Competency Standards for Caribbean Vocational Qualifications (CVQ)

CCLJL20105 Level Il in Para-legal Services
Unit Number Unit Title Mandatory Hours
/Elective

LJLPALO112A Carry out search of the public record Mandatory 30

LJLPALO121A Collect and provide information to facilitate communication Mandatory 15
flow

ITICORO011A Carry out data entry and retrieval procedures Mandatory 40

LJLPALO251A Handle receipt and despatch of information Mandatory 10

LJLPALO271A Interact with other parties Mandatory 15

LJLPALO281A Maintain information records system to ensure its integrity Mandatory 20

LJLPALO551A Use legal terminology Mandatory 20

LJLPALO561A Use the advanced functions of a range of office equipment Mandatory 20
to complete daily tasks

LJLPALOO082A Assist in prioritising and planning activities in a legal Mandatory 20
practice

LJLPALO0292A Maintain records for time and disbursements in a legal Mandatory 15
practice

LJLPALO482A Provide non-legal advice Mandatory 25

LJLCORO0032A Apply general knowledge of the legal system to complete tasks Mandatory 15

LJLCORO042A Apply the principles of confidentiality and security within Mandatory 25
the legal environment

LJLCORO142A Coordinate own work schedule with that of others to Mandatory 15
achieve agreed team/section goals

LJLPALO571A Take dictation to produce a text Mandatory 25

LJLPALOO53A Arrange documents and list exhibits for litigation support Mandatory 20

LJLPALO383A Obtain information from a client Mandatory 20

LJLPALO183A Design and develop documents, reports and worksheets Elective 25

LJLCORO013A Relate to clients in a legal environment Elective 40

LJLPALO203A Draft legally binding documents Elective 25

LJLPALOO93A Assist with the discovery process Elective 25

LJLPALO133A Coordinate administration of team projects to achieve Elective 30
project goals

LJLPALO503A Research, locate and provide legal and other information Elective 40
in response to requests

LJLPALO173A Serve/file court documentation Elective 10

LJLPALO223A Establish and maintain library/resource collection Elective 15

LJLPALO363A Negotiate with others to achieve tasks and goals Elective 25

LJLPALO373A Negotiate with team members to allocate and complete Elective 20
tasks to achieve team goals

LJLPALO433A Plan business trip and associated itinerary to ensure Elective 30

efficient travel

To be awarded this Caribbean Vocational Qualification (CVQ) all core competency standards must be

achieved. Electives achieved with the qualification will be awarded unit statement of competency.

The nominal training hours are a guide for planning the delivery of Training Programmes.
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Legend to Code
Example: LJLPAL0363A

LJ L PAL 00363 A
Industry or Sector J _____ Version Control
Sub-Sector —_— ———  Competency Level
Occupational Area Competency Number

Key: = Man — Mandatory; PAL — Para-Legal, LJL — Legal & Jurisprudence (Industry/Sector),
L- Legal (Sub sector); ITI Information Technology (Information)
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LJLPALO112A

Carry out search of the public record

LJLPALO112A:

Competency Descriptor:

Carry out search of the public record

This unit covers completing a search of the public record. This involves
planning and conducting the search, and obtaining and delivering the
information according to instructions.

Competency Field: Para-Legal

ELEMENT OF COMPETENCY

1. Plan search

2. Conduct search

3. Receive outcome of search

4. Deliver information

PERFORMANCE CRITERIA

1.1 Timelines for completing search are arranged and work is
planned.

1.2 Appropriate information sources for completing the search
are identified and procedure for obtaining information from
sources is identified and clarified if necessary.

2.1 Appropriate search request form is accessed and
completed accurately.

2.2 Monies to pay for search are prepared if necessary.

2.3 Self or other is organised to lodge search request
appropriate person/official at correct search location.

2.4 Record of lodgement is obtained.

3.1 Process of obtaining information is arranged with the
appropriate person/official.

3.2 Self or other is organised to collect information from
external agency in the arranged manner.

3.3 All records of expense are filed.

3.4 Information is checked to see that it meets identified needs
and appropriate follow-up action is taken with assistance if
necessary.

4.1 Information is delivered intact to designated person.

4.2 Difficulties are identified and resolved within timelines.

4.3 All activities, actions and outcomes are documented and

time is recorded.
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LIJLPALO112A Carry out search of the public record

RANGE STATEMENT

Location of information sources may include: Timelines may be contingent upon:
e Local/Regional/ government departments e court deadlines
e Statutory bodies e legal practitioner's workload
o Titles Office e case issues
e Jamaican Securities Commission e client needs
e Court/Institutional library e changes in legislation
¢ significant dates such as new year, end of
financial year
Sources may include: The information source may be:
e Local Securities Commission information e on-line
e Business Licence Centre o external agency
e Consumer Affairs records e other law firm
o credit files (in accordance with Privacy Act)
e databases
e electoral rolls Information documented from on-line information
e motor vehicle registrations sources may include:
e public telephone directories
e rates searches * on-line services
e State and Supreme Courts libraries e atagency
e Titles Office/council records  land data
e law point

The search request may vary according to: Record of lodgement may include:
e the search location e receipt
e the information required before the searchcan e email confirmation

be carried out e copy of request
e whether specific form is required e stamped copy of request
o whether information can be requested by e- e number

mail or fax or on-line
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LJLPALO112A

Carry out search of the public record

A firm's policies and procedures may include:

office procedure manual

information sources

recording information
security/confidentiality/ privacy procedures

unavailable information
handling monies
e charging of search expenses

Legislative requirements may relate to:

e Legal Practice Act, The Judiciary Act

¢ Relevant legislation

e the client and a firm (eg. Consumer Credit
Code, Privacy Act, secrecy laws, Codes of
Practice)

e schedule of fees and duties payable

e accessing information under the Freedom of
Information Act

EVIDENCE GUIDE

contingencies in terms of inadequate monies,

Designated person may include:

external client

external official

lawyer

partner

legal practice manager
supervisor

work colleague

Difficulties in meeting timelines may relate to:

available resources
client needs

liaising with others
technical difficulties
alterations to instructions
backlog at supplier's end

This unit of competency will require evidence to be collected for a range of information requirements and
from a range of information sources and over a period of time to ensure that situational variables are

consistently achieved.

(1) Critical Aspects of Evidence

o itis essential that practical implications of the Freedom of Information Act in relation to
accessing information on the public record is understood and that anomalies can be identified

e importance of adhering to timelines can be explained

e where instructing others instructions are clear and sufficient and adequate explanation is

given

o the purpose of the search can be explained
e the appropriate information sources for obtaining the required information are correctly

identified

e on-line information locations are accurately utilised where appropriate
¢ evidence of using a variety of information sources appropriately
e frust account monies are accessed according to a firm's procedure and used to pay search

fee where appropriate

e record of lodgement is filed and detailed file notes are kept at each step of the search

process

e evidence of knowledge of standard problems and resolutions is demonstrated
¢ where difficulties can not be resolved through standard procedures, the legal practitioner or

supervisor is consulted
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LIJLPALO112A Carry out search of the public record

e matter identification is attached to appropriate documentation and such documentation is filed
correctly

¢ all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviours,
privacy, non-discriminatory practice, conflict of interests and compliance with reasonable
direction

(2) Pre-requisite Relationship of Units

e Nil

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e objectives of search

e relevant search sources

e location and appropriate search procedures of search sources

¢ |egal terminology

e roles and responsibilities of internal and relevant external individuals/authorities

Skills
The ability to:

literacy: follows legal procedures; follows written and oral sequenced instructions involving
legal terminology; conducts a search such as matching, key word searches, locates specific
information, familiarity with organisation information systems; lodges requests such as
providing clear and specific instructions about information required;

e communication: listens to clear sequenced instructions of several steps to complete task;
accurate pronunciation of legal terminology; uses strategies to confirm, repair or clarify
understanding of terms and context

e numeracy: uses mathematical knowledge in relation to search fees
e research: sources information using libraries, internet, government information services
e organisational: manages own and other's tasks within specified timelines
e record keeping
(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in

the work environment and required to allow the job or task to be properly performed. These may

include:

e appropriate legislation and regulations relevant to assisting clients, conducting searches and
using trust account money

e workplace manuals and reference materials such as company policy, procedural manuals
and checklists

e sample search forms from a variety of agencies

e appropriate technology such as computers with relevant software and connections
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LJLPALO112A

Carry out search of the public record

(5) Method of Assessment

Evidence gathering methods may include:

demonstration

questioning

workplace performance
simulation
projects/assignments

written tests

portfolio of completed search
third party reports

(6) Context of Assessment

es

Evidence of competency can be met in different situations, including:

on the job assessment
off the job assessment
placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement
use of a Practice Firm or simulated work environment
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where

there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.

e Carries out established | ¢ Manages process e Establishes principles and
processes e Selects the criteria for procedures

o Makes judgement of the evaluation process e Evaluates and reshapes process
quality using given e Establishes criteria for
criteria evaluation

Collect, analyse and organise information Level 1

Communicate ideas and information Level 2

Plan and organise activities Level 2

Work with others and in team Level 1

Use mathematical ideas and techniques Level 1

Solve problems Level 2

Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LILPALOI21A Collect and provide information to facilitate communication flow

LJLPALO121A: Collect and provide information to facilitate
communication flow

Competency Descriptor:

This Unit covers responding to requests for information, both oral and
written and collecting information for drafting everyday correspondence,
such as memoranda and messages.

Competency Field: Para-legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Respond to telephone, oral and 1.1 Requests are received and recorded.
written requests for information

1.2 The request for information is understood.

1.3 Information is located from internal/external sources and
records:

- by speaking to others
- from written sources
- by observation

2. Draft routine correspondence in 2.1 Need for correspondence is understood.
response to a need or a request

2.2 Information to be included in correspondence is obtained.

2.3 Information is drafted into appropriate format for
presentation using clear and concise language.

2.4 Spelling, punctuation and grammar are correct.

2.5 Draftis presented to the nominated officer for approval on
completion of task.

2.6 Correct signature is obtained, if necessary.

2.7 Correspondence is filed for use as standard reply to future
requests for similar information.
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LIJLPALOI21A

Collect and provide information to facilitate communication flow

RANGE STATEMENT

Enterprise procedures and policies
may include:

telephone protocol
correspondence format
templates

client requests

Understanding the request may include:

o clarifying details
e asking further questions
e repeating the request

Routine correspondence may include:

memoranda
messages
instructions
letters

fax cover sheets
email messages

Obtaining the necessary information
may include:

preparing a list of required information
liaison with colleagues

consulting a database or filing system
relevance and accuracy of information

Receipt of requests may include:

face-to-face

by telephone

in written form (e.g. letter, fax, e-mail)
internal clients

external clients

Locating information may include:

locating information from internal sources (e.g.
filing system, computer database/spreadsheet,
work colleague/supervisor, library, reception
area)

external sources (e.g. another organisation,
government department)

referring the request to an appropriate person
within the organisation

researching the request and passing the
information on once it is available

The need for correspondence may include:

information that cannot be relayed verbally
information that is not readily accessible
information that cannot be dealt with
immediately

An appropriate format for presentation may include:

formal letter

fax

memo

covering letter or note to accompany an e-mail
attachment/package of material/oral
presentation
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LILPALOI21A Collect and provide information to facilitate communication flow

Ensuring the intended meaning of Correct spelling, punctuation and grammar may
correspondence is readily understood include:
may include:
o self-checking
e using simple language e checking by supervisor or colleague
e writing clearly and concisely e consulting a dictionary/thesaurus

e seeking feedback

The nominated officer may include: Filing correspondence may include:
e supervisor e photocopying
¢ the person who requested the information o filing copies correctly

e saving copies on computer hard drive/disk

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, dealing with
different workplace matters and over a period of time to ensure that situational variables are achieved.

