinity bar association opportunities and the advantages of being involved in bar
association activities.

1. Attend any meeting/event of an organized bar association together, and introduce the New
Lawyer to other lawyers in attendance at the event.

2. Give the New Lawyer examples of local, state, specialty, and national bar associations and
discuss the differences between them. Examples:

Local associations: your county/city bar association;

State associations: lllinois State Bar Association;

National associations: American Bar Association; and

Specialty associations: National Organization of Bar Counsel, Federal Bar Association, Illinois
Trial Lawyers Association, American Intellectual Property Law Association, American
Immigration Lawyers Association, Association of Corporate Counsel, and American Inns of
Court, etc.; and

e. Affinity associations: Chicago Bar Association Alliance for Women, Hispanic National Bar
Association, etc.

a0 oo

3. Provide to the New Lawyer brochures or website links to local, specialty or national associations
so that the New Lawyer can review information about each in his or her spare time. See
attached Appendix for association website links which may be shared with the New Lawyer.

4. Share with the New Lawyer the association(s), in which the Mentor is a member, the reasons
the Mentor chose to be involved in the association(s), the activities the Mentor is involved in at
the association(s) and how involvement in the association(s) has benefited the Mentor.

5. Discuss with the New Lawyer what Section(s) or Committee(s) s/he may be interested in joining
of particular associations. Is a particular association more well regarded in a substantive area
over others (i.e., would the local bar association or state bar association be more helpful to
further the New LawyerQ @articular interests)?

6. Provide to the New Lawyer examples of activities one can get involved in as a member of an
association. Discuss specific reasons why one would want to be involved in those activities.
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Bar Association Websites

This list is not meant to be a comprehensive guide to available local, state, national, and specialty bar
associations within the state of lllinois, but rather a starting point to facilitate discussion of the benefits
of joining such associations.

Local, State, and National Bar Associations

American Bar Association

Bar Association of Metropolitan St. Louis
Chicago Bar Association

Cook County Bar Association
DuPage County Bar Association
Illinois State Bar Association

Kane County Bar Association

Lake County Bar Association
Northwest Suburban Bar Association
South Suburban Bar Association
Southwest Suburban Bar Association
West Suburban Bar Association

Will County Bar Association
Winnebago County Bar Association

Specialty Bar Associations

American Immigration Lawyers Association
American Inns of Court

American Intellectual Property Law Association
Appellate Lawyers Association

Association of Corporate Counsel

Chicago Council of Lawyers

Federal Bar Association

Illinois Association of Defense Trial Counsel
Illinois Judges Association

Illinois Trial Lawyers Association

National Organization of Bar Counsel

Affinity Bar Associations

Advocates Society

Asian American Bar Association of the Greater Chicago Area
Asian American Bar Association

Black Women Lawyers' Association of Greater Chicago, Inc.
Chicago Bar Association Alliance for Women

Chicago Committee on Minorities in Large Law Firms

Cook County Bar Association

African American Bar Association
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Decalogue Society of Lawyers

East Central lllinois Women Attorneys Association
Hispanic Lawyers Association of Illinois

Hispanic National Bar Association

Justinian Society of Lawyers

Lesbian and Gay Bar Association of Chicago
National Asian Pacific Bar Association

National Bar Association

National Conference of Women's Bar Associations
National Lesbian and Gay Bar Association

22Y8yQa . FNJ!aa20AlGArzy 27
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Worksheet #3 Introduction to the Courthouse

The following points are suggested to facilitate a discussion about the local courthouse(s) and court
personnel.

1. Go to the local courthouse(s), particularly those courts where the New Lawyer will primarily be
appearing, and, to the extent possible; introduce the New Lawyer to members of the judiciary,
court personnel, and clerks of court.

2. Ask the clerk to provide to the New Lawyer his or her perspective on filing protocols such as
cover sheets, number of copies, walking copies through to the judge, etc.

3. Ask the bailiff and/or court clerk to share with the New Lawyers protocols such as whether
lawyers are required to check in before a hearing, whether simple or uncontested matters are
called ahead of the regular docket, how a lawyer should handle a situation where s/he is
covering two cases scheduled at the same time, whether courtesy copies are expected and
when, whether draft orders should be proposed with courtesy copies, how far in advance of an
appearance the judges receive the files, etc.

4. Introducethe New Lawyeri 2 (G KS O2dz2NIIQa NBLR2NISNBR YR RAA

transcript from them.

5. Ask the Judges to whom you introduce the New Lawyer to share any pointers they have for
handling a case in front of them.

6. Showthe New Lawyer s KSNB G KS Of SNJ Qa 2FFAOS Aax SELX FAYA

certified copies of case documents, get journal entries, search the docket, etc. If the Mentor has
errands at court (which are non-privileged), invite the New Lawyer to participate in those
errands with the Mentor.

7. Explain the roles of different court staff, including the clerks, the bailiffs, and the JdzZR3IS Qa3
assistants. Discuss the appropriate demeanor with court personnel.

8. Explain the protocol for meeting with aJudge,suchl & K2 ¢ (2 3ASG G2 | 2dzR3ASQ

meeting should be required, who should be contacted to set up a meeting, etc. Discuss
examples of ex parte contact and how to avoid it.

9. Discuss when it is appropriate to enter a courtroom that is in session.

10. Discuss how a Judge is customarily addressed in court, at formal functions and events, in social
settings, or at the grocery store. Does this custom change depending upon how often you
appear before the Judge or the capacity in which you know the Judge? For example, if you are a
prosecutor and appear before thesameJdzZRI Sk YI 3A a0 NI S SOSNE RI &K
before the Judge in court, but you are on a bar association taskforce with him or her resulting in
frequent meetings together?

© 2007 Commission on Professionalism of the lllinois Supreme Court.

25

dz

a

h



OF THE ILLINOIS SUPREME COURT

| | COMMISSION ON PROFESSIONALISM

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Discuss the appropriate attire for lawyers in your local court(s). Discuss how you should advise
@2dzNJ Of ASyild G2 RNBaao 52S5a @2dzNJ Ot ASyidQa
What if your client does not have the proper attire to appear in court?

Discuss the local court rules and how they impact your conduct. Discuss how different Judges
have different views and interpretations of the local rules, as well as different courtroom
practices. To the extent possible, share information in this regard about the preferences of the
judges before whom the New Lawyer is likely to appear.

Discuss the importance of punctuality in court and the expectations of individual Judges in this
regard.

Discuss the appropriate demeanor with opposing counsel. How should you address opposing
counsel? What if you know opposing counsel well because you often oppose each other in
cases? Because you went to law school together? Because you are good friends? How should
you react if opposing counsel has been underhanded or dishonest during your case? What
types of recourse are there? Discuss tips that the Mentor has for keeping calm during
conversations with an opposing counsel who is conducting him or her-self unprofessionally, such
as yelling at you, attacking you personally, threatening you, etc.

Discuss courtroom technology that is available to litigators such as overhead projectors,
VCR/DVD players, microphones, etc. Provide contact information for or introduce the New
Lawyer to the court personnel who should be contacted when the New Lawyer is interested.

Discuss protocols and advice for e-filing documents with various courts.

What is the appropriate demeanor with your clients ¢ in and out of court? Discuss the
importance of sensitivity towards your clients.

