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THE PRACTICE ADVISOR PROGRAM 

The Professional Standards Committee piloted the 

Practice Advisors Program in 2003 and the Program 

was made permanent in 2005.   

 

The purpose of the program is not disciplinary, but 

rather educational and supportive, to ensure that 

members bring adequate skills and knowledge to the 

practice of law. 

Donna Sigmeth, “Practice Review Program”, Benchers Digest 22:4 (August 2009) 



THE PRACTICE ADVISOR PROGRAM 

The role of the Practice Advisor and services is provided to 
members who meet any of the following criteria: 

1. New sole practitioners* 

2. Number of SLIA claims 

3. Number, nature seriousness and timeframe of 
complaints 

4. Number of accounting issues 

5. Concerns raised by the courts and/or members 

6. Failure to meet mandatory professional development 
requirements 

 
* “New sole practitioners” includes both junior and senior lawyers who had previously 
worked in a large firm or corporate environment. “Sole practitioners” also includes members 
who practice in association where expenses are shared but there is no real firm 
management or consistency in office and accounting procedures. 

Heather Laing, “Practice Review Program”, Benchers Digest 24:3 (August 2011) 



THE PRACTICE ADVISORS PROGRAM 

For any members who do not meet the criteria noted, the 
Practice Review Program is available, though a fee is 
payable by the member. 

 

Practice advisors can be appointed by the chair of the 
Professional Standards Committee to review complaint 
matters and to conduct a ‘law office management 
review’ as a result of the complaint or complaints.   

 

As well, the Practice Advisors Program (in accordance 
with the criteria noted) is an effective way to have a 
practice advisor offer assistance to members in a 
proactive way without a complaint. 

 



THE PRACTICE ADVISORS PROGRAM 

When a matter is referred to the Practice Advisor, an 

on-site, hands on review of the member’s office 

procedures, accounting system, file organization, file 

opening and closing practices, diary system, case 

advancement and general management of office, 

staff and clients is conducted. 

 

The Practice Advisors provide practical and concrete 

advice for improvement and will assist the member in 

implementation of the recommendations. 

Heather Laing, “Practice Review Program”, Benchers Digest 24:3 (August 2011) 
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LIFE CYCLE OF A FILE 

Opening 
Files 

Diarization 

Closing 
Files 



OPENING FILES 

Identification 

• Numbering 

 

• Master List 

 

• Colour coding file folders or stickers 



OPENING FILES 

Information: 

• Opening file sheet 

 

o Contents 

 

o Quick Reference 

 

 



DIARIZATION 

What is it? 

• File progress system 

 

 

Why have one? 

• Time saving 
 

• Ease of mind 



CLOSING FILES 

When do you close a file? 

• Checklist 

 

Communication 

• Public relations 
 

• Document tracker 
 

• Concluding report 
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TRUST CONDITIONS VS. CONTRACTS 

• Do not impose conditions that create personal 

obligations on the other lawyer 

 

• Do not accept conditions that create personal 

obligations on yourself 

 

• Consider addendums to the contract 



ACTUAL FILE ORGANIZATION 

• Use brads 

 

• Use spikes 

 

• Use elastics 

 

• Use clips 

 

• Use staples 



ACTUAL FILE ORGANIZATION 

• Separate correspondence and pleadings 

 

• Chronological order 

 

• Table of contents for pleadings 



VERIFYING INSTRUCTIONS 

• Confirmation letters or e-mails as to instructions 

 

• Protect yourself and avoid possible future issues 

 

• Make is so others can follow 



SYSTEMS AND WORKSPACE 

• Color coded folders 

 

• Matter numbering system 

 

• Clean work space 

 

• Put away files 



INITIAL PREPARATIONS 

• Create document summary 

 

• Use checklists 

 

• Save time and clients money 



REPORTING 

• Report letters 

 

• Results 

 

• Current status 

 

• Future actions 
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CODE OF PROFESSIONAL CONDUCT 

2.05 Preservation of Client’s Property 
 

2.05(1) A lawyer must: 

(a) Care for a client’s property as a careful and prudent 
owner would dealing with like property; and 

(b) Observe all relevant rules and law about the 
preservation of a client’s property entrusted to a 
lawyer. 

 

2.05(5) A lawyer must account promptly for clients’ 
property that is in the lawyer’s custody and deliver it to the 
order of the client on request or, if appropriate, at the 
conclusion of the retainer. 



THE PAPERLESS OFFICE 

• Need to produce a complete record of the client’s file. 

 

• Organize the client’s electronic file materials by using 
folders and sub-folders. 
 

• Determine how electronic documents will be retrieved. 
 

• Integrate the paperless system with risk management 
procedures. 
 

• Ensure a backup copy of the electronic files is made 
regularly. 
 

• Provide adequate staff training. 



THE PAPERLESS OFFICE 

• Use of passwords 

 

• Successor considerations 

 

• Establish a document conversion, retention and 

destruction policy and ensure it is communicated 

and agreed upon with the client. 



CODE OF PROFESSIONAL CONDUCT 

2.03.1 Confidentiality 

 

Confidential Information 

 

s.2.03(1) A lawyer at all times must hold in strict confidence 
all information concerning the business and affairs of a 
client acquired in the course of the professional 
relationship and must not divulge any such information 
unless: 

(a) Expressly or impliedly authorized by the client; 

(b) Required by law of a court to do so; 

(c) Required to deliver the information to the Law Society; 

(d) Otherwise permitted by this rule. 



POLL QUESTION 

 

Do you currently use a cloud-based  

file storage system? 

 

a) Yes. 
 

b) No. 
 

c) I am unfamiliar with a cloud-based file  

storage system. 



THE USE OF A CLOUD 

• Security and confidentiality 
 

• Review the terms of the User Agreement with the Cloud 

provider. 
 

• Encryption of information sent to the Cloud provider. 
 

• Back-up all information stored in the Cloud. 
 

• Disclose to clients you are intending to use a cloud service to 

store their information. 
 

• Practice Resource: “Cloud computing checklist”, see the Law 
Society of British Columbia website. 
 

Luigi Benetton, “Fine Print in the Clouds”, The Lawyers Weekly 32:46 (12 April 2013) 
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COMMUNICATION 

• Need to communicate 

 

• Timely basis 

 

• Communicate with clients and opposing counsel 

 

• Document within the file that such communication 

has occurred. 



CONFLICT SYSTEM 

• Type of conflict system 

 

• Considerations 

 

• Documentation 



FOR FURTHER INFORMATION… 

• For further information regarding the Law Society 

Practice Advisor Program, or to contact a Law 

Society Practice Advisor: 

 

Donna Sigmeth, Q.C. 

Law Society of Saskatchewan 

Phone: (306) 569-8242 