(1) Critical Aspects of Evidence

e enterprise policies and procedures are understood and followed

requests are received and details of request are clarified accurately and confirmed if

necessary

requests are recorded accurately

correct location of information is identified

requests outside own area of responsibility are referred to appropriate person

the roles and responsibilities of enterprise's personnel are understood and requests are

directed appropriately

when information is not readily available, client is contacted and told when information will be

available

requests for information are responded to according to their urgency

urgent requests are responded to promptly

courier is organised to despatch urgent information if necessary

timeline for locating and retrieving requests is identified and adhered to

requests for information are recorded according to enterprise policies and procedures

the need for correspondence is understood

information to be included in correspondence is collected

appropriate language, format, greeting and title for recipient is included in written

correspondence

correspondence is clear, concise and correct

e document is checked to ensure intended meaning is conveyed

e correspondence is self-checked for spelling, grammatical punctuation errors, correct content
and enclosures

¢ information meets the requirements of the client
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LILPALOI21A Collect and provide information to facilitate communication flow

Critical Aspects of Evidence (Cont’d)

e information is up-to-date
e abbreviations are understood

e language, tone and type of message varies according to the purpose of the message and the
audience

o letter is presented to appropriate person for progress checks and final approval if necessary

¢ the correct signature is obtained if necessary

e correspondence is photocopied and filed in correct location and sequence if necessary

(2) Pre-requisite Relationship of Units
e Nil

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e application of enterprise policies and procedures required across the full range of tasks covered
e the roles and locations of the enterprise's personnel

e purposes of different types of correspondence

e filing systems

o different types and locations of information

Skills

The ability to:

e literacy: drafts simple correspondence following enterprise policies and procedures; varies
written communication to meet the requirements of the work context, the intended audience and
the purpose of the communication; sequences writing with attention to organising principles of
time, importance or other workplace relevant system; spells with accuracy; uses grammar and
punctuation effectively as an aid to understanding; takes notes and summarises information

e research: reads written texts to elicit and source information

e proofreading: clarifies intended meaning by proofreading and editing own writing

e communication: participates in informal and formal conversation; questions to clarify and elicit
information; speaks with clear pronunciation, stress patterns and intonation

e numeracy: checks data and financial figures; sorts and records oral and written requests

e keyboarding and computer: selects appropriate software application; checks spelling of words
using spellcheck; selects appropriate document layout
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LILPALOI21A Collect and provide information to facilitate communication flow

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e workplace manuals and reference materials such as enterprise policy, procedural manuals,
staff directories and organisational charts
e computer equipment and relevant software

(5) Method of Assessment
Evidence gathering methods may include:

demonstration
questioning

workplace performance
simulation

role-play
projects/assignments
third party reports

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times)
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LILPALOI21A Collect and provide information to facilitate communication flow

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process e Establishes principles and procedures
processes e Selects the criteria for o Evaluates and reshapes process
e Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 1
Communicate ideas and information Level 1
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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ITICORO011A

Carry out data entry and retrieval procedures

ITICORO0011A: Carry out data entry and retrieval procedures

Competency Descriptor: This unit deals with the skills and knowledge required to operate
computer to enter, manipulate and retrieve data and to access

information and communicate via the I nternet.

Competency Field:  Information Technology and Communications - Operations

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Initiate computer system 11

1.2

1.3
1.4
15
2. Enter data 2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

Equipment and work environment are correctly checked for
readiness to perform scheduled tasks.

The hardware components of the computer and their
functions are correctly identified.

Equipment is powered up correctly.

Access codes are correctly applied.

Appropriate software is selected or loaded from the menu.
Types of data for entry correctly identified and collected.

Input devices selected and used are appropriate for the
intended operations.

Manipulative procedures of Input device conform to
established practices.

Keyboard/mouse is operated within the designated speed
and accuracy requirements.

Computer files are correctly located or new files are created,
named and saved.

Data is accurately entered in the appropriate files using
specified procedure and format.

Data entered is validated in accordance with specified
procedures.

Anomalous results are corrected or reported in accordance
with specified procedures.

Back-up made in accordance with operating procedures.
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ITICORO011A

Carry out data entry and retrieval procedures

3. Retrieve data 3.1
3.2
3.3
3.4

3.5

3.6

3.7
4, Amend data 4.1
4.2

4.3

4.4

5. Use document layout and 5.1
data format facilities

5.2

5.3

5.4
5.5

6. Monitor the operation of 6.1
equipment

6.2

6.3

The identity and source of information is established.
Authority to access data is obtained where required.
Files and data are correctly located and accessed.
Integrity and confidentiality of data are maintained.

The relevant reports or information retrieved using approved
procedure.

Formats to retrieved report or information conform to that
required.

Copy of the data is printed where required.
Source of data/information for amendment is established.
Data to be amended is correctly located within the file.

The correct data/Information is entered, changed or deleted
using appropriate input device and approved procedures.

The Integrity of data is maintained.

Requirements for document are verified where necessary.

The given format and layout are appropriately applied.

Facilities to achieve the desired format and layout are
correctly identified, accessed and used.

Data manipulating facilities are used correctly.
Format reflects accuracy and completeness.

The system is monitored to ensure correct operation of
tasks.

Routine system messages are promptly and correctly dealt
with.

Non-routine messages are promptly referred in accordance
with operating requirements.
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ITICORO011A

Carry out data entry and retrieval procedures

7. Access and transmit
information via the Internet

8. Close down computer system

9. Maintain computer
equipment

RANGE STATEMENT

6.4

6.5

7.1

7.2

7.3

8.1

8.2

8.3

8.4

9.1

9.2

9.3

Error conditions within level of authority are dealt with
promptly, and uncorrected errors are promptly reported.

Output devices and materials are monitored for quality.

Access to the Internet is gained in accordance with the
provider’s operating procedures.

Evidence of the ability to negotiate web sites to locate and
access specified information and other services is efficiently
demonstrated.

E-Mail is sent and retrieved competently.

The correct shut down sequence is followed.

Problem with shutting down computer is reported promptly.
All safety and protective procedures are observed.

The system integrity and security are preserved.

Cleaning materials and/or solutions used meet specified
recommendation.

The equipment is cleaned as directed.

Wear and faults identified are promptly reported to the
appropriate personnel.

This unit applies to activities associated with essential operations linked to using and maintaining basic

computer equipment.
Equipment:

install supplied computer
install supplied peripherals

Work environment:

equipment
furniture
cabling
power supply
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ITICORO011A Carry out data entry and retrieval procedures

Input devices: Data:
keyboard - textual
mouse - numerical
scanner - graphical
microphone
camera
Software systems to include for: File operations:
word processing Naming, updating, archiving, traversing field and
spread sheet records in database, use of search, sort, print

internet access

Files save on: Maintenance:
network - cleaning: enclosures, screen, input devices,
magnetic media output devices
personal PC - checking cables, etc

EvIDENCE GUIDE

Competency is to be demonstrated by the ability to accurately carry out basic data entry and retrieval
operations on a computer system in accordance with the performance criteria and the range listed within

the range of variables statement.

(@D} Critical Aspects and Evidence
It is essential that competence be observed in the following aspects:

Initiate the use on the equipment.

Use document layout and data format facilities.
Locate and access data.

Use file operations.

Manipulate input devices.

Key-in and format reports.

Access to the internet.
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ITICORO011A Carry out data entry and retrieval procedures

(2 Pre-requisite Relationship of Units
The pre-requisite for this unit is:
Nil
(3) Underpinning Knowledge and Skills

Knowledge Skills
knowledge of: The ability to:

safety for working with and around
computers

computer hardware and software
systems

procedure for initiating and closing down
computer

the operation of the data entry
management system

methods of locating files
organisation’s standards applicable to
accessing files

files operations and their applications

identify computer hardware
manipulate data input devices
access data

use file operations

key-in and format reports and letters
retrieve data

amend data

print data

save data

search and receive data from the
internet

send and receive E-Mail

file operation in database setting
creating, locating and saving files
using input devices

using data checking devices
formatting functions of software
layout function of software

graphic productions and manipulation
regard for accuracy and security of
information

functions on the internet
4 Resource Implications

Files saved on network, magnetic media, personal Computer

Input devices: Keyboard, mouse, other selection devices
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ITICORO011A

Carry out data entry and retrieval procedures

(5) Method of Assessment

Competency shall be assessed while work is undertaken under direct supervision with regular
checks, but may include some autonomy when working as part of a team.

Competencies in this unit may be determined concurrently. Assessment must be in accordance
with the performance criteria.

(6) Context of Assessment

This unit may be assessed on or off the job. Assessment should include practical demonstration
either in the workplace or through a simulation. A range of methods to assess underpinning
knowledge should support this

CRITICAL EMPLOYABILITYSKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
Carries out established Manages process Establishes principles and
processes Selects the criteria for procedures
Makes judgement of the evaluation process Evaluates and reshapes
quality using given process
criteria Establishes criteria for
evaluation
Collect, analyse and organise information Level 1
Communicate ideas and information Level -
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level -

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO251A

Handle receipt and despatch of information

LJLPALO251A: Handle receipt and despatch of information

Competency Descriptor:

This unit covers receiving and distributing incoming mail and collecting

and despatching outgoing mail.

Competency Field:  Para-Legal

ELEMENT OF COMPETENCY

1. Receive and distribute incoming
mail

2. Receive and despatch outgoing
mail

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

22

Incoming mail is checked and registered to ensure
accuracy of records.

Court documents are processed according to the firm's
procedures.

Original documents are processed according to the firm's
procedures.

Served documents are processed according to the firm's
procedures.

Titles and locations of company personnel and
departments are identified and understood.

Urgent and confidential mail is identified and distributed to
the addressee promptly.

Mail is sorted and despatched to the nominated
person/location.

Damaged, suspicious or missing items are recorded and
where necessary reported promptly.

Outgoing mail is collected from each section of the firm,
checked and sorted to ensure all items are correctly
prepared for despatch.

The most appropriate method of delivery is determined and
appropriate envelopes are selected and addressed
correctly.
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3. Collate and despatch documents
for bulk mailing

4, Organise urgent and same day
deliveries

2.3

24

25

2.6

2.7

3.2

3.3

3.4

3.5

4.1

4.2

43

Outgoing mail is processed correctly.
Mail is recorded in register.
Mail is sorted according to carrier.

Mail is despatched using the most appropriate delivery
method.

Mail is despatched to meet designated timelines.

Quantities/resources/time to complete bulk mailing of
documents estimated correcitly.

Documents are collated as required.

Envelopes are sorted and batched in accordance with
specifications.

Numerical information is self-checked.

Batched items are lodged in time for delivery by relevant
carrier.

Items for urgent delivery are weighed, packaged and
addressed.

Cheapest and best option for delivery is determined and
selected.

Follow-up is made if necessary.
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RANGE STATEMENT

Register of incoming mail may include:

e mailbook
e electronic register
e diary

Processing original documents may include:

e attaching the date to the document
¢ attaching file matter number to the
document

Processing of served documents may include:

e Following relevant court process regarding
serving regulations

Appropriate envelopes and addressing of mail
will differ according to:

e Carrier requirements
e Local Post
e hand delivery

Processing outgoing mail may include:

registering sender, destination and contents
registering date despatched

registering method of despatch

registering despatch receipt if appropriate
registering receipt and receiver of mail if hand
delivered

making copies of documents as instructed

e collating documents as instructed

The firm's policies and procedures may include:

security procedures

mail register

confidential mail procedures
delivery/despatch of urgent mail

Processing of court documents may include:

e court documentation register
e attaching the date to the document
e compliance with relevant court regulations

Appropriate mail delivery method may include:

Local Post

certified and registered mail
express post

airmail

courier

hand delivery

Document collation requirement may relate to:

e specific court requirements:
- number of copies
- colour of paper
e multiple recipients of same documents
e order of collation
o method of binding, attaching multiple
documents
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Timelines may differ according to: Bulk mail batching requirements may differ
according to:

e despatch method

e court requirements e Local Post sorting specifications
e number/weight of items
e destination of items

Urgent and same day deliveries may require: Follow-up may include:

e courier selection: e ensuring mail is delivered to receiver
- location of receiver e providing proof of despatch
- urgency of delivery

e emalil

o facsimiles

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, e.g. dealing with
different organisational requirements, and over a period of time to ensure that situational variables are
consistently achieved.