Discuss the importance of associating with local counsel if you are handling a case outside your
community. What are the benefits and disadvantages to doing so? How do you go about
finding local counsel in another community with which to associate yourself?

If you are acting as local counsel with an out-of-state/town lawyer, what is your relationship to
each other and to the case? What do you do when the other counsel wants to completely
control the litigation and your actions?

Discuss etiquette for speaking on and off the record.

Discuss court procedure for handling exhibits, examining witnesses, and using the podium in the
courts before which the New Lawyer is likely to appear.
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Worksheet #4 Networking

The following points are suggested to facilitate a discussion about networking within the legal
community and in particular, introducing the New Lawyer to one or more attorneys outside his/her
firm/organization with similar interests.

1. Discussthe New LawyerQad A Y G0 SNBadaz Ay OdlideResty Whattpaddft | YR
contact(s) would be appropriate and helpful for the New Lawyer to have?

2. Select at least one attorney colleague sharing interests with the New Lawyer, preferably outside
the firm if the New Lawyer also practices in the same firm, and arrange for a coffee or lunch
meeting to introduce the new attorney to your colleague/friend. What shared interests do they
have? What advice would your colleague have for the New Lawyer to open opportunities for
the New Lawyer in the shared area(s) of interest?

3. Discuss with the New Lawyer how your own networking experiences and way in which
networking has helped you professionally and personally.

See excerpts and a review of ! [ F 68 SNRA& D dzispoSordd i patt by theABAIJ A Yy 3
http://www.abanet.org/abastore/index.cfm?section=main&fm=Product.AddToCart&pid=CEV06
LGNB.
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Worksheet #5 Legal Service Organizations and Pro Bono Service
The following points are suggested to facilitate a discussion about pro bono opportunities.

1. Discuss any pro bono activities in which you are involved. What led you to become involved in
these matters? What have you gained from these experiences?

2. Discuss ways in which you have developed your skills through pro bono service, or ways in which
you have seen colleagues sharpen their skills by taking advantage of pro bono opportunities.

3. If the New Lawyer works in the same firm/organization, discussthefA NY Qa LINR 02y 2 LJI2f
What hours count toward minimum billables, if applicable? Are there limits to what the firm will
GO2dzyié G261 NR |y Fdd2NySeQa | yydzf K 2 dzNBA K 2 K
interest in pro bono matters?

4. Discuss ABA/local/state aspirations for levels of pro bono service. Which would be applicable to
the New Lawyer?

5. Discuss how the new attorney might bring in a new pro bono matter as a new client for his/her
organization. How would the attorney ensure a new client and matter were acceptable to the
firm? What are the procedures for opening a new client? What is the conflicts procedure to
ensure there are no conflicts in representing the new client?

6. Provide the new attorney with resources from which the new attorney may discover an
organization whose work interests him/her. Local and state bar association foundations often
list organizations funded on their websites or in their annual reports, which may also provide
helpful information.

See the lllinois Pro Bono Volunteer Opportunity Search website:
www.illinoisprobono.org/index.cfm?fuseaction=volunteer.showVolunteerOpportunities,
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Worksheet #6 Law Office Management

1. Thefollowing pointsareA Y G SY RSR (2 FFIOAtAGFGS | RA&AOdzA&aA2Y |
managed, and where to locate resources for learning more information about law office
management issues.

2. Take the New Lawyer on a tour of the MS ¥ (i 2 NI éxpladhifighow@i8nZfilesinMSy (1 2 NDa 2 F FA C
are managed and discussing the best practices for at least the following related issues:

Time records.
Records of client-related expenses.
Billing system.
Client retainer and/or payment schedules
Fee agreements, including setting a fee and common fee agreements, the advantages and
disadvantages to each, ethical considerations surrounding each, examples of improper
provisions in fee agreements, and the importance of using engagement, non-engagement and
disengagement letters.
f.  Escrow and trust accounts, including establishing an IOLTA, thehow-ti 2 Qa 2 F I 002 dzy i k I d&z
use of interest proceeds, and proper procedures for handling funds and other property
belonging to client.
g. Filing system, including procedures for opening and closing files, procedures for conflict
checking, creating a checklist for new files, the importance of preparing a case memorandum
and case plan, how to document the progress on cases, organizing both the file contents and the
office filing system, and file inventory and review procedures.
h. Document retention plan.
. /FftSYRFNIFYR GGAO1fSNE 2NJI NBYAYRSNI aeaidSyvyo
j.  Information Technology Systems, including docketing software.
k. Methods of keeping clients informed about the progress of their matters.

oo oo

3. Discuss staff, equipment and other administrative issuesinMS Yy 1 2 NR& 2FFA OS> Ay Of dzRA
practices for at least the following matters:

Mail distribution procedures.

Procedures for handling telephone calls, including when they should be returned.

Considerations in purchasing office furniture and where it can be purchased.

Library and research systems.

Considerations in purchasing office equipment and the types which are essential and/or most

helpful.

f. Other resources (publications, seminars, equipment, etc.) that a New Lawyer might find
particularly helpful in his or her work.

g. Personnel, including identifying employees who are needed to run the office efficiently and the
benefits and disadvantages to hiring different types of employees (i.e., traditional, independent
contractor, temporary).

h. Employee selection, including interviewing techniques, background investigations, extending
offers, and maintaining personnel files.

i. Employment and discrimination laws of which an employer must be aware.

™ oo oo
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j.  Supervising staff, handling employee discipline and preventing the unauthorized practice of law
and the unethical practice by associates.
k. Considerations in purchasing liability insurance.

4. Share with the New Lawyer ethical and professional marketing and business development
techniques, effective rainmaking tools, and how to create a marketing plan for a firm.

5. Review and discuss the following articles: (list to be expanded/updated and permission to copy into
this document)

a. Dan Pinnington & David Bilinsky, Implement Appropriate Internal Controls, LAW PRACTICE
TODAY, April 2006.

b. ReidF.Trautz,t NI OG A OS al yI3SYSyd {eadsSvya | yR t
Law School.

c. Allison C. Shields, How to Take Control of Your Practice by Creating Vision and Mission
Statements, GP/SOLO LAW TRENDS & NEWS BUSINESS LAW, Feb. 2006.

Other helpful resources may include:

American Bar Association Law Practice Management Section
http://www.abanet.org/lpm/home.shtml

American Bar Association Young Lawyers Division E-Library
http://www.abanet.org/yld/elibrary/home.html
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Worksheet #7 Time Management

The following points are intended to facilitate a discussion about effective time management skills and
techniques.

1.

Discuss ways to handle situations where the New Lawyer becomes overloaded with work. If in
an in-house relationship, discuss realistic expectations about the workload of New Lawyers in
your office and ways to cope with those expectations.

Share with the New Lawyer techniques you use which have proven successful in the
management of your time.

Share stress management techniques. Discuss article. Pat McHenry Sullivan, You Can Find Time
to De-Stress, LAW PRACTICE TODAY, Feb. 2006.

Together, work on a practical plan for managing the New LawyerQ& (G A YSSZ Ay Of dzZRAy 3
prioritize work, ways to refuse work without jeopardizing the New LawyerQ @putation or
treatment by others, and ways to stay organized.

