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Completing Diversity Information in CounselLink

Some clients request diversity information be entered into CounsellLink on individual timekeepers and/or on the law firm

profile. If your client is requesting diversity information be completed, please see the steps below:

Individual Timekeeper Diversity Information:

1. Click the Office name under the Profiles section of the CounselLink Home page
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3. Click Edit

Law Firm User Profile: Partner, Larisa

Law Firm Individual Profile

2. Click the Name of the timekeeper from the Office Staff section of the Office Profile page

4. Enter or update the timekeeper diversity information fields (Gender, Race, LGBT, Disabled, and/or Veteran)

5. Click Save

Edit User Profile: Partner, Larisa
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Law Firm Diversity Survey:

1. Click the Firm name under the Profiles section of the CounselLink Home page

Profiles i view A Q Search v
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2. Click Diversity Survey from the Law Firm Profile page

Law Firm:

Settings .
Law Firm S
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Categories
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Diversity Survey

3. Complete the questions listed in the Diversity Survey
4. Click Save Survey Response
5. Click Share with Clients

Profiles . 3 .
CounselLink Diversity Survey

Settings CounselLink provides law firm diversity survey data to its users. The following criteria are designed to align with the criteria utiized by the ABA in their 2018 Model Diversity Survey. To include your firm's diversity data in the CounselLink Diversity Survey, please complete the

Instructions

Caetries 1. Only numerical data may be entered in charts. When completing charts, please enter “0" where the number is zero. Please enter “N/A” if the question is not applicable to your fimm

Unless otherwise stated, all answers should reflect permanent or full-time lawyers only. If necessary, refer to the ful time equivalent where lawyers work part-time. Do not include temporary or contract lawyers in your responses

The information you provide should be correct as of December 31, 2020

Where a lawyer fits mare than one diversity category, that lawyer may be counted in all applicable categories (2.g., a minority female, disabled lawyer may be counted s a minority lawyer, a female lawyer and a disabled lavyer)

Should you not have certain data asked for in the survey, there is an option of filling in "N/A" At the end of the survey, you have the option of filing in a "comments box” where you may provide any information youd like to specify generally about your firm.

Diversity Survey

ooe

Head of Firm/CEO/Firm-Wide Managing Partner:

2. Total number of lawyers firm-wide:

Please provide a breakdown by country of the total number of lawyers at your firm:

3. what ion on the profile of your in the US do you currently collect? Please select one box on each row:

Do not collect Collect some data Collect all data

Cancel

6. Select the Share Diversity Survey check box to share the diversity survey with the selected client

Share Survey from 2020
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7. Click Close