(1) Critical Aspects of Evidence

a firm's policies and procedures are understood and followed

instructing legal practitioner is kept up to date with activities, actions and outcomes

incoming mail is registered accurately

court, original and served documents are processed appropriately

incoming mail, including urgent and confidential items, is distributed to correct personnel

within accepted timelines

e damaged, suspicious or missing items are dealt with according to a firm's processes and
procedures

e regulations regarding process serving are followed where necessary

e outgoing mail is collected within accepted timelines

e outgoing mail is registered appropriately and prepared for despatch according to delivery and
carrier requirements, including appropriate mail style, envelopes and delivery method

e documents are collated to meet delivery and recipient's requirements

e bulk mail is prepared in accordance with carrier's requirements including minimum number of
items

e urgent and same day deliveries are arranged to meet delivery requirements, taking into

account location of recipient

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the
publishers.



LJLPALO251A Handle receipt and despatch of information

o all details, including addresses, numerical information, spelling and contents of mail are
checked for accuracy

e any problems are identified and clarification is sought from designated persons if unable to
resolve problem appropriately

e outgoing mail is despatched in time to meet carrier's delivery schedule

(2) Pre-requisite Relationship of Units

e Nil

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

¢ firm's policies and procedures required across the full range of tasks covered
e theroles and locations of a firm's personnel

e Local Post's batching specifications

e courier selection

Skills

The ability to:

¢ literacy: follows a firm's policies and procedures; records incoming and outgoing mail and
checks for accuracy of address details

e numeracy: checks weights and addresses; records items; sorts and collates; estimates time
for mail despatches and bulk mailouts

e communication: listens to clear sequenced instructions of several steps to complete task;
participates effectively in spoken interactions in order to convey actions and outcomes;
consults and questions supervisor and peers to clarify status of mail/documents; gives oral
instructions to peers, eg. where to locate mail

e problem solving: chooses appropriate delivery method for mail/court documents

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in

the work environment and required to allow the job or task to be properly performed. These may

include:

e appropriate legislation and regulations relevant to assisting clients, conducting searches and
using trust account money

o workplace manuals and reference materials such as company policy, procedural manuals
and checklists

e sample search forms from a variety of agencies

e appropriate technology such as computers with relevant software and connections
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(5) Method of Assessment

Evidence gathering methods may include:

workplace performance
role-play

simulation
projects/assignments
third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment
off the job assessment
placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where

there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
o Makes judgement of the evaluation process o Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 1
Solve problems Level 2
Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO271A: Interact with other parties

Competency Descriptor:

This Unit covers organising information to facilitate action, contacting
relevant parties on behalf of the instructing legal practitioner and
coordinating information exchange between parties.

Competency Field: Para-legal

ELEMENT OF COMPETENCY

1. Prepare for liaison

2. Organise self or other to arrange

3. Undertake liaison

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

1.5

1.6

2.1

22

23

3.1

3.2

3.3

Work activities are planned and prioritised.

Required background information is obtained and relevant
documents are prepared and checked by instructing legal
practitioner.

Review of background information and relevant documents
is arranged with designated person.

Plan of action is developed with instructing legal
practitioner.

Required background reading/research is undertaken to
ensure readiness for liaison.

Third party takes place, where appropriate.

Appointment between parties is arranged, where
appropriate.

Critical venues and dates are documented according to a
firm's policies and procedures.

Appointments are verified in advance and verification is
documented.

Liaison is undertaken in line with a firm's confidentiality and
security policies and procedures.

Requests from other parties for information are fulfilled as
planned with instructing legal practitioner.

Information is exchanged where appropriate as planned
with instructing legal practitioner.
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3.4 Non-disclosable information is not communicated and
where any doubt exists as to the information's status, it is
not communicated.

3.5 Unexpected problems of a legal nature are referred to the
instructing legal practitioner.

RANGE STATEMENT

Other/third parties may include:

clients

clients' representatives
regulatory bodies

lawyers for opposing party
medico/legal consultants
barristers

interpreters

Required background information may include:

current file

reports from experts

relevant legislation

previous dealings with client or relevant third
party

Information exchange may relate to:

expert reports

clarification of deadlines

certificates

affidavits

assessment of financial circumstance
progress of matter

options for progress with matter
briefs

Appropriate method of contact and procedures
associated with liaison may include:

telephone
email
letter
internet
fax
meeting

Non-disclosable information may relate to:

names of clients, witnesses or staff
addresses of clients, witnesses or staff
personal details of clients, witnesses or staff
dates

telephone numbers

a firm's other clients

client's medical condition

client's personal history

whereabouts of client/witnesses
financial information

details about firm itself

passwords or security procedures
nature of client's legal matter

fact that the client has consulted the firm
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A firm's policies and procedures may be in relation to:

¢ information sources e protocol for accommodating special client
e time recording procedures needs, eg. case manager, social worker,
e security/confidentiality/privacy procedures parole officer

e management of legal contingencies e protocol for contacting clients, eg. translator,
e documenting activities planned and undertaken interpreter

e room booking procedure e appropriate meeting venue

The area of law may include: Legislative requirements may relate to:

e commercial law e secrecy laws,

e corporate law e Codes of Practice

e criminal law e the area of law

o family law e schedule of fees and duties payable

e industrial relations/employment law ¢ Freedom of Information legislation

e property law

o taxlaw

o litigation

e wills and probate

These are nine common areas of law. The area of
law is not restricted to this list; other areas of law
may be applicable.

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different client matters and liaison requirements, and over a period of time to ensure that situational
variables are consistently achieved.

(1)

Critical Aspects of Evidence

no uninstructed legal activities are undertaken

all actions are verified by instructing legal practitioner

legal status of self is clearly communicated to other party

plan of action is developed with instructing legal practitioner prior to meeting
evidence that plan of action is adhered to

understanding of the importance of, and demonstration of confidentiality and discretion in
legal matters is demonstrated

purpose of liaison is understood

all information is entered into relevant files and or databases

work is carried out within agreed timelines

a firm's policies and procedures are understood and followed
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Critical Aspects of Evidence (Cont’d)

e unclear instructions or missing information is checked with instructing legal practitioner
e non-legal aspects of problems are identified/resolved discretely and efficiently and instructing
legal practitioner is informed of outcome where appropriate
¢ legal problems are referred to instructing legal practitioner promptly and comprehensively
o where instructing others, instructions are clear with adequate explanation to allow the task/s
to be completed
e assistance and/or advice is provided to others
¢ where instructing others, supervision is provided throughout to ensure that:
- work is completed within timelines
- problems are resolved discretely and efficiently
- confidentiality and security of information is maintained throughout
accurate and comprehensive file notes are made
file/matter number is recorded on new and/or relevant documents and such documents are
filed appropriately
¢ documentation of activities, actions, outcomes and information are presented to instructing
legal practitioner within agreed timelines
any necessary follow-up action is carried out
files notes are updated according to a firm's policies and procedures and time is recorded
all activities, actions and outcomes are documented and time is recorded
all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviours,
privacy, non-discriminatory practice, conflict of interests and compliance with reasonable
direction

(2) Pre-requisite Relationship of Units

e Nil

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

disclosable/non-disclosable information

relevant legal process

security

confidentiality

legal terminology in relation to the applicable area of law

application of a firm's policies and procedures required in the full range of tasks covered
range of responsibility
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Skills
The ability to

o Literacy: follow a firm's policies and procedures; understand purpose of liaison; research and
prepare information as required; identify gaps in information

e Negotiation: engage in complex oral negotiations, such as reconciling points of view or
bargaining; participate in small group discussion to negotiate tasks; coordinate own work
schedule with others

o Communication: listen to and elicits appropriate information; ability to interpret and convey a
firm's policies to a third party; clarify defined purposes and objectives to be achieved by
working with others; provide clear oral sequenced instructions to others

¢ Numeracy: accurate record/file keeping; adhere to designated timelines

e Problem solving: draw on experience and relevant examples to resolve unexpected problems
and rectify gaps in information

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e appropriate legislation and regulations relevant to assisting clients
o workplace manuals and reference materials such as legal dictionary, company policy,
procedural manuals and checklists

(5) Method of Assessment
Evidence gathering methods may include:

demonstration
questioning

workplace performance
role-play

simulation

oral presentation

skills portfolio

third party reports

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the
publishers.



LJLPALO0271A Interact with other parties

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
e Makes judgement of the evaluation process o Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 1
Communicate ideas and information Level 2
Plan and organise activities Level 1
Work with others and in team Level 2
Use mathematical ideas and techniques Level 1
Solve problems Level 2
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO0281A: Maintain information records system to ensure its
integrity
Competency Descriptor:

This Unit covers creating new files, removing files that are no longer
active and maintaining the enterprise's filing system.

Competency Field:  Para-legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Assemble new files 1.1 Information to be incorporated in new file is collected and
collated.

1.2 New files are established in an accurate and up-to-date
manner.

1.3 New file is placed on file recording system.
1.4 New files are indexed.

1.5 Files are sorted by appropriate codes.

2. Identify and process inactive and 2.1  Inactive and dead files are identified and removed and/or
dead files relocated.

3. Record documentation 3.1 Movement of all documentation is recorded.
movements

3.2 Overdue records and documentation are identified and a
system for their return implemented.
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RANGE STATEMENT

Information to be incorporated into a new file may include:

correspondence (e.g. faxes, memos, letters,
email)

computer databases (e.g. library catalogue,
customer records)

computer files (e.g. letters, memos and other
documents)

sales records (e.g. monthly forecasts, targets
achieved)

forms (e.g., insurance forms, membership
forms)

Collecting and collating information to be
incorporated into a new file may include:

ensuring all of the appropriate information is
incorporated

checking the document is not damaged
checking that documents to be filed together
are secure (paper-clipped, stapled)

any relevant notes or instructions attached to
the document are secure, or written on to the
document (circulation list)

ensuring documents are filed in their original
condition.