Discuss strategies to achieve the following components to balancing personal and professional
life. (For specific strategies, see Life in the Balance: Achieving Equilibrium in Professional and
Personal Life cited in the Resources Section below.)

a. How to create expectations from your employer and clients that are compatible with a
healthy and balanced lifestyle.

b. How to give your all at work while saving energy and emotion for family and other
interests/activities.

c. How to maintain physical health with a busy schedule and how doing so contributes to your
productivity and success.

d. How to develop and maintain friendships or other relationships when time seems to be in
critically short supply.

e. How to be efficient and productive at work, as well as how to prioritize and delegate tasks.

Life in the Balance: Achieving Equilibrium in Professional and Personal Life, American Bar Association
Young Lawyers Division 2002-2003 Members Service Project,
http://www.abanet.org/yld/about/writtenguide03.pdf.
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Worksheet #8 Client Confidentiality

The following points are intended to facilitate a discussion about practices for maintaining client
confidentiality.

1. Discuss the importance of client confidentiality.

2. Discuss common mistakes which inadvertently cause violations of client confidentiality and

AKEFNB LINI OGAOIE LRAYGSNR Ay YR 2dziaiARS 2y38Qa

Among other things, examples for discussion could include:

a. Discuss proper procedures for file keeping and ensuring that clients who visit your office do
not see information about other client matters;

b. 5A840dzaa (GKS LINPLINASGE 2F RA&aOdzAaaAy3ad &2dz2NJ Of A

c. Discuss the consequence of discussing confidential information with your client when a third
party is present by invitation of your client (like their spouse);

d. Discuss office procedures for maintaining and destroying client files which impacts client
confidentiality; and

e. Discuss the potential hazards of using email and fax to communicate confidential
information about a case.

3. Give specific examples of client information which is confidential and when such information
should or should not be revealed, including, among others, the propriety of disclosing that you
have been retained by someone, disclosing the name of your client to a third party, sharing

AYF2NXYEFGA2Y Fo2dzi @2dzNJ Of ASyiQa OFasS G2 2Lk

4. Discuss the appropriate ways to obtain waiver of privilege and the circumstances in which it is
likely to be obtained in the New LawyerQ& | NBI 2 F LIN} OG A OSo 5A&0dz
implied and express waiver and identify conduct which effectuates waiver.

5. DiscussalawyeNRa 20f A3 GA2ya SAGK NBIAFNR (2 NBGSIt AY:

6. 5A40dza4a | tlseSNRAE 26t AIFdA2Y (2 YIAYGlIAYy O2YyF

but who do not hire him or her or who the lawyer ultimately refuses to represent.

7. DiscussalawyerQa 206f A3AFGA2y G2 YIFIAYGlrAy OftASyd O2yFAR:

attorney-client relationship.

8. 5A40dzaa GUKS LINFYOGAOIET O2yOSNYya GKFEG FNRARAS 6KSY
FYR ¢Fyida G2 O2YYdzy A Ol (itke refirésentatiérS DisOkskh&datieN a € | g& S
owed to the client.

9. Discuss client confidentiality issues likely to arise in the New LawyerQ& LINJI OG0 A OS | NBI o
example:

a. WhentheNewlawyerQa Of ASy i A& | O2NLRNI GA2YyS @ithAh OK O2 Y

whom at the corporation can the New Lawyer discuss confidential information?
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10.

11.

12.

Whenthe New LawyerQa Of ASy i A& GKS 3I2@GSNYyYSyid 62NJ
New Lawyer discuss confidential information? What obligation does the New Lawyer have to
inform the public about the matters being prosecuted? What obligation does the New Lawyer
have to inform the victim of a crime about an investigation or prosecution of a suspect?

Discuss practical issues that must be resolved when sharing office space with lawyers not in the
same firm regarding safeguarding confidential information of clients. What if the lawyers share
staff like a receptionist, secretary or a paralegal?

Discuss how to handle a situation where a lawyer inadvertently receives a document containing
what appears to be privileged information about an opposing party in pending litigation.

Discuss the exceptions that exist in Disciplinary Rule 1.6
(http://www.iardc.org/rulesprofconduct.html#Rule%201.6), allowing disclosure of confidential
information, and provide examples of situations where such exceptions would apply.

Share with the New Lawyer @ 2 dzNJ FANXY Q& LINR OSRdzNBa (2 Sy adzNB
inadvertently disclose client confidences. Discuss the tips in the article: Kirk R. Hall, No So Well-Kept
Secrets, http://www.abanet.org/legalservices/lpl/downnloads/secrets.pdf.
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Worksheet #9 Conflicts of Interest

The following points are intended to facilitate a discussion about how to screen for, recognize and avoid
conflicts of interest.

1. Discuss the importance of adequately screening for conflicts of interest. Share with the New
Lawyer KS TFTANY Q&  ledNiBs @ ScontlihbTf in Brdnkkinal roeNtbring relationship)
ortheMSY 12 NRa 2FFAOS LINE OS R dzNEB extEr@daNdertodld 5 Sy Ay 3  F2 NJ
relationship).

2. Explain the importance of including prospective clients and declined clients in a conflicts
database. Are these clients treated like former clients in terms of conflicts? What does this
mean if another client comes along with interests adverse to the prospective client that never
hired the lawyer?

3. Discuss different types of conflicts of interest that can arise ¢ particularly in the New LawyerQ a
practice area(s) or office setting.

4. Give examples of conflicts which can be waived with informed consent. Explain how to
R2OdzySyid e2dzNJ Ot ASyiaQ O2yaSyid (2 O2yFtAaAldiaod

5. Discuss the substantial relationship test which, when met, prohibits a lawyer from representing
a client against a former client. Discuss whether informed consent by the former client can cure
the conflict.

6. Discuss the article: Todd C. Scott, Conflict-Checking Systems: Three Great Ways to Effectively
Manage Conflict Checking, GP/SOLO LAW TRENDS & NEWS Vol. 2, No. 2.

7. Discuss screening walls, when they apply and practically speaking, how a law office manages
them. What may the New Lawyer share with others within the same firm if a screening wall
exists? What is the office protocol for such matters?

8. Discuss how conflicts are handled when a lawyer changes firms. Should a lawyer be concerned
about the same issues when hiring non-lawyer personnel who come from another firm.

9. Discuss the propriety of working on a case where opposing counsel is a spouse, close relative, or
any person with whom the lawyer shares a close personal relationship. Does client consent cure
the potential problem?

Margaret Graham Tebo, Make a List, Check It Twice: A Good Conflicts-Checking System Helps Protect
You From Ethics Violations, ABA JOURNAL, Feb 2006.

Harry H. Schneider Jr., An Invitation to Malpractice: Ignoring Conflict-of-Interest Rules Can Open
t I Y R2 NJARAStandirg Eommitteeonlag @ SNB Q t NP F Sa-Binkfegburcks. [ AL AT A&
http://www.abanet.org/legalservices/Ipl/downloads/invitation1.pdf
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Harry H. Schneider Jr., An Invitation to Malpractice (Part Il): Once a Conflict of Interest Is Spotted, Take
Action Promptly,! . ! { GFYRAY3 [ 2YYAGGSS 2y -lndRéseuBddlB Q t NP FSaa
http://www.abanet.org/legalservices/Ipl/downloads/invitation2.pdf

[ F 68 SNBRQ t NPT SaaA 20ahabing b G6rflict WfyhterdseSitutianyOndling Rraktice
Aids, http://www.practicepro.ca/practice/conflict.pdf.

