
 
April 2014 

http://www.complianceoffice.co.uk 

Copyright and use of this checklist - please see our website for full terms of use 
The copyright in this material belongs to the Compliance Office Ltd, a limited company, company no. 09133668, registered office: The Bristol Office, 2nd Floor 5 High Street, Westbury on Trym, Bristol, United Kingdom, BS9 3BY.  If you are a staff member of an SRA 
regulated law firm then you are permitted to reproduce copies of this guide for other staff members in that firm.  No other permissions or licences are granted however and no part of this material may otherwise be reproduced or redistributed in any form or for any 
purpose.  You may not distribute or commercially exploit the content and you may not transmit it or store it in any other website or similar system. The Compliance Office Ltd and its authors do not offer solicitor or legal services, are not a law firm and do not provide 
legal advice.  This material is general in nature and is intended to assist the reader by drawing some relevant regulatory provisions to his or her attention.  The material is not exhaustive and is not a substitute for considering the relevant provisions directly or for legal 
advice on an individual’s specific circumstances.  While care is taken to ensure the complete accuracy of the information as at the date of publication, this cannot be guaranteed.  The Compliance Office Ltd, its author(s) and administrators will not be liable for any 
loss or damage of any nature arising from the use of this material and such liability is excluded to the fullest extent permitted by law.   

 

Managing your firm 
 
 

A brief summary of the SRA requirement 

Rule or 
regulation 
Where in the 

Handbook is the 
full requirement? 

Key people 
 

Who will this 
requirement impact 

most upon in the firm 

Things to consider 
 

For firm wide issues you will in practice need to conduct regular files reviews 
and staff training (see key people).  Here are some additional things to consider 

depending upon the size of your firm and the nature of your business 

The firm has: 
 
- a clear and effective governance structure (i.e. set 
system for managing and directing the business 
properly, which firms will generally have even if they 
don't refer to it in those terms) and reporting lines 
between staff (between Committees and Boards too in 
firms which rely on these sort of structures); 
 
- systems and controls for monitoring financial stability 
and risks to client money and assets (posed by firm 
insolvency for example) and for initiating action if 
problems are identified. 
 
 
 
 
 

7.1 and 7.4 of the 
SRA Code of 
Conduct 

Partners of the firm, 
COLP and COFA 

process: record the management and governance  processes which 
are in place in your firm and check that these enable you to manage 
the business well. This should include how you manage the financial 
stability of the firm and ensure compliance with the SRA Accounts 
Rules. A diagram showing who is responsible for what is fairly 
standard. Every individual in the business should be accountable to 
and subject to some level of oversight by another. Team meetings, 
regular 121s and appraisals are commonly used with success. Some 
elements of the governance system may already be recorded in the 
partnership or membership agreement or the articles of association.  
While the approach in small and unincorporated businesses will be 
simpler than corporate governance, the good governance principles for 
small and medium sized corporate structures appear helpful reference 
process: the management team(s) should meet regularly and deal 
with key management issues regularly as standing items such as the 
finances, SRA compliance, client complaints, negligence and other 
claims, health and safety, outcomes of file reviews and staffing issues 
process: consider central checks that those senior individuals asked 
to take ownership of an area are doing what is required.  This shouldn’t 
involve duplication - just simple checks and balances in case, for 
example, the COFA or nominated officer are struggling 

Compliance checklist: managing your firm 

This checklist is an extract from our full SRA Handbook checklist for COLPs which can be purchased from our website.   
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To have effective systems and controls in place 
to achieve and comply with the SRA's 
requirements i.e. the Handbook 
 
To identify and manage risks to compliance with 
the SRA Handbook and take steps to address 
issues identified 
 
To ensure compliance throughout the firm and to 
have suitable arrangements in place to achieve 
this 
 
 

7.2 and 7.3 of 
SRA Code of 
Conduct, 8.1 of 
the SRA 
Authorisation 
Rules and for sole 
practitioners 4.7 of 
the SRA Practising 
Regulations 

Partners of the firm, 
the firm, COLP and 
COFA 

process: this checklist makes suggestions about the steps 
firms should consider taking to meet the requirements of the 
SRA Handbook and pick up where there are or may in the 
future be problems.  The governance arrangements above are 
a fundamental part of spotting and managing risks to 
compliance.  Monitoring cash flow, expenditure and budget to 
maximise financial stability is an obvious example of this. 
process: in terms of identifying risks, consider a whistle 
blowing policy or something similar where staff can 
confidentially discuss concerns about any part of the firm with a 
senior member of staff.  A whistle blowing policy seems to be 
encouraged by the SRA - see indicative behaviour 10.10 in the 
Code of Conduct 
process: policies and procedures should be easily accessible 
to staff and understood 
process: keep a log of factors which may indicate risk such as 
client complaints, indemnity insurance claims, outcomes of file 
reviews, customer satisfaction surveys if used, staff grievances 
and incidents and review these periodically to see if you can 
spot patterns or themes 
 
Some firms include these broad obligations to achieve 
compliance within their constitution e.g. a firm incorporated as a 
private limited company may require compliance within the 
articles. 
 