Establishing new files may include:

creating or assigning a name or number

to the file

creating a client folder in accordance with
enterprise procedures

creating an index card for the new file
documenting the new file in a file register or
data base

e invoices (from suppliers, to debtors)
e personnel records, leave forms

e minutes of meetings
[ ]
[ ]

product information (e.g. price lists, catalogues)

promotional material (e.g. newsletters,
brochures, advertised special offers)
reports

New files may relate to:

new client

new project

new time period (eg. new financial year)
reorganising material from an existing file
responding to a new file request form from an
internal client

Establishing new files in an accurate and up-to-
date manner may include:

recording new files on the file index

filing regularly to avoid documents piling up

checking client names, titles and addresses

checking personnel names, titles and

addresses

e checking telephone/fax/mobile phone/pager
numbers, email and website addresses

e checking the dates documents are received
and filed

e checking cash amounts/figures
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A file recording system may be: Types of indices may include:

a card index

a paper index

an image-based index (micro-fiche)
an electronic index/database

a paper-based file register
a computerised file database
a card index system

Types of information in a file recording system may include:

e a file name and/or file number e date on which the file was created
e keywords to help locate the file e name of person who requested and/or
e description of material contained created the file
within the file
Indexing new files may include: Appropriate codes for files may include:

a file number

a logical keyword

a relevant subject area
a colour

determining logical sequence of the
document/file

indexing by subject

indexing by alphabetical order
indexing by numerical order

Inactive files may include:

files which contain information that is no longer used but may be needed in the future (e.g. past client
information, workplace safety incident report)

Dead files may be:

closed files which are no longer used but must be kept for legal or reporting purposes (e.g. tax,
records, accounting records)

closed files which are to be archived for historical or research purposes.(e.g. photographs, back
issues of enterprise publications

Removing inactive or dead files may include:

transferring records from the active filing system to secondary storage on a case-by-case basis, as
files are closed

transferring files at regular intervals or routinely checking for dead or inactive files (eg. end of financial
year, six monthly)

implementing the double file method

programming the computer to periodically archive or delete files

compressing computer files prior to archiving

using a combination of the above methods
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Relocating inactive or dead files may include:

e transferring inactive or dead files to a secure secondary storage location within the enterprise
e clearly labelling and indexing records when relocating
e ensuring confidential and/or sensitive inactive/dead files are kept separate with restricted access
e storing duplicate copies of records off-site
Recording movement of all documentation may
Inactive and dead files may be stored: include:
e in archive boxes e using file movement register
e in separate filing cabinets e using out cards
e on microfiche/microfilm e using an electronic database
e in compressed computer-based records e using passing slips
e on CD ROMS or floppy disks e recording all misplaced or lost files

Overdue records and documentation may relate to:

files which have not been returned by the designated date
files which have been lost

Monitoring and tracking lost or misplaced files may involve:

checking current location of files (e.g. mistakenly filed inside another file)

checking file in tray

checking for mistakes in initial categorising, indexing or filing of file

checking that the label, tag or other file identification marker is securely fastened

checking file removal documentation is completed (e.g. file register, out card, computer database)
checking inactive or archival records

Implementing a system for the retrieval of overdue records and documents may include:

creating and using a 'tickler' or follow-up file reminder system

using a paper-based or electronic calendar to implement a reminder system

checking the file movement register, out card or computer database to determine who borrowed the
file

contacting the person who borrowed the file
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EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, dealing with
different workplace matters and over a period of time to ensure that situational variables are achieved.

(1) Critical Aspects of Evidence

enterprise policies and procedures are understood and followed

information to be incorporated in new file is relevant and appropriate

information to be incorporated in new file is collected and collated within designated timelines

new file is created according to enterprise policies and procedures

new file is accurately documented in file register or database

new file is classified according to enterprise policies and procedures

files are sorted correctly by appropriate codes

new file is incorporated into the filing system in a logical and correct manner

inactive and/or dead files are correctly identified

inactive and/or dead files are removed from the working filing system and filed in secondary

storage if appropriate according to enterprise policies and procedures

e all records are stored in an environment free from extreme temperatures, dust, sunlight and
water

e archived, compressed electronic and other files are retrieved from secondary storage as
necessary

o file movement is recorded according to enterprise policies and procedures

e the procedure for accessing restricted files is understood and adhered to and the movement
of these files is accurately recorded

e overdue files are followed up according to enterprise policies and procedures

o |ost files are reported to appropriate person and follow up procedure is undertaken

e problems are identified and solutions are implemented with assistance if necessary

(2) Pre-requisite Relationship of Units
e Nil
(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

file recording system

indexing system

procedures for classifying and sorting files

difference between inactive and dead files

understanding the nature of restricted files

application of enterprise policies and procedures required across the full range of tasks
covered
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Skills
The ability to:

literacy: follows and interprets enterprise policies and procedures; sorts and classifies

information by alphabet, numbers, date, or other established principles; identifies obsolete

files

e writes clear sequenced written instructions, eg. how to use filing system, record document
movement

e research: identifies correct procedures for creation of new files

e numeracy: indexes, codes and sorts files numerically; cross-references information and files
where appropriate

e technology: uses appropriate technological materials in order to establish and maintain filing
system

e communication: listens to clear sequenced instructions of several steps to complete task;
questions to clarify status of file; gives oral instructions, eg. where to locate file; negotiates
and consults with colleagues regarding information

e problem solving: identifies problems and implements solutions according to enterprise

procedures and prior knowledge; checks precedence for collating and filing information

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e filing systems

o workplace manuals and reference materials such as enterprise policy, procedural manuals,
staff directories and organisational charts

e computer equipment and relevant software

(5) Method of Assessment
Evidence gathering methods may include:

demonstration
questioning

workplace performance
simulation

role-play
projects/assignments
third party reports
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(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment
off the job assessment
placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement
use of a Practice Firm or simulated work environment
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where

there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process

¢ Makes judgement of
quality using given

the evaluation process

Establishes criteria for evaluation

criteria
Collect, analyse and organise information Level 1
Communicate ideas and information Level 1
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALOS5S51A: Use legal terminology

Competency Descriptor:

tasks.

Competency Field:  Para-Legal

This unit covers understanding and using legal terminology in order to undertake

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Use appropriate legal 1.1
terminology in written and oral
communication with internal and
external parties

1.2

2. Extend understanding of legal 21
terminology

22

23

RANGE STATEMENT

Clarification regarding commonly used legal
terminology may be sought from:

¢ legal dictionary

e relevant handbook eg. Legal Secretary's
Handbook

e glossary of commonly use legal terminology
and processes

e designated person/s

Appropriate legal terminology is used in both written and
oral communication with internal and external parties

Legal terminology is spelt and pronounced correctly and
used in appropriate context

Gaps in knowledge are identified and clarification is sought
through appropriate source or person.

Abbreviations for commonly used legal terms and
associated processes are identified and used where
appropriate

Questions relating to legal terminology can be answered
and terms defined

Commonly used legal terminology may relate to:

courts and tribunals

legal personnel

legal procedures

legal documentation
legislation and regulations

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the

publishers.



LJLPALOSS1A
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Commonly used legal terminology may vary
according to:

e the area of law

e legal setting eg. community legal work, Crown
Solicitor's Office

e a particular legal procedure

e the jurisdiction

The area of law may include:

commercial law
corporate law
criminal law
family law
industrial relations
property law

tax law

litigation

wills and probate

Designated person may include:

lawyer

partner

legal practice manager
supervisor

work colleague

These are nine common areas of law; the area of law is not restricted to this list. Other areas of law may
be applicable and may require specialised legal terminology.

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different legal office requirements, and over a period of time to ensure that situational variables are

consistently achieved.

(1) Critical Aspects of Evidence

e instructions containing commonly used legal terminology and abbreviations are responded to

appropriately

e evidence of attempts to increase knowledge of legal terminology
e legal terminology is used appropriately for the situation

locate missing information

appropriate person/source of information can be accessed to clarify unclear instructions or to

legal terminology and processes can be explained to others in simple, non-legal language
non-disc losable information is not communicated

consequences of misusing legal terminology can be articulated

legal and financial consequences of misusing legal terminology are understood

all work is conducted within accepted codes of conduct including those relating to:

maintaining confidentiality, and compliance with reasonable direction

(2) Pre-requisite Relationship of Units

e Nil
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(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

procedures in relation to communication and the release of information, security and
confidentiality

e commonly used legal terminology

e appropriate use of legal terminology within employee's area of responsibility

e relevant legal process

¢ sufficient knowledge of relevant current legislation to complete tasks

Skills

The ability to:

e literacy: reads and interprets legal documents; understands and uses vocabulary for a
specific purpose; clarifies intended meaning and legal context; follows written and oral
sequenced instructions involving legal terminology

e communication: accurate pronunciation of legal terminology; uses strategies to confirm, repair
or clarify understanding of terms and context

e research: increases own knowledge of legal terminology

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

appropriate legislation and regulations

glossary of legal terms and processes

workplace manuals and reference materials such as legal dictionary, company policy,
procedural manuals and checklists

(5) Method of Assessment

Evidence gathering methods may include:

demonstration

questioning

workplace performance

role-play

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports
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(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment
off the job assessment
placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where

there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process

e Makes judgement of
quality using given

the evaluation process

Establishes criteria for evaluation

criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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Use the advanced functions of a range of office equipment to complete daily tasks

LJLPALOS61A:

Competency Descriptor:

Use the advanced functions of a range of office
equipment to complete daily tasks

This unit covers coordinating the advanced functions of a range of office
equipment (for example, a computer and an audio transcribers or a
computer and a financial calculator) to complete daily tasks.

Competency Field:  Para-Legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Operate equipment

2. Complete tasks

1.1 The range of the equipment's functions is known.

1.2 Arange of advanced functions of office equipment is used.
1.3 Advanced functions are operated correctly.

2.1 Task is completed coordinating the advanced functions of a
range of office equipment within designated timelines.

3. Ensure equipment is maintained 3.1  Maintenance program for equipment is scheduled to ensure

RANGE STATEMENT

Equipment used may include:

computer

financial calculator
overhead projector
photocopier
facsimile

scanner
telephone system
shredder
laminator

binder

franking machine

audio transcribing machine

minimum downtime is experienced.

3.2 Signs of problems are identified and/or anticipated, and
options for solutions are clarified with colleagues and/or
supervisor.

Advanced functions may include:

e performing calculations in tables and
spreadsheets

performing a mail merge

image overlapping/separation on a photocopier
sending e-mail with attachments

setting up conference calls

using group dialling on a facsimile

creating links between documents and software
applications
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Operating functions correctly may include:

o within the capabilities of the equipment

e within occupational health and safety
requirements

e referring to instruction or training manuals

e in the correct order

Within designated timelines may include:

e deadline agreed with supervisor

o deadline agreed with internal/external
client

e in coordination with colleagues

Minimum downtime may include:

e prompt problem resolution
o time taken to service equipment

Options for solutions may include:

fixing the fault

informing supervisor

proposing possible solutions to supervisor
contacting appropriate service person

Coordinating advanced functions may include:

using resources efficiently

planning

organising a work schedule

streamlining parts of the task

consulting manuals and instructions
following workplace policies and procedures

Maintenance program for equipment may include:

checking stock levels

replacing components (eg. paper, toner, staple
cartridge)

clearing paper jams

cleaning equipment

programming/setting up equipment (e.g. fax
numbers for group dialling)

arranging for technician to clean, check and
repair equipment

Identifying and/or anticipating problems may
include:

routine checking of equipment

preparation of a maintenance program
encouraging feedback from work colleagues
keeping a log book of detected faults
checking that repairs have been carried out
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EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently
achieved.

(1) Critical Aspects of Evidence

e the range of functions of office equipment are identified and understood

e advanced functions of a range of office equipment are carried out efficiently according to the

manufacturer's instructions

tasks are completed using advanced functions of a range of office equipment

tasks are completed within designated timelines

resources are used efficiently

enterprise policies and procedures for maintaining office equipment are understood and

common maintenance tasks are undertaken according to manufacturer's instructions

¢ maintenance program is prepared and followed so that the likelihood of breakdown is
minimised

e equipment faults or anticipated faults are acted upon or reported to appropriate person
according to enterprise policies and procedures

o any difficulties are reported to designated person as appropriate

(2) Pre-requisite Relationship of Units
e Nil
(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

range of advanced functions of office equipment
enterprise policies and procedures

identification of equipment faults

routine maintenance of office equipment
servicing options and procedures

needs of internal/external clients
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Skills
The ability to:

literacy: follows technical manuals; performs a sequence of routine tasks given specific

directions; interprets information from an appliance manual

e problem solving: chooses appropriate software; identifies technical problem and chooses
efficient solution; identifies best course of action if the timelines are not being met

e communication; listens to short, explicit instructions regarding use of equipment in the
workplace; performs a series of routine tasks given clear directions; explains routine
procedures to others; expresses an opinion, eg. suggests improvements to workplace
equipment

e numeracy: interprets graphs and diagrams in a technical manual: estimates time to complete

each task and uses a calendar/diary to manage workloads and prioritise tasks

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in

the work environment and required to allow the job or task to be properly performed. These may

include:

e arange of office equipment

¢ workplace manuals and reference materials such as office equipment user manuals,
enterprise policy and procedural manuals

(5) Method of Assessment

Evidence gathering methods may include:

demonstration

questioning

workplace performance

role-play

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
[JRecognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).
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CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process e Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
o Makes judgement of the evaluation process o Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 1
Communicate ideas and information Level 1
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the
publishers.
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LJLPALO082A: Assist in prioritising and planning activities in a legal
practice
Competency Descriptor: This unit covers assistance given to others to organise appointments and

other activities to meet a legal schedule.