O
[N
>
O
(p))

[ 68SNBQ tNRPFSaaAz2yltf LYRSYyYyA(Ge /2YLIyeé t NI
http://www.practicepro.ca/practice
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Worksheet #10 Office Personnel Role, Responsibility, Working Relationship

The following points are intended to facilitate a discussion about the roles and responsibilities of
paralegals, secretaries, and other office personnel and how to establish good working relationships with
others in the same office who are support staff, colleagues, or senior.

1. Explain tothe New Lawyereachnonf | 4@ SNJ SYLJX 285SQa NRfS Ay
AyOf dzZRAY3 GKS SYLX 28S5SQa (i ANév LSFer (Badnydif irRdntk A S &

house mentoring relationship.

2. Discuss the importance of having support staff on your team and treating them with respect.

3. { KIN’ adAaA3SaGSR aR2Qa YR R2yQGa¢ 2F RSIfAy3

senior than the New Lawyer. Discuss when it may be appropriate (or not) to discuss potentially
controversial issues such as politics or religion.

4. If the New Lawyer has an assistant, secretary and/or paralegal, explain the types of task that are
appropriate (and inappropriate) to ask each of them to do.

5. Ifin aninternal mentoring relationship, discuss other support resources, such as reference
librarians or a Word Processing department, and when it would be appropriate to assign work to
them.

6. Ifinanin-house mentoring relationship, discuss the office culture in terms of the types of tasks
New Lawyers are expected (although perhaps not told) to do rather than support staff. For
example, if in an office where many lawyers share one secretary, do the newer lawyers make
their own changes to documents, make their own copies, etc. so that the secretary can focus on
doing those tasks for the more senior lawyers? Are New Lawyers expected to type their own
R20dzySyda 2y (GKSANI 246y O2YLIzi SNJ I yRNew A& A &0
Lawyers expected to dictate their documents for transcription by their assistants?

7. Ifin anin-house mentoring relationship, discuss any considerations or prohibitions in asking
support staff to put in time outside of normal office hours, including whether requests for
overtime must be approved, whether overtime requests must only be made on a limited basis,
how much advance notice is typically expected when asking staff to stay later than normal office
hours, etc.

8. Ifin anin-house mentoring relationship, discuss the specific skills and knowledge each support
staff member has from which the New Lawyer can learn or benefit.

9. Make suggestions about how to handle difficult situations where the New LawyerQ a
assistant/secretary is not performing as expected. If mentoring in-house, explain any
procedures that are in place to address this type of problem.

10. Discuss the types of behavior that constitute the unauthorized practice of law in Illinois and to

iKS SEGSYyl LRaaAroftSz RSTAYS (GKS aGLINI OGAOS

© 2007 Commission on Professionalism of the lllinois Supreme Court.

36

by

27T



OF THE ILLINOIS SUPREME COURT

| | COMMISSION ON PROFESSIONALISM

prevent the unauthorized practice of law and provide specific tips on how to prevent non-lawyer
personnel from inadvertently (or intentionally) engaging in it.

11. Discuss the office policies that are in place to prevent the unauthorized practice of law by non-
lawyer staff.

12. Share with the New Lawyer appropriate ways to monitor the work product of support staff for
which the New Lawyer is ultimately responsible as an attorney.

13. Suggest appropriate ways for the New Lawyer to socialize and get to know other attorneys and
judges in the community.

14. Discuss the types of social or office behaviors that could be perceived as detrimental for a New
LawyerQad OF NBSNE 020K gAGK O2HNKelvOhwaadzs 342 ATAARS

15. If mentoring in-house, discuss the office culture with regard to decision-making and the New
LawyerQa | dziK2NARG& (2 R2 azo
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Worksheet #11 Career Paths

The following points are provided to facilitate a discussion about different career paths for lawyers, the
environments in different types of practice settings, and the resources for exploring career options.

1. Discuss the different types of law practice. For example, government or public office, private
practice, large firm vs. small firm vs. solo practice, corporate, environmental, the judiciary, non-
traditional legal positions, legal aid.

2. Share with the New Lawyer your experiences and the environments in the different practice
settings in which you have worked. Invite another experienced lawyer to discuss with you and
the New Lawyer his or her experiences in different practice settings.

3. If the Mentor specializes in an area of practice, share with the New Lawyer how you acquired
the expertise in that area. Why did you choose to practice in that concentration? Discuss how
to secure a position in your practice concentration.

4. Describe to the New Lawyer your typical day with respect to things such as court appearances,
trial work, research and writing, client contact, discovery, mediation/dispute resolution,
hours/vacation/benefits/quality of life, etc.

5. Share with the New Lawyer what you enjoy most and least about your practice area. What or
who was most instrumental in developing your practice expertise? What has been your greatest

achievement?

6. If the New Lawyer is not in the type of practice s/he would like to be in long-term, the Mentor
should try to introduce the New Lawyer to lawyers in the field s/he would like to explore.

7. Discuss networking opportunities that would coincide with the New LawyerQa 206 2SO0 A OSa o

8. Share with the New Lawyer tips for succeeding in the practice of law, especially in the practice
setting in which the New Lawyer works.

For more information on potential resources, see:

ABA-CLE Career Counsel, www.abanet.org/careercounsel

NALP Career Paths, www.nalp.org/careerpaths/index.php
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Worksheet #12 Long Term Career Objectives

The following points are suggested to facilitate a discussion about the New LawyerQ & -fergh Yarker
objectives and ways to achieve them.

1. Discuss the attached article Kathleen Brady, Navigating Detours on the Road to Success, LAW
PRACTICE TODAY, March 2005.

2. Discuss the different types of law practice. For example, government or public office, private
practice, large firm vs. small firm vs. solo practice, corporate, environmental, judicial clerkships,
non-traditional legal positions, legal aid.

3. Share with the New Lawyer the long-term goals you had as a New Lawyer. Discuss how and why
those goals changed and/or the successes and failures you had in reaching those goals. Discuss
what you have achieved and what career goals you have now.

4. Share with the New Lawyer how you would do things differently in pursuing your career
objectives if you had a chance to start over.

5. If the New Lawyer is not in the type of practice s/he would like to be in long-term, the Mentor
should try to introduce the New Lawyer to lawyers in the field s/he would like to explore.

6. Discuss networking opportunities that would coincide with the New LawyerQa 20 2SO0 A @S a o

7. Discuss how bar association involvement can enhance career exploration and opportunities.

8. Discuss the New LawyerQa NB adzyS FyR adzZ33Said FOUABGAGASE Ay
strengthen it toward meeting his or her career goals. Suggest ways for the New Lawyer to

develop professionally and to distinguish him or her self from others.

9. Assist the New Lawyer in creating a five-year plan stating career objectives and strategies for
meeting them.

For other potential resources, see:

ABA Career Counsel www.abanet.org/careercounsel/home
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Worksheet #13 Balance between Career and Personal Life

The following points are intended to facilitate a discussion about balancing career and personal life,
putting daily pressures into perspective, reconciling job expectations with actual experience, and
maximizing career satisfaction.

1. Share with the New Lawyer techniques to create and maintain balance between personal and
professional life. Share your own experiences, including successes and failures, in finding
balance between your personal life and career.