(See also indicative behaviours 10.1 and 10.2 of the Code of 
Conduct which strongly encourage actively monitoring 
compliance, including financial stability, to improve standards 
and compliance and minimise risk. Similar guidance is provided 
in rule 8 of the SRA Authorisation Rules) 
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To comply with legislation applicable to your 
business, including anti-money laundering and 
data protection legislation 
 

7.5 of the SRA 
Code of Conduct 

Firm and all staff, 
though the work to 
achieve compliance 
will need to be 
initiated and overseen 
by the partners  

This sounds obvious but is perhaps one of the most challenging 
goals to achieve.  In practice this will require a similar approach 
to complying with the SRA's other requirements: ownership of 
each key area, policies / processes / precedents, training, 
auditing compliance with oversight, monitoring and action 
where needed by management.  The good news is that there is 
plenty of guidance out there to help small and medium sized 
firms comply with the legal requirements of doing business.  As 
well as general guidance from the government there are a 
wealth of Law Society practice notes on general legal 
compliance: 
• data protection and information security 
• what to put on emails and letter head; 
• anti-money laundering and mortgage fraud 
• Bribery Act 
• working with clients who are deaf or hard of hearing 
• government regulations on what information all service 

providers (including lawyers) should give to their clients 
• publicity about your charges 
• VAT (generally), VAT on disbursements and legal aid and 

VAT 
• business continuity  
 
process (file reviews and recording steps taken): consider 
including a standard check in file reviews that the relevant steps 
have been taken by the fee earners to ensure wider legal 
compliance.  For example, include a standard check on file 
reviews that money laundering checks have been completed 
and are recorded 
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To train individuals working in the firm to maintain 
a level of competence appropriate to their work 
and level of responsibility 
 

7.6 of the SRA 
Code of Conduct 

Firm and all staff, 
though the work to 
achieve compliance 
will need to be 
initiated and overseen 
by the partners,  

process: log centrally / at line manager level or check 
periodically that staff are completing the SRA's continuing 
professional development requirements (CPD). Consider a firm 
policy specifying that a certain number of hours per year or 
every three years should relate to the individual's practice area 
and to conduct requirements 
process: co-ordinate centrally training which is needed firm 
wide, such as money laundering, rather than relying on 
individual teams or departments to do it.  Check that all staff in 
act attend such sessions and record attendance centrally 
process: co-ordinate centrally a programme to train unqualified 
fee earning and other staff on relevant conduct duties 
process: have an induction programme for new starters 
process: encourage line managers to discuss training and 
development needs with staff at an appraisal and provide or 
arrange training where a training need is identified (from file 
reviews for example) 
 
In general good records of training which staff have attended 
will help demonstrate the steps the firm has taken to comply 
 
Consider also the steps discussed below about informally 
supervising and coaching staff day to day to achieve the right 
quality of work 
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To comply with the statutory requirements for the 
direction and supervision of reserved legal 
activities and immigration work. 
 
This includes not outsourcing reserved legal work 
to anyone not authorised themselves to conduct 
the work.  Broadly speaking this will likely mean 
outsourcing this type of work to another solicitor's 
firm or a barrister or similarly qualified person or 
not at all 
 
 
 

7.7 and 7.9 of the 
SRA Code of 
Conduct 

Firm and all staff but 
those in the firm 
responsible for 
supervising 
individuals not able to 
conduct reserved 
work in their own right 
will need to 
understand the 
limitations and act 
within them 

This is quite a technical requirement and one which there is 
little guidance on.  It would be sensible to task the COLP with 
the job of brushing up on these requirements and checking that 
they are being complied with.  Under the Legal Services At 
2007 only authorised persons, such as solicitors or barristers, 
can provide reserved legal activities such as taking certain 
steps in conveyancing, probate, litigation, notary public 
activities, administrating oaths and exercising rights of audience 
(see schedule 2 of the Act).  In very broad summary,  non-
authorised persons such as non lawyers who cannot provide 
reserved legal services in their own right, can carry out some 
reserved work but only at the direction and supervision of their 
employer.  Generally speaking this should be occurring in any 
event but be careful for very experienced non lawyers or 
Chartered Legal Executives (although what Legal Executives 
can do in their own right will likely change over time) because, 
although they may be highly competent, the law still requires 
certain conditions be complied with.  Consider section 190 of 
the Legal Services Act too in respect of supervising staff and 
legal professional privilege.  Section 84(1) of the Immigration 
and Asylum Act 1999 also prohibits the provision of immigration 
advice or services persons who are not qualified but there are 
some exceptions where the work is being done on behalf of and 
supervised by someone who is qualified in their own right  