Competency Field: Para-Legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Record file-related critical dates 1.1
and times

1.2

2. Make and record appointments 2.1

on behalf of designated person

2.2

23

3. Assist designated person/s to 3.1

prepare for critical dates

3.2

3.3

3.4

3.5

File related deadlines are identified.
File related deadlines are recorded according to a firm's
policies and procedures.

Priorities of designated person/s are established and
clarified in discussion.

Timelines for achievement of priorities are agreed and
documented/recorded.

Appointments are arranged and/or re-arranged to a time or
date which is more convenient for parties involved.

Records are checked daily for upcoming appointments and
commitments.

Designated person/s are reminded of critical file dates.
Information meeting legislative requirements is prepared
and distributed to the designated person/s prior to critical

dates.

Timelines are monitored regularly in consultation with
designated person.

Appropriate actions are taken in dealing with impacting
situations that may cause difficulties in meeting timelines.
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4. Follow up outcomes of meetings 4.1
or other activities

4.2

RANGE STATEMENT

Critical dates may include:

court appearances
court mentions
property settlements
meetings with clients
travel arrangements
meetings:

e external

e internal

¢ filing of documents

o settlement of accounts

File related deadlines may include:

court appearances
settlement dates

document filing cut off dates
legislated timelines

Designated person may include:

external client

lawyer

partner

legal practice manager
supervisor

Appropriate follow up actions and activities are planned and
organised in conjunction with designated person and
relevant parties.

File notes are updated according to a firm's policies and
procedures.

Assistance include:

pretrial preparation

contact witness

witness identification

determine adequacy of witness statement
prepare witness statement

set appointments

The diary system may be:

paper
duplicate
electronic
networked

Client's details may include:

name
telephone number
type of matter
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Appointments may be arranged:

to meet legal matter requirements

to meet court requirements

to meet the need for consulting experts

in response to new/existing client
enquiry/request

e inresponse to continuing legal education
requirements as designated by relevant Law
Societies and Institutes

Difficulties in meeting timelines may relate to:

o failure of other parties/agencies to produce
required materials on time

court adjournments

variations to contracts

available resources

client needs

Legislative requirements may relate to:

¢ relevant legislation, their legal process time
and action requirements e.g. required amount
of time serving notice, timeline for
submission/exchange of documents and/or
monies, number and type of meetings required
between parties.

e the client and a firm (e.g. Consumer Credit
Code, Privacy Act, secrecy laws, Codes of
Practice, Common Law and Statutory Duties of
Care involving financial relationships)

e schedule of fees and duties payable

e employee-employer agreements and legislation

File notes may be stored:

in date order

on a file note spike
on the computer
paper based
electronically

with client file

on a checklist/form

Records may include, but are not limited to:

weekly trial list
witness list
case files

list of exhibits
traverse list
weekly mention

Court details may include:

date
time
location
matter

Dates on which follow-up actions are occur may
include:

e progress report to client
property settlement
e payment of fees

File notes may include:

mode of attendance (e.g. in person/telephone)
file concerned

people involved

date

time expended on matter

discussion notes

resulting activity, action outcome
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EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, e.g. dealing with
different organisational requirements, and over a period of time to ensure that situational variables are
consistently achieved.

(1) Critical Aspects of Evidence

¢ an understanding of the responsibility involved in making arrangements for others is
demonstrated

e diary entries are accurately transferred to duplicate if necessary

e interaction with other parties when making, confirming, and changing appointments is
courteous and efficient

e appropriate information is given to clients

¢ non-disclosable information is not communicated and where any doubt exists as to the
information's status it is not disclosed

e problems (such as double bookings or non-attendances) are solved promptly and

satisfactorily using standard procedures

all relevant details of appointments and file deadlines are diarised accurately and legibly

activities, actions and outcomes are documented and time is recorded

file/matter number is attached to all relevant documentation and filed appropriately

legal consequences of not meeting critical timelines are understood e.g. failing to give

appropriate notice of impending trial

e records are kept up-to-date, legible, accurate and accessible according to a firm's policies
and procedures

e diary records are checked regularly to ensure follow up occurs as required

e consideration is given to failure of diary system and need to check files, e.g. backup system
is understood and firm's policies and procedures are followed

o all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviours,
privacy, non-discriminatory practice, conflict of interests and compliance with reasonable
direction

(2) Pre-requisite Relationship of Units

e Nil
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()

(4)

Underpinning Knowledge and Skills

Knowledge
Knowledge of:

o afirm's relevant software packages

¢ afirm's administrative systems

e afirm's policies and procedures for
recording and informing designated
person/s of critical file dates

o file relevant to the matter

roles and responsibilities of those

involved in the matter

contingency management

authorised 'signing parties'

security

confidentiality

Resource Implications

Skills
The ability to:

literacy: follows a firm's legal
procedures; sequences writing with
attention to organising principles of
date, time, importance or file code
according to organisation's
requirements

numeracy: orders and compares sets
of dates using simple everyday data;
adheres to deadlines; accurate record
keeping

communication: listens to clear
sequenced instructions; questions to
clarify information; discusses and
confirms requirements and priorities of
others; listens to and notes individual
preferences regarding arrangements
for group activity; clarifies defined
purposes and objectives to be
achieved by working with others
problem solving: negotiates task
distribution with other members of the
group; selects most efficient and
appropriate times for appointments etc.
technology

organisational: plans and prioritises
own and other's activities and time

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may

include:

e appropriate legislation and regulations
o workplace manuals and reference materials such as company policy, procedural manuals

and checklists

e sample legal diaries, hard-copy and electronic
e appropriate technology such as computers with relevant software
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(5) Method of Assessment
Evidence gathering methods may include:

workplace performance
role-play

simulation
projects/assignments
third party reports

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
e Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 1
Solve problems Level 2
Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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Maintain records for time and disbursements in a legal practice

LJLPALO292A: Maintain records for time and disbursements in a
legal practice

Competency Descriptor:

This Unit covers demonstrating an understanding of maintaining time
records and entering disbursements incurred.

Competency Field: Para-legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Record fee-earner time 1.1

1.2

1.3

1.4

2. Enter disbursements incurred 2.1

2.2

23

RANGE STATEMENT
Time sheets may be:

e paper-based
e electronic

Time sheets are accessed.

Self or other is organised to enter time recording onto the
accounting system against the relevant client or client
matter file, or other relevant codes eg. training, marketing.

Irregularities and/or uncertainties are noted and standard
resolution procedures are followed.

Entries are made within agreed timelines.

Details of disbursements are recorded accurately against
the relevant client or client master file according to a firm's
policies and procedures.

Irregularities and/or uncertainties are noted and standard
resolution procedures are followed.

File/master number is attached to all relevant
documentation and such documentation is filed
appropriately.

Fee-earners may include:

qualified legal practitioner
paralegal

conveyancer

accountant

law clerk
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Disbursements may include:

filing fees

photocopying

postage

courier fees

search fees

cost of duty stamps

court costs

telephone charges

*according to relevant state definitions

All activities and outcomes may include:

e exchange of information
e public search of record

e financial transaction

e verbal communication with external parties

The area of law may include:

commercial law
corporate law
criminal law
family law
industrial relations
property law

tax law

litigation

wills and probate

These are nine common areas of law; the area of

Methods for maintaining records for time and
disbursements may include:

timesheet

standard books of account trust account receipt
book, cash book, cheque book, ledger, bank
deposit book.

specialised electronic software packages (eg.
LAW 2000, Bill Back, Law Ledger )

A firm's policies and procedures may include:

office procedure manual

time recording procedures

definition of disbursement and amount to
charge

detailing disbursements

accessing accounting system

availability of information

information specific to the firm
security/confidentiality/privacy procedures
verifying and authorising information
recording information

liaising with financial institutions

Designated person may include:

supervisor

lawyer

partner

legal practice manager
business manager
accountant
teacher/trainer

Relevant State/Territory/Commonwealth legislation

law is not restricted to this list. Other areas of law

may be applicable.

may include:

e |ncome Tax Assessment Act
e Trade Practices Act

e Bankruptcy Act

o Partnership Act
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Legislative requirements may relate to:

the area of law

schedules of fees and duties payable
establishing a trust account

taxation and banking requirements
Tort, equity and Statute law
definition of a disbursement

Governing Legal Practice Acts

Trust accounting regulations

Court scales

the client and a firm (eg. Consumer Credit
Code, Privacy Act, secrecy laws, Codes of
Practice, common law and Statutory Duties of
Care involving financial relationships)

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different financial tasks and different clients over a period of time to ensure that situational variables are
consistently achieved.

(1) Critical Aspects of Evidence

a firm's policies regarding trust accounts are understood and followed

documentation is presented to designated person for approval, within agreed timelines
legislative requirements regarding trust account operations are met

non-disclosable information is not communicated and where any doubt exists as to the
information's status it is not disclosed

honesty and integrity are demonstrated in all financial dealings

o all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviours,
privacy, non-discriminatory practice, conflict of interests and compliance with reasonable
direction

main purpose of trust accounting is understood and can be explained

procedural differences between trust and general accounting are understood

legal and financial consequences of mishandling a trust account are understood

own work and work of others is checked for accuracy and any errors, irregularities or
uncertainties are amended

disbursements can be identified

¢ entries made are accurate

(2) Pre-requisite Relationship of Units

e Nil
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(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e authorised 'signing parties'

e legislation and regulation in regard to the handling of trust accounts and handling trust
monies

penalties for non-compliance with legislation

ability to access the account precedents

security/confidentiality/privacy

a firm's policies and procedures regarding costing schedules, the evaluation and recording of
billable hours and recording of disbursements

bank procedures and policies/requirements

simple accounting principles

a firm's administrative systems

definition of disbursement

Skills
The ability to:

o literacy: follows a firm's legal procedures; selects and applies the procedures and strategies
needed to perform a range of tasks; follows sequenced written instructions

e numeracy: uses knowledge of mathematical concepts; records time and disbursement;
maintains deadlines; files documents; uses a combination of oral and written mathematical
and general language for the record keeping process

e communication: listens to clear sequenced instructions; clarifies information by questioning as
necessary; consults where necessary with team members and clients

e bookkeeping

e keyboarding

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may

include:

e appropriate legislation and regulations relevant to maintaining trust accounts

e governing Legal Practice Acts

e trust accounting regulations

o workplace manuals and reference materials such as company policy, procedural manuals

and checklists

o standard books of account trust account receipt book, cash book, cheque book, ledger, bank
deposit book.

e appropriate technology such as computers with relevant software, calculators, adding
machines and imprinters
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(5) Method of Assessment

Evidence gathering methods may include:

e questioning
e workplace performance
e work based written tests
o third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
¢ Makes judgement of the evaluation process o Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 1
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 2
Solve problems Level 2
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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Provide non-legal advice

LJLPALO0482A: Provide non-legal advice

Competency Descriptor:

This unit covers the supervised provision of non-legal advice in response
to enquiries from non-clients or potential clients or other parties.