2. Discuss strategies to achieve the following components to balancing personal and professional
life. (For specific strategies, see Life in the Balance: Achieving Equilibrium in Professional and
Personal Life cited below.)

a. How to create expectations for your employer and clients that are compatible with a
healthy and balanced lifestyle.

b. How to give your all at work while saving energy and emotion for family.

c. How to maintain physical health with a busy schedule and how doing so contributes to your
productivity and success.

d. How to make nutritious choices at home, at work or on the road and how doing so
maximizes performance and energy levels.
How to plan ahead for the challenges of caring for children or aging parents.

f. How to develop and maintain friendships or other relationships when time seems to be in

critically short supply.

How to foster professional relationships.

How to be efficient and productive at work, as well as how to prioritize and delegate tasks.

= @

3. Share stress management techniques. Discuss the article: Pat McHenry Sullivan, You Can Find
Time to De-Stress. LAW PRACTICE TODAY, Feb. 2006.

4. Discuss how to reconcile job expectations with the actual experience at work. Discuss the New

lawyerQd SELISOGF GA2ya T2NJ KA& 2NJ KSNJ 2263 ARSYGAT

those expectations, determine together whether the expectations are realistic, and discuss ways

to make changes which will positively affect the work experience.

5. Discuss ways to maintain a positive attitude at work and create a positive work environment to
maximize enjoyment of work.

6. Discuss the importance of identifying an individual in the work setting who can help answer
guestions about the culture of the office and how to balance your career and personal life. If

mentoring in-house, help the New Lawyer identify that person (if it is not the Mentor).

7. Discuss ways to positively deal with the criticism of employers and clients.

8. 5Aa0dzaa G(GKS daR2Qa¢ |yR aR2yQiaé¢ 2F Sl @Aay3

following tips:
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a. Do work hard until you leave. If you are in the process of looking for another job, it will
be easier to find one while you still have one.
b. 52y Qi o0dz2Ny oNAR3ISa o0& tSHGAy3a 2y o6 R GSN¥ad
have to interact with a member of your old firm in the future, or whether you will want
to come back to your old firm.
c. Do be careful about the reasons you say you are leaving. To keep the relationships you
have built intact, keep your reasons for leaving focused on the positive growth you
expect by moving on rather than the negative experience you had which caused you to
want to leave.
d. 52y Qi FT2NHSG (G2 YSYR RAFFAOdA G NBf I GA2YyAKAL
and shake hands with those you had problems with at your old employer so that you
will be remembered as pleasantly as possible.
e. Do stay in touch with your old employer. Maintain the good relationships you built
because an old employer always has influence over your career and your reputation.

Life in the Balance: Achieving Equilibrium in Professional and Personal Life, American Bar Association
Young Lawyers Division 2002-2003 Members Service Project
http://www.abanet.org/yld/about/writtenguide03.pdf

Sharon Meit Abrahams, 100 Plus Pointers for New Lawyers on Adjusting to Your Job, A.B.A. Publishing
(August, 2004)

Kathy Morrisetal.,! &1 GKS / FNBSNJ/ 2dzyaSt2NEX! yagSNa F2NI [ ¢
A.B.A. Publishing (2003)

M. Diane Vogt et al., Keeping Good Lawyers: Best Practices to Create Career Satisfaction, A.B.A.
Publishing (Nov. 2000)

George W. Kaufman, Lawyers Guide to Balancing Life and Work: Taking Stress Out of Success, A.B.A.
Publishing (July 1999)

Julie M. Tamminen, Living with the Law: Strategies to Avoid Burnout and Create Balance, A.B.A.
Publishing (Aug. 1997)

Worksheet #14 Substance Abuse and Mental Health Issues
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The following points are provided to facilitate a discussion about substance abuse and mental health
issues in the legal profession, including possible warning signs, what to do if the New Lawyer is faced
with a substance abuse or mental health issue, and resources for assistance.

1. Objectively discuss the legitimate goals of mandatory substance abuse instruction which include
NFA&dAy3d GKS dG2NySe LRLz | G§A2yHeaicalO2yaOArz2dzaySa
dependency, informing all attorneys of how to detect, prevent and assist impaired attorneys,
and increasing awareness of available assistance programs.

2. Review the lllinois Lawyers Assistance Program (http://www.illinoislap.org/) and discuss the
statistics regarding substance abuse and mental health problems among lawyers.

3. Share with the New Lawyer experiences, if any, that you have had dealing with an impaired
lawyer or judge and how you handled (or should have handled) the situation(s).

4. Discuss the signs and symptoms of chemical dependency.
5. Discuss with the New Lawyer your experience (if any) with noticing the signs and symptoms of
chemical dependency in someone with whom you worked. Talk about how to professionally

address that type of situation.

6. Discuss the most professional ways for dealing with the following situations:

o

The judge before whom you appear seems to be impaired.

b. The opposing counsel in your case attempts to negotiate with you while s/he appears to be
impaired.

c. The opposing counsel in your case appears with his or her client at a deposition or hearing
and you suspect s/he is impaired.

d. Your client appears for a hearing impaired.

7. 5Aa0dzaa | fl g&SNRNA LIS NE dspfteif collbague if thaWdispesta a A 2y I £ R
impairment.
8. 5Aa0dzaa | flFgeSNNAE KSAIKGSYSR NBalLRyaArAoAftAGe

© 2007 Commission on Professionalism of the lllinois Supreme Court.

42


http://www.illinoislap.org/

OF THE ILLINOIS SUPREME COURT

| | COMMISSION ON PROFESSIONALISM

Worksheet #15 Common Malpractice and Grievance Traps

The following points are intended to facilitate a discussion about common malpractice and grievance
traps and how to recognize and avoid common pitfalls.

1. Discuss common malpractice mistakes, particularly in the New LawyerQ& LINJ OG A OS | NB I 6 &
share ways to avoid them. Discuss the malpractice traps and tips suggested in the article: ABA
{GFYRAY3 [/ 2YYAUGSS 2y [Topded BdbEd@ice TrddduddHawdoh 2 Y I £ [ A
Avoid Them, http://www.abanet.org/legalservices/lpl/downloads/ten.pdf

2. Discuss common grievance problems that arise, particularly in the New LawyerQ& LINJ OG A OS
area(s), and ways to avoid them.

3. Give the New Lawyer practical pointers on the types of practices in which s/he should engage to
minimize client dissatisfaction and client complaints, including the best ways to communicate
with your client and to involve your client in their representation.

4. Share withthe New Lawyer® 2 dzNJ FANN Q& LINPOSRdz2NBa (2 Syadz2NB F
inadvertently disclose client confidences. Discuss the tips in the article: Kirk R. Hall, Not So
Well-Kept Secrets, http://www.abanet.org/legalservices/Ipl/downloads/secrets.pdf.

5. Suggest resources that the New Lawyer can consult for making important ethical decisions,
including the following:

a. Provide suggestions for finding ethics counsel and when such action is recommended.

b. Identify other helpful ethics materials, where they can be found, and the importance of
adzLILX SYSyGdAy3d ASYSNIt SGIKAO&A NBaz2dzNDOSa oAilK
case law.

c. ldentify ethics inquiry services of bar associations.

d. Discuss procedures for requesting or researching ethics advisory opinions of bar
associations.

