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Employment Law Resources

CLE: COVID-19’s Implications for Your Workplace

lll ba https://mbabar.org/education/covid-19s-

implications-for-your-workplace-2020/)

CLE: Paid Family Leave
https://ebiz.osbar.org/ebusiness/Meetings/M
Oregon Qe Bar eeting.aspx?ID=2959)

State of Oregan Employment Resources

Employment

Department https://govstatus.egov.com/ORUnemployment
_covib1s

Employment Resources

https://www.oregon.gov/boli/Pages/Coronavir
Bureau of Labor and Indus! us-and-Workplace-Laws.aspx

Supervisory Ethical Duties

ORPC5.1and 5.3

Responsible for the lawyer or nonlawyer’s conduct if:

(a) you ordered, or with knowledge of the specific conduct, ratified the
conduct involved, or;

(b) knew of the conduct at a time when its consequences could have been
avoided or mitigated but you failed to take remedial action

ORPC 1.6

Must make reasonable efforts to prevent the inadvertent or unauthorized
disclosure of information relating to the representation of a client

Office Policies and Procedures

* Internet access and use

* Use of firm or personal equipment
* Protection of devices

+ Document access and storage

+ Preferred communication methods

General Office Procedure

* Financial management * Information systems

* File management * Communication systems and procedures
* Document sharing and review ¢ Office equipment and supplies

* Email management * Employees and duties

* Calendaring and docketing * Task delegation

Word processing

https://lawyerist.com/management/procedures-manual




Forms

OFFICE MANUAL: SAMPLE TABLE OF CONTENTS

L Imtroduction
W Fimm Procedures.

& Financial Management

Fiem jarocedures and recordkesping polces for accounting and Bookkeeping. ust
and busrarss accounting, and meknepeg. blng. and ivoicrg. Procedure tor
acoeqAng payment, retaners, and credd cands om cierts. Procedures and
mecondkseping for nmbursemants of mxerses, wse of S credt cards of petty
canh, and cash advarces.

b, File Handiing & Retention

Procedures for maintainng electronic of paper fikes for clant matiers, gusdance on
mantaining orgnal documents. Procedres for ramslormng. releasing, o returming
thes. and of i Fim

Inioematon regarding & master calendar. i apghcable

PROFESSCNAL LIABLITY FLM0 P BS2010 [ —
Office Policies: https://www.osbplf.or forms/pdfs//Creating%20an%200ffice%20Policy%20Manual.pdf
Office Procedures: htps ffice Manual.odf

Accepting payments

Cash or check

S\

LawPay

AN AFFINIPAY SOLUTION

#lexcharge #HEADNOTE P ClientPay.

Communication in the “Office”

Phone Calls Video Conferencing

cisco Webex Z00m

% GoToMeeting e SFreeConference.com

& lifesize

Signal
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Practical Advice for

Communicating Effectively and Professionally

Communication in the “Office”

Consistent team meetings (at least
1x/week)

One-on-one check-ins

Regular status updates outside of
meetings if necessary

Virtual “lunches”

Accessible team collaboration methods

Improve Virtual Communication

« Stick to an agenda
¢ Recap in writing
* Be transparent and available

Communication in the “Office”

Team collaboration

Microsoft Teams  #*slack

© Google Chat

@ Basecamp Jasana

File sharing

S sharerile OneDrive % oropboxsusiness




Delegation

* Who
* What
* Where
* When
* Why
* How

**Follow-up**

Monitoring Productivity

Time Tracking

T SHEER Microsoft Excel

https://templates.office.com/en-us/time-
sheet-tm10000091

@? @ Time Doctor

Practice Management Software

ﬁ m‘lcase @ rocket matter

Monitoring Productivity

Task List Apps

v s N

Microsoft To Do

u

Microsoft
Sticky Notes

Weekly Reports




Monitoring Productivity

1. Measure 2. Measure
“hard” results; “soft” results; or
* Billable hours * Meeting deadlines
* Value of client * Responsiveness to
accounts, communication
* Number of intakes ~ * Preparedness for
P meetings

¢ Participation

3. Measure hard
and soft results

Leadership and Support

PLF Resources

Forms

www.osbplf.org > Practice Management > Forms > Category > Staff

« Sample confidentiality agreement
* Delegation memo
* Ethics for support staff

* Project assignment
* Receptionist’s duties




https://www.osbplf.org/practice-

management/forms

Category > COVID-19
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https://www.osbplf.org/inpractice/

inPractice

Relevant blog articles:

* Electronic Signature: A Tool to
Incorporate in Your Law
Practice

More Resources for Working
from Home

Staying the Course During the
COVID-19 Pandemic

Maintain Control by Narrowing
Down Your COVID-19
Resources

Working and Meeting in the
Age of Social Distancing

Subscribe at:

www.osbplf.org

® Practice aids ® Books ® CLEs
® InPractice Blog ® InBrief Newsletter
® Practice Management Attorneys ® OAAP

http://www.osbar.or;
® Bar Counsel Articles ® Ethics Opinions
= |egal Ethics Helpline: 503-431-6475

Oregon Bar
= COVID-19 Resources
(https://www.osbar.org/resources/covid19.html)

https://www.americanbar.org/
= News ® CLEs ® Publications
= Technology Resources
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