Competency Field:  Para-Legal

ELEMENT OF COMPETENCY

1. Receive enquiry

2. Provide non-legal information

3. Consult legal practitioner to
resolve legal enquiries

PERFORMANCE CRITERIA

1.1

1.2

1.3

2.1

22

2.3

24

3.1

3.2

3.3

Enquirer's needs are identified and clarified.

Legal limits of own responsibility are clearly outlined to
enquirer before any information is imparted.

Enquiries outside the employee's area of responsibility and
knowledge are identified and assistance is sought or
enquiry is referred on to a legal practitioner where
appropriate.

Enquirer's details and problem/s are recorded.

Non-legal information is relayed where available and
appropriate.

If information is not readily available, further research within
legislative requirements and scope of own responsibility is
pursued.

Non-disclosable information is not communicated and
where any doubt exists as to the information's status it is
not disclosed.

Legal practitioner is contacted to discuss enquirer's needs.
Enquirer's needs are communicated to legal practitioner

and resolution/action is discussed.

Suggested action/resolution is carried out.
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Provide non-legal advice

RANGE STATEMENT

Nature of call may include:

legal inquiry

non-legal inquiry

complaint

seeking referral

seeking information

someone seeking disclosable information

Interaction with enquirer may be affected by
factors such as:

emotional state

state of mental/physical health
non-English speaking
communication issues for e.g.
- hearing impaired

- speech impediment

Appropriate advice may include basic
information about:

community legal centre

Attorney General's department
Law society/institute

areas of law/practice firm handles
correct contact in firm

firm's charges/schedule of fees

Method of contact may include:

in writing

in person
verbal

via third party
email

Appropriate questioning techniques may include:

e sensitivity to enquirer's emotional/physical state
and cultural background

e accommodating any communication difficulties

o clarification of request or problem by
summarising and repeating back summaries to
ensure that information gathered is reflective of
the information that the enquirer wishes to
communicate

Follow up action may include:

e not pursuing the matter

e contacting Legal Aid on behalf of enquirer
and/or designated person

e referring enquirer to supervisor or appropriate
authority within the firm

e telephoning the enquirer after researching the
appropriate information

o referring the enquirer to the appropriate
government department

o referral to another law firm

e referral to a community legal centre
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Provide non-legal advice

Firm's policies and procedures may include:

information sources

information specific to the firm

providing disclaimers

telephone protocol

protocol for handling enquiries which

may bring no financial return

e security/confidentiality/privacy procedures

The area of law may include*:

commercial law

corporate law

criminal law

family law

industrial relations/employment law
property law

tax law

litigation

wills and probate

These are nine common areas of law. The area of
law is not restricted to this list; other areas of law

may be applicable

Suggested action/resolution may involve:

e informing caller of resolution

o promptly contacting enquirer where appropriate

handling contingencies

interviewing process

verifying and authorising information
recording information

protocol for accommodating special client
needs, e.g. case manager, social worker,
parole officer, translator, interpreter
emergency procedures

Legislative requirements may relate to:

relevant State/Territory/Commonwealth
legislation

the client and a firm (eg. Consumer Credit
Code, Privacy Act, secrecy laws, Codes of
Practice)

the area of law

the provision of legal advice by a person who is
not a qualified legal practitioner as defined by
the Legal Practice Act, The Judiciary Act

e relaying information verbally and, if directed by legal practitioner, forwarding information to enquirer in

writing

e documenting and filing communication according to a firm's procedures

¢ notifying relevant department of enquiry
e recording contact on database
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EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different enquiries, and over a period of time to ensure that situational variables are consistently
achieved.

(1) Critical Aspects of Evidence

evidence of knowledge of a firm's policies and procedures for handling enquiries are adhered

enquiries are received and handled courteously and efficiently

evidence of knowledge of own responsibility and that of others in the firm

problem/s within own scope of responsibility are resolved discretely and efficiently

matter and client's contact details are recorded accurately and clarifications are sought from

enquirer if necessary

e community organisations and government departments can be identified and their purposes
and services can be outlined where appropriate

e judgement is exercised appropriately as to when calls should be terminated or transferred to
a more experienced person and calls are terminated/transferred tactfully

e evidence of an ability to explain legal processes, procedures and terms in clear, simple
language

¢ evidence of knowledge of where and when it is legally necessary to obtain enquirer and
supervisor approval to pursue an action

e enquirer is contacted promptly and follow up information is communicated demonstrating an
understanding of the mitigating effect of the a enquirer's situation

e appropriate options are suggested to the enquirer according to a firm's policies and
procedures

e detailed file notes of enquiry and any resultant action are recorded

o all activities, actions and outcomes are documented and time is recorded all work is

conducted within accepted codes of conduct including those relating to: maintaining

confidentiality, use of company property, duty of care, ethical behaviours, privacy, non-

discriminatory practice, conflict of interests and compliance with reasonable direction

(2) Pre-requisite Relationship of Units
e Nil
(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

basic understanding of various forms of community assistance

awareness of the effect of various emotional, physical and mental states and behaviours
security, confidentiality and privacy

application of a firm's policies and procedures required in the full range of tasks covered
a firm's invoicing procedures

basic understanding of legal services firm provides
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Skills
The ability to:

literacy: follows complex legal procedures; records and analyses nature of query
research: elicits and sources correct information from external sources

e communication skills: participates effectively in spoken interactions by using strategies to
confirm or clarify understanding; communicates ideas and arguments logically and discretely;
elicits and gives factual information in response to query; consults with legal practitioners and
clients;

e numeracy: record/file keeping

e problem solving: draws on experience and knowledge to ascertain whether query lies within
own legal jurisdiction; suggests possible solutions or refers query to more appropriate source

o telephone etiquette

e basic conflict resolution skills

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in

the work environment and required to allow the job or task to be properly performed. These may

include:

e appropriate legislation and regulations relevant to assisting clients

o workplace manuals and reference materials such as company policy, procedural manuals,
checklists

o lists of government departments, community services, legal aid offices, community legal
centres, community advocate groups, unions and referral firms

(5) Method of Assessment

Evidence gathering methods may include:
observation of performance

roleplay

simulation

third party reports

questioning

discussion

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).
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Provide non-legal advice

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process e Establishes principles and procedures
processes e Selects the criteria for o Evaluates and reshapes process
e Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 2
Solve problems Level 1
Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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Apply general knowledge of the legal system to complete tasks

LJLCORO0032A: Apply general knowledge of the legal system to
complete tasks

Competency Descriptor: This Unit covers the completion of a range of common legal
administrative duties and the knowledge of the legal system that is
required to carry them out.

Competency Field: Paralegal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Identify the main roles and 1.1
responsibilities of key bodies in
the legal system
1.2
1.3
1.4
2. Produce and despatch legal 2.1
documentation
22
23
24
25

2.6

2.7

The functions of the courts, regulatory bodies and other
legal service providers are identified.

The roles of key personnel in the legal industry are
identified.

Practical implications of relevant legal practice legislation
are explained and applied in regard to own activities.

Ability to research areas in which gaps in knowledge are
identified is demonstrated.

Purpose of document/form, and the stage of the legal
process to which it relates, can be explained.

Relevant information is accessed from the client file.
Precedent is accessed from firm's bank of forms/routine
documentation or document drafted according to firm's

procedures.

File/matter number is attached to all relevant
documentation.

Documentation/form is self-checked for accuracy and
presented to the legal practitioner, within agreed timelines.

All activities, actions and outcomes are documented and
time recorded as required.

Documentation is filed correctly.
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3. Organise self or others to access 3.1
legal services

3.2

3.3

3.4

3.5

3.6

3.7

4, Apply etiquette appropriate to the 4.1
legal environment

4.2

4.3

RANGE STATEMENT

Key personnel in the legal industry may include:

Administrator general
Coroners

Solicitor general

Crown Solicitor

Director of Public Prosecutions
Attorney at Law

Attorney General

Magistrates

public defenders

Timelines are arranged with designated person and
documented/recorded.

Relevant legal entity is identified and located.

Applicable fees, taxes and rebates are identified and
advised to client, if appropriate.

Self or other is organised to access services using
appropriate application forms and processes.

Records/documentations are obtained as appropriate.

Legal practitioner's review of self or other's work is
facilitated.

Self or other is organized to pursue appropriate follow-up
action if services are not received on time or further
information is required.

The appropriate manner of entering into and departing from
contractual arrangements is used.

Full disclosure of information regarding contractual
arrangement is ensured at all times.

Clients’ understanding of legal terms used is ensured at all
times.

Key bodies in the legal system may include:

Stamp Commissioners Office
Office of The Registrar of Titles
Administrator general

Superior Courts

Magistrates Court
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Key functions of a firm may include:

Services in a specific area of law such as:

commercial law

corporate law

criminal law

family law

industrial relations/employment law
property law

tax law

litigation

wills and probate

law of evidence

Key personnel in the legal industry may include:

solicitor for public prosecutions
paralegals

legal secretaries

partner

managing partner

legal practice manager

Clerk of court

Queen's counsel

Process server

authorised signing parties

These are nine common areas of law; the area of
law is not restricted to this list. Other areas of law

may be applicable.

Key functions of personnel/departments may

include:

specialised areas of law
financial management
accounts

marketing

human resources
information technology
library/information services
mail room

reception

catering

Designated person may include:

lawyer

partner

legal practice manager
business manager
supervisor

work colleague
teacher/trainer

A range of legal s

e private law firms (large, medium and small)

e legal departments in large businesses such as
banks, insurance, companies and real Estate
Firms

Legislative requirements may relate to:

o the client and a firm (e.g. Consumer Credit
Code, Privacy Act, secrecy laws, Codes of
Practice)

the area of law

schedules of fees and duties payable

trust accounting

organization

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the

publishers.



LJLCORO0032A

Apply general knowledge of the legal system to complete tasks

A firm's policies and procedures may include:

procedure manual

information sources

information specific to the firm
telephone protocol

initiation of files
security/confidentiality procedures
contingencies

privacy

verifying and authorising information
recording information

accessing files

updating files

emergency procedures

checklists

training guides

on-line information manuals
professional conduct code

core values

firm charter

Communication may be conducted:

via fax
on-line

in person

via telephone
by letter

Documents/forms may include:

letters

internal correspondence
transcripts from supervisor's notes
agreements

opinion letters

affidavits

declarations

briefs

pleadings

precedents

emails

registered legal instruments
statistical data

Requirements for documents/forms may include:

correct margins

correct line spacing

dual column system
presence/absence of a back sheet
presence/absence of a cover sheet
placing of headings

usage of keycaps and font features
paragraph numbering

correct use of reference

specific sign off clauses
appropriate use of letterhead

use of document footers

list of enclosures

The precedent bank may be:

in-house

external

on-line

stored pre-printed forms

Precedents relevant to the particular area of law
may include:

letter confirming client's instructions and rights
court documents
standard letters
agreements
leases
mortgages
contracts
transfer of shares
wills

a firm's templates
extradition
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Documents may be dispatched via:

fax

post

email

courier
hand delivery
pick up by client

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events and over a period
of time to ensure that situational variables are consistently met e.g. dealing with different clients and/or
client matters, creating a range of documents for various legal matters.