6. Discuss the reasons for maintaining malpractice insurance and considerations for choosing the
right policy. Discuss the attached Checklist for Purchasers of Professional Liability Insurance of
GKS 1.} {OGFrYRAY3I [/ 2YYAOGSHH 2y [ 68SNBEQ t NPFTSaa
http://www.abanet.org/legalservices/Ipl/insurancechecklist.html.

7. Discuss the best time to involve a malpractice carrier into a claim against you for malpractice
liability or ethical misconduct.

8. Discuss the impropriety of settling claims for malpractice with your client.

9. Discuss the impropriety of asking your client to sign a fee agreement which provides for
arbitration in the event of a fee dispute, malpractice claim or ethical misconduct allegation.
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Worksheet #16 Dealing with Others and Ethical Issues

The following points are intended to facilitate a discussion about appropriate ways (including ethical
concerns, etiquette, etc.) for dealing with others on behalf of your client.

1. 5Aa40dzaa I flFrgeSNRna SGKAOI € 26f7\3|-l'j)\2y G2 0S8 K2
with them.

2. Discuss the importance of dignified, honest, and considerate transactions.

3. Discuss the importance of reputation and howalaw®@ SNRa 02y RdzOG RSIFfAy3a 6Ad
pivotal to his or her reputation.

4. { KI NB a06Sa0 LMNvQwydrhdéwéo agpiogridtely del &ith others on behalf
of your client.

5. Share with the New Lawyer stories of attorneys who have ultimately harmed their client
because of their incivility and lack of consideration in dealing with opposing counsel, the judge
or the jury, or because they failed to properly and fully represent their clients.

6. Share with the New Lawyer stories of attorneys who have encountered ethical difficulties due to
a failure to adequately communicate with their clients, colleagues within their organization,
opposing counsel, and the court.
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Worksheet #17 Unethical and Unprofessional Misconduct by Another Lawyer

The following points are provided 1 2 FF OAf AGFGS |+ RA&AOdzaaAzy | o2 dz

misconduct, including the appropriate way to handle situations where the New Lawyer believes another
lawyer has committed an ethical violation and where the New Lawyer has been asked by a senior
member of the firm to do something that is unethical or unprofessional.

1. Review Disciplinary Rule 8.3 (http://www.iardc.org/rulesprofconduct.html#Rule%208.3) and
RAaOdzaa | fFgeSNRa 2o0f A3l dA2y G2 NBLRNI
fr68SNER aK2dAZ R NBLR2NI 20KSNJ fFg8SNBRQ YA
reported.

2. DiaOdzaa GKS O2yORBLINY 25 & GefeRahihE nfistindics.

3. Discuss the types of factors which should be considered in determining whether misconduct
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4. Discuss the following situations and suggest the most appropriate authority (if any) to whom the

conduct should be reported and the reasons therefore:

Continuous discovery abuse by opposing counsel;
Opposing counsel filing frivolous lawsuits or lawsuits merely to harass your client;
Egregiously unprofessional conduct during litigation;

A 2 4 A x

Suspected financial misconduct by a lawyer who is guardian for an incompetent person;

Theft of IOLTA monies by a lawyer in your firm;

Abusive and disrespectful behavior toward counsel and/or witnesses by a judge;

Client neglect because of suspected substance abuse or mental health issues of another

attorney;

j.  Erratic and unfair behavior by a judge because of suspected substance abuse or mental
health issues;

k. Opposing counsel representing a party with whom there is a conflict of interest; and

|.  Unauthorized practice of law by an attorney licensed in a jurisdiction other than lllinois.

T oT@m o Q0 T

5. Discusda I flFge@SNRa 206ftA3AFdA2y G2 lFaarad Ay
conduct in an inquiry by a tribunal or other authority investigating that lawyer or judge.

6. Discuss the appropriate action for a New Lawyer who suspects that a partner in the firm has
committed misconduct. Discuss the procedure when an associate in the firm is suspected of
misconduct.

7. Discuss whatthe New Lawyera K2 dzf R R2 AT &k KS R2Sa yz2i
conduct is inappropriate, but s/he suspects that it might be.
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8. Discuss what the New Lawyer should do if a superior in the New LawyerQa T A NXY Ne®md (G NHzO G &
Lawyer to do something that the New Lawyer believes to be unethical, such as under/over-
reporting billable hours. If the pairing is internal, what internal resources exist, if any?

9. Suggest resources that the New Lawyer can consult for making important ethical decisions,
including the following:

a. lIdentify the procedure for obtaining in-house ethics advice (if you are in an in-house
mentoring relationship).
b. Provide suggestions for finding outside ethics counsel and when such action is
recommended.
c. ldentify other helpful ethics materials, where they can be found, and the importance of
supplementing general ethics resources with independent research on lllinois disciplinary
OrasS fl¢g 6KSYy GKS SGIKAO&a NBaA2dz2NDOSa NBJASHSR
Responsibility.
d. Identify ethics inquiry services of bar association(s).

10. Discuss procedures for requesting or researching ethics advisory opinions of bar associations or
the Illinois Supreme Court Attorney Registration and Disciplinary Commission.
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Worksheet #18 Grievance Process and Disciplinary Investigation

The following points are provided to facilitate a discussion about the grievance process and disciplinary
investigation procedures in lllinois, and the role of the Attorney Registration and Disciplinary
/| 2YYAaaArzy oa! wh/ €00

1. Explain the role of the ARDC to the New LawyerZz | YR SI OK FFG02NySeQa NBaLk
annually with the ARDC and to remain in good standing. See http://www.iardc.org/ for more
information.

2. Discuss any situations in which you have had involvement with the ARDC, such as filing a
complaint regarding another attorney with the ARDC. How was the issue handled?

3. Discuss the types of conduct that would merit a disciplinary investigation. Have you witnessed
any such conduct?

4. If the New Lawyer works in the same firm/organization, is there an internal process of which
he/she should be aware?
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Worksheet #19 Dealing with Difficult Clients

The following pointsare A Y 1 SY RSR (2 FFOAfAGFGS + RAA&AOdzaaA2Y

1.

Discuss why lawyers should be concerned about difficult clients.

Share with the New Lawyer an example of a difficult client you had, how you handled him or
her, how the difficult relationship affected the representation, what you might have done
differently, etc.

Identify characteristics of difficult clients of which the New Lawyer should be aware at the
earliest contacts with the potential client, as well as how to factor that into accepting the
potential representation.

Identify client behaviors that occur during representation which indicate your client is angry or
dissatisfied. Provide suggestions of the best and most professional ways to address the client
and handle their anger.

Review and discuss the following:
a. NOELLE C. NELSON, CONNECTING WITH YOUR CLIENT at 69-87 (1996); Carole Curtis, Dealing

with the Difficult Client,
http://practicepro.ca/practice/pdf/DealingDifficultClientCaroleCurtis.pdf

b. lllinois State Bar Association and ISBA Mutual Insurance Company, New Lawyer Survival
Guide: Advice from the Trenches on How to Live Your Life in the Law, 2003.

Discuss the importance of talking to a client as early as possible about realistic expectations of
the representation, the scope of the representation, and the fee arrangement. Explain how
discussing these (and other) issues can help to prevent misunderstandings and disagreement in
your attorney-client relationship.

© 2007 Commission on Professionalism of the lllinois Supreme Court.
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Worksheet #20 Client Communication

The following points are intended to facilitate a discussion about the importance of client
communication and how to maintain good on-going communication, including the use of retention and
fee agreements, keeping clients informed about matters, confirming things in writing, being on time,
etc.

