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Time Recording & Time Management Policy

The Four Key Principles
1. The purpose of the time recording system is to provide staff with a means by which they record and communicate to the firm’s management how they have spent their working day
2. In the absence of any instruction to the contrary, all staff who are engaged in any form of client work are required to use the firm’s time recording system and to use the system to  record, completely, accurately and honestly all of their time spent in hours and minutes during each working day
3. All time spent on any client matter must be fully and accurately recorded as ‘client time’ irrespective of the type of work, task undertaken or length of time taken to complete a particular task or series of tasks
4. No time spent on client work is to be unrecorded or written off without the express consent of a member of the senior leadership team and individual members of staff are not authorized to make decisions about whether or not client time is fully, properly and accurately recorded. If a member of staff believes that a particular client time entry should not be charged to the client, there is a facility in the time-recording system to request the write off.  This facility must be used for all write off requests with a full explanation of the reason for the write off request.
Further guidance on the practical implementation of these key principles is provided below:

Introduction

In its essence, our business is about buying time, adding value and selling as much time as possible.  We must all therefore be willing to appreciate how important time is and how vital it is that we make the most of every hour of every day that we are engaged by the firm.   This requires discipline, accountability and a willingness in certain cases to learn a different way of working. 
The firm is committed to ensuring that we are all able to enjoy a good work-life balance whilst always fulfilling our work expectations and obligations and achieving our own targets which contribute to the firm’s overall objectives, goals and continuing growth and success. 
In order to achieve this, a disciplined approach is required to time management so that work is undertaken in a productive, organized and efficient manner so that the most is made of the seven hour working day.  
As part of the commitment to a good work-life balance, the firm continually invests in providing a full range of back-office support and forward-thinking and advanced systems to enable fee-earners to focus almost entirely on client work throughout the day, enabling them to achieve their time targets within a standard seven- hour working day.  
The firm therefore requires that everyone makes full use of the back-office support and uses the firm’s systems correctly at all times.  With the support and systems in place we aim for  there to be very little non-client work for fee-earners to undertake, mainly restricted to training, supervision (where appropriate), networking and prospect work or other tasks or projects for the benefit of the firm as requested by the Leadership Team.
Should you find yourself in a position where you are undertaking non client work for any other reason you must liaise with a member of the Senior Leadership Team.
The support and systems offered by the firm together with our time-recording procedures may be very different from fee-earners’ previous experience at  other law firms.  As a result of the systems and practices we have in place, we expect to achieve good time recording outcomes which can help us in achieving a good work-life balance for all. 
All fee-earners will receive the support of a member of the Senior Leadership Team to assist with their time management and time-recording responsibilities.

The policy
1. The firm provides a bespoke and advanced time-recording system which all fee-earners, trainees, paralegals and support staff are required to use to record in detail all the time that they are contracted to the firm.  For full-time staff, this will be seven hours per day.

2. The purpose of the time-recording system is to provide a full and detailed account of how time is spent during the course of the working day.  	

3. The firm’s time recording system must be used for all time recording and must be switched on at the beginning of the day and switched off at the end of the day. 

4. Fee-earners, trainees, and paralegals must record all time spent on client matters as ‘client time’.  

5. Fee-earners, trainees, and paralegals must record all time spent on prospect  matters as ‘prospect time’.   This will be converted to client time when the matter is opened.

6. Support staff must also record time as client time where they are undertaking work on behalf of a fee earner for a client which is not merely typing, filing or photocopying. Examples of where time should be recorded include telephone conversations with clients or third parties, form filling, bundle preparation etc.  

7. Any non-client time (including holidays, sickness and training) incurred in any day must be accounted for in full and a detailed note entered in the time recording system where appropriate.  

8. Time recording records must be checked  before you leave the office at the end of each day to ensure that you have accounted fully for your time in the office that day. If you are absent from the office on any particular day you should update your time records for the day(s) as soon as you return to the office. 

9. Automatic timers within the time recording system must be used  at every opportunity as this will provide the most accurate time recording records.

Guidance
Although all time spent on client matter is ‘client time’ and is to be recorded as such, it is  common for fee-earners to require clarification on some points.  The most frequent queries are listed below.
Research 
If research relates to a matter particularly, i.e. if it is something that you need to research as you have not come across this before and do not know the way forward or the answer then this time must be recorded as client time.  
Emails/correspondence
All emails or correspondence where you have been copied in by a third party must be recorded as client time. It may not require your input or reply but it is sent to you for a reason as it will be something that it is important you know about – an example of this can be an email from a client to their estate agent or other third party which you are copied into as it is relevant to the matter you are dealing with and you need to read it.
Incoming emails/correspondence
Record all emails in when received or by the end of that working day.
Record all letters in when you read them and if this is after the date the letter was received, add the date received in the time-recording narrative. 
Discussions
Where you are discussing a matter with  colleagues both you and your colleague/supervisor must record this time as client time as you are both working on that particular client matter.
Telephone calls
You must record all time spent on telephone calls including time ‘on hold’ to HMRC or HMCTS or other companies.  It may be more efficient to ask a support staff or paralegal to make the call in which case they should record their time.  You record your time for requesting the call and reading the telephone note of the call afterwards.  
Checking 
All time spent on checking deeds or documents or any other work done by a colleague must be recorded as client time.
Identical letters 
If you are sending identical letters or emails to more than one party, for example,  beneficiaries of an estate,  you must record one unit for each letter /email sent to each beneficiary.
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