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Please ensure that you have muted 
your microphone during this 
seminar. At certain points we will 
invite questions.  At that point you 
can un-mute your mic and ask a 
question.

Also drag the presenter video box to 
the corner of the screen so that you 
can see the slides.

House-keeping

You can find the mute control in the 
bottom left of your Zoom panel.



• Should you close your office?
• Managing home working
• Supporting existing clients
• Staff furloughs
• Suggested free software
• Government financial support
• Business continuity plans

What we’ll cover…



Should you close your office?







Keeping the office open…

• Public Transport: Avoid all non-essential use of public transport when possible
• Social Distancing: Ensure that desks are spread out and 2 metres away from each other
• Hand Sanitizer: Ensure, where possible, that hand sanitizer is available and used
• Hand Washing: All staff should ensure they frequently wash their hands 
• Appointments : Should only be conducted face to face if there is no viable alternative 

and the matter is urgent
• Cleaning: All surfaces should be cleaned thoroughly and disinfected each morning and 

after use each evening
• Waste Bins: Empty all waste bins from the office and kitchen each day and place in 

external bins
• Illness: Anyone with a persistent cough or fever, should leave the office immediately 

and follow the Government guidance to self-isolate for 7 days
• Health & Safety: Undertake all normal checks



Managing Home Working

• Undertake a home working workplace risk assessment
• Think about data security
• Think about tech (hardware and software) and phone access
• Think about the cost to your employees
• Think about what will happen if your employee gets sick 

whilst in possession of client files
• Think about video conferencing (MS Teams, Zoom, Skype 

etc.)
• Think about supervision – especially for legal aid
• Keep in-touch with your staff
• Think about billing…





Supporting existing clients

• Let them know you are still open and working on their cases
• Let them know about the impact of court closures & 

adjournments or the move to online / video hearings
• Let them know how they can contact you
• Let them know how they can get documents to you (if 

needed)
• Make sure you can keep on top of their cases (including key 

dates and limitations)
• Have a back-up plan in case the staff member dealing with 

that case gets sick.



We’ve been working closely with LAPG and 
have drafted legal aid guidance for them at:

https://lapg.co.uk/wp-
content/uploads/LAPG-LAA-Contract-and-
Covid19-Guidance-27-March-2020-V2.pdf

The LAA’s own latest guidance is at:

https://www.gov.uk/guidance/coronavirus-
covid-19-legal-aid-agency-contingency-
response

https://lapg.co.uk/wp-content/uploads/LAPG-LAA-Contract-and-Covid19-Guidance-27-March-2020-V2.pdf
https://www.gov.uk/guidance/coronavirus-covid-19-legal-aid-agency-contingency-response


The Government Job Retention Scheme: Staff Furlough

“Furlough” basically means temporary leave of absence. The purpose of the 
scheme is to help employers to retain employees on paid temporary leave 
rather than making them redundant. Through HMRC, the Government will pay 
the earnings of furloughed employees (up to 80% of pay, capped at £2,500 per 
month per employee).

• Staff must be employed (full time, part time or on agency contracts);
• The must be fully furloughed and cannot work part time
• You must continue paying your staff member
• Government payments won’t be made until late April
• The minimum period of furlough is 3 weeks
• The scheme will initially last for 3 months but may be extended 
• They haven’t designed the claiming or payment mechanism yet
• Warning: We haven’t seen the full rules yet…





Useful Software

• MS Teams, Zoom and Skype
• DG Legal Email Checker
• RMail



• Civil Certificated Payments on Account (all 
disbursements and up to 75% of profit costs)

• Crown Court: Interim claims and / or hardship 
payments



• The Job Retention Scheme (discussed earlier)
• Deferring VAT and income tax (VAT automatically deferred for 1 quarter, but you 

must cancel your direct debit)
• Small Business Grant Scheme (£10k for firms receiving SBRR - administered by 

local authority)
• Government backed loans – but through commercial banks. Government 

guarantee loan and pay first 12 months interest.
• Self employed – same as furlough but the Government will sort afterwards
• Time to pay
• Protection from eviction – but you will still have to pay your rent eventually…



Business Continuity Planning

• How can you cope financially if this  situation continues?
• Have you undertaken medium term and longer-term financial forecasting?
• Where are you getting clients from if your office may be closed for some months?
• Are you fully using social media and advertising?
• What is this telling you about the way your firm works?  
• Should you be increasing the speed with which you move to paperless working?
• Do you have the right tech solutions?
• Should you transition to laptops?
• Could you embrace home-working and agile working to reduce costs and attract 

staff?
• Remember to think carefully about what is working and what isn’t and how you 

should be amending and adapting your Business Continuity Plan.
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Thank you
& goodbye