1. Share with the New Lawyer a personal example of how failing to communicate clearly with your
client caused problems in the relationship. Conversely, share with the New Lawyer a personal
example of how communication with your client prevented or resolved problems that could
have ended the attorney-client relationship.

2. Provide tips to the New Lawyer on effective communication. Read and discuss the article:
Stewart Levine, Essentials of Effective Communication, LAW PRACTICE TODAY, Feb. 2006.

3. Share best practices for communicating with clients, including practices like the following:

Sending copies of pleadings and correspondence to your clients.

Keeping clients involved in making decisions in their cases.

Returning calls personally and promptly.

Utilizing staff to provide exceptional customer service.

Confirming instructions and/or advice in writing.

Clarifying reasonable expectations about the representation.

Clarifying your role and scope of the representation from the outset and as it changes.
Explaining clearly the fee arrangement.

Promptly providing detailed billing records to your clients.

Being respectful to your clients in all communications.

wSaLISOlAy3a OfASytaQ GAYSo

Making sure your client understands the steps of the process, including what will happen
next and the appropriate way to respond.

—AT T S®R 0 a0 o

4. Discuss ways that a New Lawyer can improve his or her client relations skills.

5. Discuss professional and ethical ways to thank a client and receive thanks/gifts from a client.
Review and discuss the attached article. Wendy Werner, How to Thank a Client, LAW PRACTICE
TODAY, June 2005.

6. Discuss different types of client relationships (i.e., people clients, government clients, corporate
clients, etc.) and provide tips for the best and most professional communication practices with

the type of clients that the New Lawyer will have.

7. Discuss how a lawyer clearly defines the scope of representation in a retainer or engagement
letter.

8. Discuss how to talk about fees with your client.
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9. Discuss how to set a fee with your client.

10. Share with the New Lawyer samples of fee agreements and engagement letters that you use in
your practice. Or, if mentoring in-house, share with the New Lawyer the fee agreements and
engagement letters which are used in your firm.

11. Explain to the New Lawyer why certain provisions are either included in your fee agreement or
excluded from your fee agreement.

12. Discuss when terminating the lawyer-client relationship is appropriate and suggest the best
ways to proceed and document doing so.

The following may also be a helpful resource to share with the New Lawyer: Managing the
Lawyer/Client Relationship, PRACTICEPRO (Provides suggestions and checklists for communicating with
your client.) http://www.practicepro.ca/practice/Lawyer Client.pdf.
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Worksheet #21 Proper Legal Counseling Techniques

The following points are provided to facilitate a discussion about proper legal counseling techniques,
and duties and responsibilities of advising clients.

1.

Discuss the different roles a lawyer plays with clients in advising them. Discuss the aspirational

goals which encourage sharing with clients non-legal considerations for their informed decision-

making. Discuss the importance of not delving into areas whicK | NB 2 dziaA RS | f | gé& ¢
Discuss how a lawyer balances these considerations.

t NEPGARS SEFYLX Sa 2F GKS (eliSa 2F RSOA&aAz2ya Ay
client. Share tips on counseling the client for each of those decisions.

5Aa0dzaad GKS AYLRNIFYyOS 2F o0SAy3a aSyaraaags G2 S
emotionally involved in their matters. Discuss what you should do if you do become
SY2dA2ylrftfte Ay@SadSR Ay @2dzNJ Ot ASyiaQ OlFaSao

Discuss the ethical obligations a lawyer has in advising his or her clients. What does it mean to
make sure clients are informed in their decision-making? What should you do if your client
elects a course of action against your advice?

Discuss the basic elements and techniques for counseling a client, including the following:

a. Talking to the client about time. How long the case will take, what could delay it, what the
opposition could do to prolong it, etc.

b. Considering cost. What types of expenses should be expected, how much the case could
end up costing.

c. Discussing the upsides and downsides of the case.

d. Focusing the interview. How to outline what will happen during the meeting with the client
and keep on track.

e. Beinga good listener.

f.  Advising fully on all relevant considerations or consequences to a course of action.

g. Following up.

h. Informing the client of privilege issues when the client wants a third party involved during

meetings.
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Worksheet #22 How to Involve Clients in Their Case

The following points are intended to facilitate a discussion about the responsibilities of the client and
the lawyer in decision-making and the best ways to involve a client in their case.

1. Discuss the ethical importance and necessity of involving clients in decision-making in their
cases.

2. ProgA RS SEIlFYLX Sa 2F GKS (eLlSa 2F RSOAaAz2zya Ay Gf

client, including among other things the way, in which the client is involved, the reasons for
involving the client in those instances, and the reasons for not involving the client in certain
decisions which the Mentor makes.

3. Discuss the difficulty in knowing what instructions are given (or not given) by a client and some
traps that a lawyer (particularly in the New LawyerQa& LINJ OG A OS | NBI 0
identifying the client instructions.

4. Share best practices that the Mentor has adopted in his/her practice to document client
instructions for his/her files, including confirming in writing to the client the instructions which
were given and the steps which were or were not taken.
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Worksheet #23 Depositions

The following points are intended to facilitate a discussion about tips for preparation for and proper
behavior during depositions.

1. Share with the New Lawyer examples of ways not to behave in depositions. Discuss the
potential consequences for improper behavior. To the extent that you have experienced a

lawyer acting improperly in depositions, share those experiences with the New Lawyer.

2. Discuss how to properly advise and prepare your client or witness for a deposition. What
constitutes improper advice and/or preparation?

3. Discuss professional ways to handle a situation where opposing counsel is acting improperly or
unprofessionally during a deposition.

4. Discuss the types of disputes which would warrant calling a judge for resolution during a
deposition.

5. Review the civil and local rules regarding depositions.
6. Review and discuss the following articles from the ABA Young Lawyer Division e-Library.

Amanda G. Main, LitigationIn mY 5SLJ2aAGA2Yy 524 FyR 52yQiasz
http://www.abanet.org/yld/elibrary/fall05/13DepositionDosandDonts.pdf;

John A. West, Deposition Practice: A Personal Perspective,
http://www.abanet.org/yld/elibrary/fall05/14DepositionPractice.pdf;

Scott Palmer Mason, Litigation 101: An Overview for Preparing to Take Your First Deposition
http://meetings.abanet.org/webupload/commupload/YL406000/relatedresources/OverviewFor
TakingYourFirstDeposition.pdf;

Joseph Siprut, Litigation 101: Defending Your First Deposition,
http://meetings.abanet.org/webupload/commupload/YL406000/relatedresources/DefendingYo
urFirstDeposition.pdf
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Worksheet #24 Negotiations

The following are intended to facilitate a discussion about the most important points about negotiating
with another lawyer and potential issues associated with negotiations.

1. Discuss how a lawyer should prepare for negotiation of a legal matter, including when and how
negotiation should be initiated, particularly in the New LawyerQa | NBI 2 F LN} OG A OS o

2. Discuss ways to involve the client in negotiation.

3. Share with the New Lawyer tips for negotiating with an attorney with years of experience, a
friend, someone with whom you do not get along, etc.

4. Discuss the ethics and professionalism issues in negotiating on behalf of your client. In
particular, discuss the duty to disclose facts which have a material impact on the negotiation as
stated in Rule 4.1.