(1) Critical Aspects of Evidence

it is essential that the practical implications of the relevant legislation in regard to own
behaviour, legal practitioner behaviour and client rights are understood and applied

key personnel/sections of a firm and their functions are accurately referred to, in all
administrative tasks, written information and in responding to enquiries

a firm's policies and procedures are understood and followed

work is undertaken within specified court deadlines

correct usage of different types of documents/forms is demonstrated

the purpose of different types of documents/forms can be articulated

selects and uses grammatical structures and vocabulary appropriate to the purpose of the
document/form

varies written and spoken language to meet requirements of audience and purpose

reads and interprets client's file to select appropriate information for inclusion in
document/form

documents/forms produced are correct

format requirements are correct

relevant enclosures are prepared and attached in the correct manner

documents/forms are correctly prepared for lodgement or delivery

where instructing others to carry out work, instructions provided are clear and provide
sufficient background information and adequate explanations is given

clients or co-workers questions can be answered or are referred to a relevant person where
knowledge gap or legal limitation exists

timelines set are realistic and take into account processing time

correct processes, as designated by supplier, are followed for the lodgement and receipt of
documents

all action is recorded in the file notes

time spent is recorded against the appropriate file for invoicing purposes as per firm's policies

and procedures
purpose of certificates can be explained
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Critical Aspects of Evidence (Cont’d)

o all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviors, privacy,
non-discriminatory practice, conflict of interests and compliance with reasonable direction as
specified by the relevant state legislation

o where gaps in own knowledge become evident, independent research is pursued and legal
practitioner is consulted to verify knowledge or assist with research

e legal terminology is used appropriately and can be explained clearly to persons without
knowledge of such terms

(2) Pre-requisite Relationship of Units
e Nil

(3) Underpinning Knowledge and Skills

Knowledge Skills

Knowledge of: The ability to:

e evidence of current knowledge of the e literacy: read and interpret
Legal Professions Act, The Judiciary documents/forms; select and apply the
Act with regard to scope of legal procedures and strategies needed to
practitioner and own responsibilities perform a range of tasks, e.g. legal
and obligations to client, dealing with forms and enclosures; follow
monies, documentation requirements sequenced written instructions; use
and confidentiality, security and privacy appropriate legal terminology and
issues sentence structures; display

e legal terminology in conversation, awareness of purpose and context of
discussions and documents documents

e relevant legal process and ¢ proofreading: check for accuracy
documentation e research: identify gaps in knowledge

e application of a firm's policies and and search and assemble relevant
procedures required in the full range of information
tasks covered e communication: listens and questions

e authorised 'signing parties' to clarify information; explains legal

terminology to others; modifies
language to meet audience
requirements; consults where
necessary with team members and
clients

e organizational: undertakes concurrent
tasks

e numeracy: works within timelines; uses
a combination of oral and written
mathematical and general language for
the record keeping process

e use of electronic mail and Internet

e use of firm's word processing and
document management systems
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(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

appropriate legislation and regulations relevant to common legal matters

workplace manuals and reference materials such as company policy, procedural manuals
and checklists

list of relevant sources of certificates and sample application forms

background information on courts, their jurisdiction and behavioral requirements
appropriate technology such as computers with relevant software

appropriate texts and access to person's with expert knowledge such as legal practitioners

(5) Method of Assessment

Evidence gathering methods may include:

demonstration
workplace performance
role-play

simulation

oral presentation
questioning

written tests

work based written tests
third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the

publishers.



LJLCORO0032A Apply general knowledge of the legal system to complete tasks

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.

e Carries out established | ¢ Manages process o Establishes principles and
processes e Selects the criteria for procedures

o Makes judgement of the evaluation process o Evaluates and reshapes process
quality using given e Establishes criteria for
criteria evaluation

Collect, analyse and organise information Level 1

Communicate ideas and information Level 1

Plan and organise activities Level 1

Work with others and in team Level 1

Use mathematical ideas and techniques Level 1

Solve problems Level 1

Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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legal environment
LJLCORO0042A: Apply the principles of confidentiality and security

within the legal environment

Competency Descriptor:

This Unit covers the use of ethical behaviour when dealing with sensitive

and confidential information in a legal environment. It is essential that
these principles are followed and that they inform all aspects of work in a

legal office.

Competency Field: Para-legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Work within accepted codes of 1.1
conduct

1.2

1.3

1.4

1.5

1.6

1.7

2. Follow confidentiality procedures 2.1

2.2

2.3

24

Work is reviewed and approved by the legal practitioner
who delegated the task/s.

Paperwork is kept up to date and reports on the progress of
matter/s are forwarded to clients regularly according to
instructions and relevant legislation.

Contact with the opposing party in legal disputes occurs
only under the specific direction of the legal practitioner
responsible for the matter.

Conflict of interest or potential conflict of interest in a legal
matter is promptly communicated to the legal practitioner
responsible for the matter.

Clients and fellow workers are treated with respect.

Care is taken to behave with honesty and integrity at all
times.

Trust account monies are directed to legal practitioner for
receipt.

Information is assessed with regard to what is and what is
not disclosable.

Discretion and judgement are used in all communications.

Client-related matters are discussed only within the
confines of the practice and with appropriate personnel.

Client-related matters are discussed only within the
confines of the practice and with appropriate personnel.
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3. Follow security procedures 3.1  File related information is stored and secured appropriately.

3.2 Discussions relating to client matters are held in a private
location.

3.3 All documents/exhibits relating to a file are locked away
securely after use according to a firm's policies and
procedures.

3.4 All materials required by legislation to be stored for certain
periods of time are clearly labelled and stored securely
according to a firm's policies and procedures.

RANGE STATEMENT

Conflict of interest may exist where:

e alegal practitioner or support person
has a personal, financial or other interest
in a case

e alegal practitioner or support person is a
witness in a case

e alaw firm, legal practitioner or support
person some time in the past represented a
client who is now on the other side in
another case

e alegal practitioner and client are in
business together

e alegal practitioner simultaneously represents
two clients whose interests are adverse to one
another

o the legal stance of one client is detrimental to
the business activities of another client

Codes of conduct may include:

maintaining confidentiality

duty of care

ethical behaviours

privacy

non-discriminatory practice

conflict of interest

use of company property
compliance with reasonable direction
receiving and dispersing monies

Non-disclosable information may include:

names of clients, witnesses or staff
addresses of clients, withesses or staff
telephone numbers of clients, witnesses or staff
information relating to a client's legal matter
firm's client database

witness statements

exhibits

trust account information

whereabouts of client/withesses

financial information

details about the firm itself

passwords or security procedures

nature of client's legal matter

fact that the client has consulted the firm

Electronically stored information may be:

on-line (e-mail or web)

on computer hard-drive or floppy disk
on voice mail

on audio-cassette
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legal environment

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, dealing with
different issues and client matters, and over a period of time to ensure that situational variables are
consistently achieved.

(1)

()

()

Critical Aspects of Evidence

evidence of knowledge of the relevant Code of Conduct and Legal Practice Act, The Judicial
Act

where the level of confidentiality required in a situation is unclear, clarification is sought from
the appropriate person before any information is divulged

the legal context of conflict of interest is understood

a firm's security procedures are understood and followed

electronic and paper-based confidential information are handled according to a firm's policies
and procedures

file-related matters stored electronically are secured when the operator is absent

breaches of confidentiality, security and conduct (own and others) can be identified and
standard resolutions to these breaches can be explained

assistance and advice is provided to co-workers where appropriate

evidence of knowledge of own scope of responsibility and roles and responsibilities of
relevant others

Pre-requisite Relationship of Units

Nil

Underpinning Knowledge and Skills

Knowledge Skills
Knowledge of: The ability to:

policies and procedures relating to legislation
e.g. privacy legislation

context of legal conflict of interest

legal terminology

roles and responsibilities of internal and
relevant external individuals/authorities
applying judgement in terms of identifying
potential conflict of interest

clear sequenced instructions

strategies to confirm, repair or clarify
understanding of terms and context

the firm's honesty and integrity policy
statutory regulations concerning security of
records and keeping clients up to date on file
matter/s

interpret and classifies information
apply judgement in terms of identifying
potential conflict of interest

listen to clear sequenced instructions
use strategies to confirm, repair or
clarify understanding of terms and
context

abide by the firm's honesty and integrity
comply with statutory regulations
concerning security of records and
keeping clients up to date

on file matter/s
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(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e appropriate legislation and regulations relevant to codes of conduct

o workplace manuals and reference materials such as company policy, procedural manuals
and checklists

e appropriate technology such as computers with relevant software

(5) Method of Assessment
Evidence gathering methods may include:

demonstration
questioning

workplace performance
simulation

role-play
projects/assignments
third party reports

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of simulated work environment

Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).
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LJLCORO0042A Apply the principles of confidentiality and security within the
legal environment

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.

e Carries out established | ¢ Manages process o Establishes principles and
processes e Selects the criteria for procedures

o Makes judgement of the evaluation process e Evaluates and reshapes process
quality using given e Establishes criteria for evaluation
criteria

Collect, analyse and organise information Level 2

Communicate ideas and information Level 1

Plan and organise activities Level 1

Work with others and in team Level 2

Use mathematical ideas and techniques Level 1

Solve problems Level 2

Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LIJLCORO142A: Coordinate own work schedule with that of others to achieve
agreed team/section goals

LJLCORO0142A: Coordinate own work schedule with that of others to
achieve agreed team/section goals

Competency Descriptor: This unit covers negotiating work schedules to coordinate with the work
team and to achieve team tasks within timelines.

Competency Field:  Para-Legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Develop own work schedule to 1.1 Team goals are clarified and agreed upon by the team.
achieve team goals

1.2 Work schedule is negotiated and agreed upon with
nominated officer and team.

1.3 Timelines for achievement of priorities are determined.

2. Coordinate own work schedule 2.1 Others' priorities are established in discussion.
with others

2.2 Timelines for achievement of priorities are determined.
2.3 Individual tasks are prioritised in discussion with others.

2.4 Tasks and priorities are reviewed with a change of
instruction from a nominated officer.

2.5 Tasks are completed within designated timelines.

RANGE STATEMENT

Enterprise's policies and procedures may Team/section goals may include:
relate to:
¢ identifying enterprise goals
e team meetings e overall goals
e reporting arrangements e specific goals
e project timelines e refining and/or improving existing team goals
e goal setting e seeking new goals
e business plans
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LJLCORO0142A:

Coordinate own work schedule with that of others to achieve

agreed team/section goals

Clarification may include:

e seeking and incorporating a contribution
from each team member

e recognising and understanding each team
member's skills and capabilities

e group discussion of the team's objectives
and desired outcomes

Negotiation and agreement may include:

e recognition of each team member's capabilities
and skills

e trading off certain tasks and/or responsibilities
for others

e aformal or informal consultation process

The team may include:

e a group of two or more people within the
office

e a group of people from different departments
within the organisation

e internal/external clients

e formal/informal structure

Others' priorities may include:

external clients' requirements
internal clients' requirements
enterprise goals and objectives
team member commitments

Work schedule may include:

e daily tasks and responsibilities
e extra tasks or skills that may need to be
accomplished to achieve team goals

The nominated officer may include:

e supervisor
e team leader
e manager

Timelines may relate to:

deadlines agreed with supervisor
deadlines agreed with team

deadlines determined by client

formal or informal agreements

group or individual processes

wall charts, whiteboard planners, electronic
calendars and diaries

Discussion may include:

o formal meetings
e informal conversations
e electronic mail, telephone or interoffice memo
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LIJLCORO142A: Coordinate own work schedule with that of others to achieve
agreed team/section goals

Prioritising may involve: Resources required to complete tasks may include:
e structuring and sorting work tasks as e adiary, whiteboard planner, wall calendar or
o effectively as possible electronic planning system
¢ understanding which tasks tend to be deferred e an up-to-date filing system
over others o time
e delegating responsibility when appropriate e people
e scheduling work priorities on a daily and/or e money
weekly basis e equipment
o utilising resources (e.g. action planning e stationery

worksheets, monthly/weekly planners, daily
time logs)

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, e.g. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently
achieved.

