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CASE STUDY MATERIALS 
 
 
 
Information for Candidates on Using the Case Study Materials 
 
� This document contains the case study materials for your examination. 
� In the examination, you will be presented with a set of questions which will relate to 

the case study materials. You will be required to answer all the questions on the 
examination paper. 

� You should familiarise yourself with the case study materials prior to the examination, 
taking time to consider the themes raised in the materials. 

� You should take the opportunity to discuss the materials with your tutor/s either face 
to face or electronically. 

� It is recommended that you consider the way in which your knowledge and 
understanding relates to the case study materials. 

 
 
Instructions to Candidates Before the Examination 
 
� You will be provided with a clean copy of the case study materials in the examination. 
� You are NOT permitted to take your own copy of the case study materials or any 

other materials including notes or text books into the examination. 
� In the examination, candidates must comply with the CILEx Examination Regulations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Turn over 
 
* This unit is a component of the following CILEx qualifications: LEVEL 3 CERTIFICATE IN LAW AND 

PRACTICE and LEVEL 3 PROFESSIONAL DIPLOMA IN LAW AND PRACTICE  
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ADVANCE INSTRUCTIONS TO CANDIDATES 
 
You are a trainee lawyer in the firm of Kempstons, Manor House, Bedford, MK42 
7AB. The firm is a busy high street practice with a successful employment 
department. Your supervor is David Ross, a partner in the firm. 
 
Your firm runs a successful advice clinic each week at which new clients get 
some basic legal advice for free in the hope that the firm will be instructed for 
future work. David Ross has left a note of the new clients you will be seeing in 
the advice clinic this week. 
 
David Ross has also sent you a memorandum concerning new clients Thomson 
and Thomson and Matt Remy. You are asked to familiarise yourself with all 
documentation provided in advance of your meetings with the clients. 
 
 
Document 1 Email from Alex Thomson of Thomson and Thomson 
 
Document 2 Memorandum regarding advice clinic 
 
Document 3 Memorandum from David Ross regarding Matt Remy 
 
Document 4 Extract of an ET1 drafted by Matt Remy 
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DOCUMENT 1 
 

Email from Alex Thomson of 
Thomson and Thomson 

 
Hi David 
 
It was nice to see you again last week. Following your advice I have redrafted 
some of my interview questions and would be grateful if you would check them 
again. The interviews are on Friday, so the sooner the better really. 
 

1. Why do you want to leave your current employer? 
 

2. Why do you want to work for us? 
 

3. What salary would you expect? 
 

4. Will you be making a request for flexible working? 
 

5. We require all new employees to pass a written test after the interview. 
Will you require any adjustments for a disability? 

 
6. How old are you? We have a policy of not employing anyone over the age 

of 50 as they are not physically fit enough to operate the heavier 
machinery. 

 
7. How much time off sick have you had in the last year? 

 
8. Do you have any disciplinary proceedings against you which have not been 

resolved? 
 

9. How many days holiday do you require? 
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DOCUMENT 2 
 

Memorandum 
 
To:  Trainee lawyer 
 
From: A Jones (Secretary) 
 
Date:  [Today] 
 
Re:  Advice Clinic 
_________________________________________________________ 
 
I understand from David that you are running this week’s advice clinic. 
 
We have only had two enquiries so far but they are usually booked in at the last 
minute, so you may be busy! David suggested you may need some preliminary 
details to help you consider what issues may arise when you see them. 
 
The clients so far for this week’s advice clinic are as follows: 
 
1. Rupi Ghuman - 4.30pm 
 
Rupi currently works for a small stationery firm in Bedford called ‘Stats us’. She 
is concerned that due to staff sickness she has been working very long hours. 
She had to cancel her holiday to Spain at Easter, as there was no one to cover 
reception whilst she was away. Rupi works hard and enjoys her job but feels that 
regularly working 50 hour weeks is making her ill. Last week she worked 56 
hours and complained to her boss stating she would not be willing to do so again 
this week. 
 
Rupi is worried as that the end of the firm’s holiday year is approaching she will 
not be able to take any more holiday and may lose her holiday entitlement. 
 
2. Sue Daker - 5pm 
 
Sue is a senior shop assistant at a small branch of a large bakers in Bedford. The 
shop is one of a chain of 36 bakers’ shops across the country. Sue is responsible 
for running the shop when the manager is away as she is the most senior 
member of staff and she has been with the company for 11 years. 
 
However, two months ago a new trendy sandwich shop opened next door and 
the bakers have been losing lots of customers to the extent that last week two 
members of staff were made redundant. Sue is able to cope with running the 
shop despite having less staff as it is not very busy at all. She is worried that she 
may also lose her job or be made to move to the branch in Nottingham where 
they are desperate for new staff. This is over a 100 miles away and she does not 
want to go there. 
 
I will let you know when anyone else books in. 
 
A Jones 
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DOCUMENT 3 
 

Memorandum 
 
To:  Trainee lawyer 
 
From: D Ross 
 
Date:  [Today] 
 
Re:  New client Matt Remy 
 
_________________________________________________________ 
 
I had a quick chat with Matt at last week’s advice clinic. He has now sent in the 
ET1 form he drafted and submitted to the Bedford Employment Tribunal 
(Document 4). He has yet to hear anything from his former employers in 
response to the form which he only sent in last week, so it is still early days. 
 
Matt will be coming in to see you next week when I am away as he is concerned 
about what happens next and how his claim will progress. He really just wants to 
get another job and try to forget this ever happened. 
 
It seems a nice easy claim for you to deal with, at least initially. Let me know 
what you think before your meeting with Matt. 
 
Regards 
David 
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DOCUMENT 4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Extract of ET1 FORM 
 

See pages 7 - 11 
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