April 2014 

The Compliance Officer is a blog populated with compliance publications and information.  The Compliance Officer and its authors do not offer solicitor or legal services, are not a law firm and do not provide legal advice.  This material is general in nature and is 
intended to assist the reader by drawing some relevant regulatory provisions to his her attention.  The material is not exhaustive and is not a substitute for considering the relevant provisions directly or for legal advice on an individual’s specific circumstances.  In 
particular, it may not include every regulatory provision or obligation in the SRA Handbook and does not include wider compliance obligations.  While care is taken to ensure the complete accuracy of the information as at the date of publication, this cannot be 
guaranteed.  The Compliance Officer, its author(s) and administrators will not be liable for any loss or damage of any nature arising from the use of this material and excludes such liability to the fullest extent permitted by law. A link to a website should not be 
interpreted as any form of approval of or assurance in respect of content. This material is protected by copyright and reproduction is prohibited.  Please see our website for full terms of use.. 

Where you do outsource work such as typing or 
proofreading you ensure that the arrangements: 
 
(a) do not adversely affect your ability to comply 
with, or the SRA's ability to monitor your 
compliance with, your obligations in the 
Handbook; 
 
(b) is subject to contractual arrangements that 
enable the SRA or its agent to obtain information 
from, inspect the records (including electronic 
records) of, or enter the premises of, the third 
party, in relation to the outsourced activities or 
functions; 
 
(c) does not alter your obligations towards your 
clients; and 
 
(d) does not cause you to breach the conditions 
with which you must comply in order to be 
authorised and to remain so. 

7.10 of the SRA 
Code of Conduct 

It would be sensible 
to centralise any 
arrangements which 
exist to outsource 
work, with the COLP 
entering into the 
arrangements for 
example 

Firstly, check that the outsourcing arrangements would not 
involve the outsourcing of reserved legal work (see above).   
 
Secondly, consider a process for an individual such as the 
COLP in the firm to arrange or at least sign off outsourcing 
arrangements firm wide.  This allows the firm to manage risk 
and avoid individual teams taking different approaches.  Look 
carefully at the SRA's criteria and check that your arrangements 
are compliant.  The Law Society have published a practice note 
on this subject 
 
Also consider maintaining a central record of outsourcing or 
similar arrangements (even for bulk photocopying or courier 
delivery) and check that confidentiality can be maintained.  A 
contract with any third party which confirms what they may and 
may not do with the information shared will be appropriate.  
Client consent may arguably be implied in some cases but 
keeping the client informed and seeking express consent if in 
doubt is perhaps sensible 
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To have a system for supervising clients' matters, to 
include the regular checking of the quality of work 
by suitably competent and experienced people 
 

7.8 of the SRA 
Code of Conduct  

All fee earning staff, 
but line managers and 
COLP / central 
compliance team will 
need to do the 
checking 

process: consider a set firm wide policy on how new staff 
members and unqualified staff will be supervised (including 
ensuring that reserved legal services and immigration work are 
supervised in accordance with legal requirements).  For example, 
when a new member of staff begins, many firms arrange for all 
post in and out to be checked by the line manager for an initial 
period.  For unqualified members of staff, the checking of work 
where legal analysis is required or conduct issues may arise often 
continues for a longer period 
process: it is difficult to imagine how partners and compliance 
officers can sleep at night without a good file review process.  Time 
and time again the Solicitors Disciplinary Tribunal hears evidence 
from solicitors whose main fault is leaving a fee earner, an 
accounts clerk or a fellow partner to 'get on with their job'. Most 
firms will have a system where a sample of every fee earners files 
are reviewed regularly.  Make sure that the files selected are 
random and not picked by the reviewee.  There will often be firm 
wide core requirements for what should be covered by these 'local' 
file reviews.  This checklist discusses some of areas which would 
be sensible to check on as standard.  Consider also having at least 
some periodic central checks by senior individuals from different 
parts of the firm.  This should include checking that the COLP and 
COFA are doing what is required of them.  The aim of these 
checks would be a small sample to be confident that there is not a 
part of the firm which is in trouble or may be heading that way.  
Many firms have got into enormous trouble by treating a partner's 
or accounts head's area as an island.  Any one part of the firm 
could damage or destroy the rest.  Spot checks by an independent 
party, combined with a confidential means for staff to report 
concerns to a senior member of staff, are a good way to mitigate 
these risks 

 


