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Supervised Practice Portfolio Examination (SPPE)
Client Counseling Session

Templates and Rubric for Provisional Licensees and
Supervising Attorneys

This package includes (1) a template for the cover sheet that Provisional Licensees complete for client counseling sessions they document for BBX; (2) the rubric (with an attestation) that Supervising Attorneys complete for those counseling sessions; and (3) a conflict information form that Supervising Attorneys also complete.  
Note that the documents in this package apply only to one type of interaction: a client counseling session. Provisional Licensees may also choose to document client interviews or (for Provisional Licensees working as prosecutors) discussions with a complainant. The documents for those interactions are slightly different. Please download the appropriate set of materials for the interactions you document. 
Before uploading these documents into the SPPE Exam Portal, save each document as a separate PDF. Provisional Licensees will upload separate PDFs of their completed cover sheet, the Supervising Attorney’s completed rubric, and the conflict information provided by the Supervising Attorney. 
[bookmark: _Hlk175562276]** Please note that these templates were revised on November 30, 2024, to clarify several of the instructions. In particular, we have clarified the conflict information sought from Supervising Attorneys. Please read those revised instructions carefully.

[bookmark: _Hlk111219314]Provisional Licensee’s Cover Sheet for
Client Counseling Session

Confidential Exam ID: ________    		        Date of Counseling Session: ____/____/____
[Please be sure to use your Confidential Exam ID, not your Provisional License Number]

1. What were your goals for this counseling session?









2. To what extent did you achieve those goals?









3. Which aspects of the session went well?








4. Which aspects of the session were most challenging? Why?






Continued on Reverse
5. What have you learned from those challenges that you can apply to future client counseling sessions? Be as specific as possible about concrete steps you will take.











6. How did you prepare for this counseling session?















7. Will you prepare differently for future counseling sessions? If so, how?


[bookmark: _Hlk111219443]Supervising Attorney Rubric for Client Counseling Session
	Competency
	Needs Improvement
	Satisfactory
	Proficient
	NA

	Professionalism
	Tells client what to do
	Tells client that decisions are up to them, but does not actively help client match interests to a plan
	Helps client match their interests to a plan of action
	

	
	Does not respond to (or agrees with) illegal actions client proposes
	Counsels client against any illegal actions proposed by client
	

	
	Does not summarize next steps
	Summarizes next steps, but omits 1 or more details
	Concludes meeting with a full summary of next steps
	

	Client Interaction and Communication
	Omits 2 or more plausible options for client to consider
	Presents several options to client but omits a plausible option
	Presents all plausible options to client
	

	
	Does not explain options adequately to client
	Explains options to client but omits detail client might find helpful
	Fully explains options to client
	

	
	Does not refer to client’s goals and interests
	Asks about client’s goals and interests, but does not follow up
	Discusses client’s goals and interests, including any changes
	

	
	Frequently uses jargon without explanation
	Occasionally uses jargon but clarifies in response to client questions
	Uses jargon only when essential and explains 
	

	
	Does not invite any questions from client
	Sometimes invites questions from client
	Repeatedly invites questions from client
	

	
	Does not respond to most of client’s questions
	Responds to some, but not all, of client’s questions
	Responds to all of client’s questions
	

	Knowledge and Issue Recognition
	Does not recognize new legal issues raised by the session
	Recognizes some new legal issues raised by the session, but misses one
	Recognizes any new legal issues raised by the session
	

	
	States several points of law incorrectly
	States one point of law incorrectly
	States all points of law correctly
	

	Research of Facts
	Asks few questions to elicit necessary new facts
	Asks some questions to elicit necessary new facts, but omits some areas of inquiry
	Asks questions to elicit all necessary new facts
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Please provide any comments that will help the grader understand the Provisional Licensee’s strengths and weaknesses in this client counseling session:











Provisional Licensee’s Confidential Exam ID: ________		     	     Date: ___________________
[Please be sure to use the Provisional Licensee’s Confidential Exam ID, not their Provisional License Number]

I attest that the Provisional Licensee led the client counseling session, with little or no assistance from me.
Your Confidential SPPE Supervising Attorney Number: ________	    Date: ___________________







Supervised Practice Portfolio Examination
Conflict Information for Client Counseling Session
To Be Completed by the Supervising Attorney

SPPE graders review only redacted information that does not reveal the identity of the Provisional Licensee, Supervising Attorney, Employer, or any client. That should be sufficient to protect attorney and client interests. To avoid even the appearance of impropriety, however, the SPPE Manager will not share the information about this client counseling session with any grader who works for (1) a court in which the client matter has been or may be filed, or (2) an organization that represents (or has represented) an adverse party in connection with this matter. To allow us to conduct that screening, please provide this information:

1) If the client counseling session relates to a matter that has been or may be filed in court, the name of the court where the matter has been or may be filed. Note that even if the Provisional Licensee’s work is shared only within your organization, we need this information for a complete conflict check:




2) The name of any organization that represents (or has represented) an adverse party in connection with this matter. If the organization is a solo practitioner, name that attorney. Otherwise, please name the organization, not the attorney. If there is no adverse party, or the adverse party is not represented, please write “NA” and explain the circumstances. E.g., “adverse party is pro se,” “estate plan.”





Provisional Licensee’s Confidential Exam ID: ________________  	Date: ___________________
[Please be sure to use the Provisional Licensee’s Confidential Exam ID, not their Provisional License Number]

Your Confidential SPPE Supervising Attorney Number: ________________