5. Talk about the skills that are needed to be an effective negotiator and how to acquire them.

6. { KI NB a06Said LMvGuydr hFiéwéto agpiogtidtely de| &ith others on behalf
of your client. Review the tips in the attached article. Jeffrey D. Diener, When Negotiating,
Shed Your Armor, THE YOUNG LAWYER, Vol. 10, No. 7, May 2006.

7. Share with the New Lawyer stories of attorneys who have ultimately harmed their client
because of their incivility and lack of consideration in dealing with opposing counsel, the judge
or the jury.
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Worksheet #25 Alternative Dispute Resolution

The following points are provided to facilitate a discussion about the types of alternative dispute
resolution (such as mediation, binding and non-binding arbitration, high-low arbitration, early neutral
evaluation, court-annexed arbitration, summary jury trials, etc.) and the benefits and disadvantages of
each.

1. Discuss the aspiration to counsel clients on how to resolve disputes by alternative methods.
Should an attorney try to influence his or her clients to pursue a method of alternative dispute
resolution? Read and discuss the attached article. Arnie Herz, Lawyers as Everyday
Peacemakers: Reframing the Attorney-Client Relationship for Optimal Conflict Resolution in the
21°" Century and Beyond, www.legalsanity.com/articles-19-.html.

2. Describe situations where a client may be better served by avoiding litigation. Discuss the
principles in the article: Stewart Levine, Developing the Attitude of Resolution, LAW PRACTICE
TODAY, Sept. 2005.

3. Discuss the following types of alternative dispute resolution (among others you think of), the
types of cases for which those forms of ADR are typically used, and the benefits and
disadvantages of each:

Mediation

Binding and non-binding arbitration
High-low arbitration

Early neutral evaluation
Court-annexed arbitration
Summary jury trials

Private judges

@ 000 T

4. Share with the New Lawyer stories of your successes with ADR.

5. Discuss when to consider ADR as a possible means for resolving a case (particularly in the New
LawyerQa LINF OGAOS INBIFO YyR K2g G2 GlFt]1 G2 @2dzNJ O

6. Identify local resources for attorneys who would like to use ADR for resolving cases, including
local ADR programs, court programs, mediation or arbitration services, etc. Are any of the
courts in which the New Lawyer practices requiring mediation or arbitration before proceeding
to court? Discuss training opportunities and other resources for lawyers who are interested in
becoming mediators or arbitrators.
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Worksheet #26 Arbitration Observation And Discussion

The following points are provided to facilitate a discussion about the process of arbitration and how
arbitration compares to litigation.

1. Describe situations where a client may be better served by opting for arbitration, as opposed to
mediation or litigation.

2. Discuss when it would be appropriate to advise a client to include a mandatory arbitration
clause in agreements. What are the benefits? Disadvantages? What are considerations in
drafting such clauses?

3. Discuss your personal experiences with arbitration or find a colleague with whom the New
Lawyer may discuss his/her experience. For more information on arbitration, see the American
Arbitration Association, http://www.adr.org/ or JAMS, http://www.jamsadr.com/

4. Invite the New Lawyer to observe arbitration, either one of your own or arrange for the New
lawyeri 2 20 &SNS | O2fftSI3dz2SQa& FINDPAUGNI GAZ2Yy D

5. Contact the administering local circuit/bar association to see if any judges or other attorneys
would be willing to have the New Lawyer observe arbitration and discuss the experience briefly
with the New Lawyer. What aspects of the arbitration made an impression on the New Lawyer?

6. If you have represented a client in arbitration, discuss your preparation and strategy with the
New Lawyer. How did you prepare your client for the arbitration? How did you prepare for
arbitration, and in what ways, if any, did it differ from your preparation strategy for litigation?

7. Share your reflections on previous arbitrations with your New Lawyer. What might you do
differently for your next arbitration?

8. Discuss your process for selecting an arbitrator. What qualities do you and your colleagues look
for in determining the best fit for a mediator? As a reference, it may be helpful to consult the
JAMS or AAA websites provided above to review and discuss arbitrator biographies with the
New Lawyer.
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Worksheet # 27 Mediation Observation and Discussion

The following points are provided to facilitate a discussion about the process of mediation and the
different approaches to mediation.

1. Describe situations where a client may be better served by avoiding litigation, and in which
mediation in particular (as opposed to arbitration) may be the preferred option.

2. Discuss when it would be appropriate to advise a client to include a mediation clause in
agreements, requiring parties to try mediation before litigating. What are the benefits?
Disadvantages? What are considerations in drafting such clauses?

3. Discuss what different types of mediation you have experienced (namely, facilitative, evaluative,
or transformative) and the benefits or disadvantages of each.

4. Invite the New Lawyer to observe a mediation, either one of your own or arrange for the New
lawyeri 2 20 &SNS | O2fttSI3dzSQa YSRAIFGA2Yy ®

5. If you have represented a client in mediation, discuss your preparation and mediation strategy
with the New Lawyer. How did you prepare your client for the mediation? How did you prepare
for mediation, and in what ways, if any, did it differ from your preparation strategy for
litigation?

6. Share your reflections on previous mediations with your New Lawyer. What might you do
differently for your next mediation?

7. Discuss your process for selecting a mediator. What qualities do you and your colleagues look
for in determining the best fit for a mediator? As a reference, it may be helpful to consult the
JAMS (http://www.jamsadr.com/) or other websites to review mediator biographies with the
New Lawyer.

8. If the New Lawyer is interested in learning more about the mediation process or becoming
trained as a mediator, contact the Center for Conflict Resolution, www.ccrchicago.org, to inquire
about upcoming mediation skills trainings or CLE offerings on mediation and related topics in
Chicago. In addition, area law schools and continuing education programs may be good
resources for mediation introductory programs and skills training.
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Worksheet #28 Appellate Courts

The following points are provided to facilitate a discussion about appellate courts and techniques and
tips for effective oral argument.

1. Observe together several appellate arguments in the Supreme Court of lllinois, lllinois appellate
district court, or United States Circuit Court. Observe the different styles of argument and
discuss what was effective and ineffective. If you cannot attend oral arguments in person and
together, watch lllinois Supreme Court arguments via streaming video on-line or have the New
Lawyer attend arguments without you and discuss them later.

2. Provide suggestions for preparing for oral argument. Share with the New Lawyer exercises that
you or members of your firm engage in to prepare for oral argument.

3. Discuss techniques for being effective during your argument, including such things as choosing
the most important issues to raise during argument, avoiding misstating or overstating the facts
or law in a case, being honest in response to questions, re-focusing on the issue you were
addressing before being interrupted with questions, excluding emotion from argument, having a
conversation with the justices (as opposed to reading from a script), managing your time, etc.

4. Review the suggestions and tips provided in articles: Hon. Danny J. Boggs, Appellate Advocacy
TNRY | WorRRivd BEA &ourg SW@r Division e-Library; John M. McCoy Ill, Litigation
101: Handling Your First Appeal.

5. Discu§s unwrittenvguideline§ for 9ra| arguments sqch as proper attire,Ahow to a@dress the Court, A
GKSY YR gKSNB (2 OKSOl Ay 0ST2NB | NHdzySyaax

6. If you can arrange it, designate a time for the New Lawyer to check in with the bailiff and meet
one of the Justices.
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