(1) Critical Aspects of Evidence

team's overall and specific goals are clarified and consensual

team work schedule is developed and individual tasks are allocated

tasks in individual work schedules reflect and support team goals

responsibilities involved in being part of a team are understood

own work schedule is subject to ongoing review and re-organisation in consultation with a
supervisor or team members when necessary

realistic timelines for tasks are regularly set and achieved

a range of planning tools and methods are understood and demonstrated

work priorities are understood and competing demands are negotiated when necessary
the individual is able to consistently monitor the quality of own work performance

any difficulties in completing tasks and/or achieving designated timelines are reported to
designated person if necessary

(2) Pre-requisite Relationship of Units

e Nil
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LIJLCORO142A: Coordinate own work schedule with that of others to achieve
agreed team/section goals

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e team goals and priorities
o the interdependence between individual tasks and team goals
e planning resources needed to achieve tasks and goals

Skills
The ability to:

literacy: reads and understands an enterprise's goals and procedures; extracts and interprets

tasks from a list; formulates a list of agenda items to be completed; reads items produced by

others and questions to clarify meaning; writes short reports for a specified purpose; writes

short formal letters outlining instructions for a particular routine task

e problem-solving: adapts prior experience and examples in the selection of appropriate and
efficient methods of solution; draws on personal experience, prior knowledge and
mathematical knowledge within context to make predictions

e communication: canvasses a group of people for issues and views; participates in a small
group discussion to negotiate tasks and solve problems; listens to and notes individual
preferences regarding arrangements for group activity; clarifies defined purposes and
objectives to be achieved by working with others; coordinates own work schedule with others
in the team

e self-management: prioritises work tasks

¢ time-management: achieves work tasks within designated timelines

e self-assessment: monitors the quality of own work performance

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

wall planning chart
office procedures manual
examples of work plans developed in the enterprise

o reference materials, such as team organisational charts and planner
e resources required in order to complete tasks
e planning tools

e business plan

e team/section work schedule

e own position description

o list of tasks

e diary

[ ]

[ ]

[ ]
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LIJLCORO142A: Coordinate own work schedule with that of others to achieve
agreed team/section goals

(5) Method of Assessment

Evidence gathering methods may include:

demonstration

questioning

workplace performance

role-play

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).
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LIJLCORO142A: Coordinate own work schedule with that of others to achieve
agreed team/section goals

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
e Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 3
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 1
Solve problems Level 2
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO5S71A

Take dictation to produce a text

LJLPALO5S71A: Take dictation to produce a text

Competency Descriptor:

This unit covers taking notes (shorthand or longhand) from a dictated
source and then producing an accurate text from the notes.

Competency Field:  Para-Legal

ELEMENT OF COMPETENCY

1. Take dictation

2. Transcribe dictated notes

RANGE STATEMENT

PERFORMANCE CRITERIA

1.1

1.2

1.3

2.1

22

23

Reflecting intended meaning of the dictated

source may include:

accuracy of notes/transcription
clarity of audio tape

Designated degree of accuracy may include:

e correct usage of technical vocabulary

e specified speed and accuracy

e keeping up with pace of dictation

Shorthand notes, longhand notes, or transcriptions from an
audio tape that reflect the intended meaning of the dictated
source are recorded.

Notes are recorded to the designated degree of accuracy.

Notes are self-checked for accuracy.

Legible script that reflects the intended meaning of the
original dictation is produced.

Text is produced within designated timelines.

Final text is self-checked for accuracy.

Dictation source may include:

dictaphone
audiotape
face to face direction

checking correlation between source and notes
clarifying intended meaning with original source
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LJLPALO5S71A

Take dictation to produce a text

Self-checking for accuracy may include:

replay tape

reading over notes or transcriptions
clarifying queries if necessary
spelling

punctuation

grammar

syntax

paragraphing

Legible script may include:

readable
understandable
clear

correct

Designated timelines may include:

Intended meaning of original dictation may include:

e accuracy of text produced from notes taken
e clarity of expression

deadline agreed with supervisor/colleague/person requiring text
enterprise deadline (e.g. meeting minutes/agenda)

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently
achieved.
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LJLPALOS71A Take dictation to produce a text

(1) Critical Aspects of Evidence

e shorthand symbols are correctly identified and understood

shorthand outlines are written clearly and correctly using the rules applicable to nominated
shorthand system

correct short forms of the shorthand system are used

correct punctuation signs of the shorthand system are used

shorthand is read from shorthand outlines

longhand is legible

shorthand and longhand notes reflect intended meaning of the dictated source

audio tape is transcribed and transcription reflects intended meaning

the speed and the accuracy of taking dictation are performed to enterprise standards
notes are self-checked for accuracy and points are clarified if necessary

legible script of dictation is produced which conveys intended meaning of original dictation
final text is self-checked and spelling, punctuation and grammar are correct

final text is presented to appropriate person for approval

amendments made if necessary

(2) Pre-requisite Relationship of Units
e Nil
(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

shorthand methods

functions of relevant software applications

functions of tape recorder and/or dictaphone equipment
protocols

Skills
The ability to:

shorthand

notetaking

dictaphone

literacy: drafts simple correspondence following enterprise policies and procedures; varies

written communication to meet the requirements of the work context, the intended audience

and the purpose of the communication; displays ability to predict context; interpret intonation

and stress; sequences writing with attention to organising principles of time, importance or

other workplace relevant system; spells with accuracy; uses grammar and punctuation

effectively as an aid to understanding; ability to synthesise information; use abbreviations and

acronyms.

¢ communication: follows routine verbal instructions comprising defined steps; questions to
clarify and elicit information; asks for repetition when listening

e proofreading: proofreading and editing own writing
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LJLPALOS71A Take dictation to produce a text

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e workplace reference materials including shorthand manuals

e computer equipment including relevant software

e tape recorder including audio tapes

e Dictaphone equipment

(5) Method of Assessment

Evidence gathering methods may include:

demonstration

questioning

workplace performance

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times)
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LJLPALO5S71A

Take dictation to produce a text

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process e Establishes principles and procedures
processes e Selects the criteria for o Evaluates and reshapes process
e Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 1
Communicate ideas and information Level 1
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the

publishers.



LJLPALOOS3A Arrange documents and list exhibits for litigation support
LJLPALO0OS3A: Arrange documents and list exhibits for litigation
support
Competency Descriptor: This Unit covers arranging documents and listing exhibits to provide

support to litigators in the preparation of case materials.

Competency Field:  Para-legal

ELEMENT OF COMPETENCY

1. Arrange documents in specified
order

2. Organise self or other to enter
document order on firm's record
system

3. Prepare exhibits for court

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

1.5

2.1

2.2

3.1

3.2

3.3

Needs identified by the instructing legal practitioners are
clarified and mutual expectations are agreed and acted
upon.

Self or other is organised to collect and collate documents.
Documents not relevant to matter are removed.

Court requirements are identified and self or other is
organised to check and prepare documents to meet these
requirements.

Review of document is arranged with legal practitioner.
All collated documents are recorded, as they appear in
order on a firm's record system.

Records system is self-checked against ordered
documents to ensure accuracy of record.

Court exhibits requirements are identified.

Meeting is arranged with instructing legal practitioner to
determine exhibit presentation.

Self or other is organised to prepare exhibits and relevant
documentation.
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LJLPALOOS3A

Arrange documents and list exhibits for litigation support

RANGE STATEMENT

Documents and/or exhibits may include:

witness statements

affidavits

pleading documents

briefs

expert reports

writs

photographs

videos

artifacts

letters

medical reports

clinical reports

hospital discharge summaries
writ of summons

plaintiff's statement of claims
defendant's statement of claims
further and better particulars
indictments

forensic report

bail bond

The designated manner for documents meeting the
court's requirement may include:

correct margins and spacing

dual column

backsheet layout

coversheet layout

folding of documents

a firm's details typed in the appropriate
manner, in the appropriate location

A firm's details may include:

name of firm

postal address
telephone number
solicitor's reference

Documents may be checked for:

the correct number of copies
signatures, where necessary

relevant attachments

meeting the court's requirements
file/matter numbers where appropriate

A firm's records system may be:

paper based
electronic

A firm's policies and procedures may include:

privacy/security/confidentiality procedures
time recording procedures

photocopying expenses

verifying and authorising information
recording information

Documents may be arranged:

e chronologically
e alphabetically
e in order of legal process to be undertaken
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LJLPALOOS3A Arrange documents and list exhibits for litigation support

Non-disclosable information may include: The procedure for arranging exhibits may vary
according to:

o fees

e addresses e Type and size of exhibits

e names e attaching an affidavit

e dates e organising in containers

o afirm's other clients

e legal history of client

e personal history of client

e health status

The area of law may include: Legislative requirements may relate to:

e commercial law e relevant Statutory legislation

e corporate law e governing Legal Professions Acts in Jamaica

e criminal law e the client and a firm (e.g. Consumer Credit

o family law Code, Privacy Act, secrecy laws, Codes of

e industrial relations/employment law Practice, common law and Statutory Duties of

e property law Care involving financial relationships)

e taxlaw the area of law

e litigation Freedom of Information legislation

e wills and probate schedule of fees and duties payable

litigation documents
court document procedures
rules of the relevant court

*These are nine common areas of law.
The area of law is not restricted to this list; other
areas of law may be applicable.

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, e.g. dealing with
litigious circumstances, and over a period of time to ensure that situational variables are consistently
achieved.

(1) Critical Aspects of Evidence

e understanding of scope of own responsibility and that of others involved in the matter is
demonstrated

e knowledge of the purpose of documents and exhibits is demonstrated

e knowledge if the area of law and the related legal process involved in the matter is
demonstrated

¢ knowledge of the type of difficulties that may arise and standard resolutions are
demonstrated

e instructing legal practitioner is kept up to date with activities, actions and outcomes

e relevant documents and exhibits are included

e documents are checked to ensure the correct numbers of copies, signatures (where
necessary) relevant attachments (numbered and stamped where appropriate) and a
complete table of contents

e documents and exhibits are delivered to instructing legal practitioner within agreed timelines
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LJLPALOOS3A Arrange documents and list exhibits for litigation support

Critical Aspects of Evidence (Cont’d)

when instructing others, instructions are clear with adequate explanation to allow the task/s to

be completed

when instructing others, supervision is provided throughout the task in relation to:

e providing advice and assistance with problems

e ensuring that deadlines are met

e ensuring that documents, exhibits and exhibit lists are collected and collated correctly
without loss of integrity

e ensuring that documentation is complete and correct

e ensuring that confidentiality and security of information is maintained throughout

file/matter number is recorded on copies of documents according to a firm's policies and

procedures

a firm's confidentiality and security polices and procedures are understood and adhered to

exhibit listing is prepared such that exhibit list corresponds exactly with exhibits

exhibits are numbered and reference number is attached in the top left-hand corner to

appropriate document

exhibit listing is cross-referenced with exhibits for accuracy

integrity, security and confidentiality of documents is maintained

any photocopying undertaken is recorded for purposes of client invoicing

record of time is processed for client invoicing purposes

all work is conducted within accepted codes of conduct including those relating to:

maintaining confidentiality, use of company property, duty of care, ethical behaviours,

privacy, non-discriminatory practice, conflict of interests and compliance with reasonable

direction

(2) Pre-requisite Relationship of Units

Nil

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

court document presentation requirements

sequence of litigation process

authorised 'signing parties

security, confidentiality and privacy

legal terminology in relation to litigation and the area of law

application of a firm's policies and procedures required in the full range of tasks covered
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LJLPALOOS3A Arrange documents and list exhibits for litigation support

Skills
The ability to apply:

literacy: follows complex legal procedures; understands and prepares complex legal

documents according to legal protocol

e research: gathers necessary information from external sources; identifies and evaluates
status of information

e problem solving: proofs for accuracy

e communication: communicates ideas; follows and interprets oral instructions; participates
effectively in spoken interactions by using strategies to confirm, clarify or repair
understanding; provides clear and specific instructions about information required; consults
and meets with clients; records meeting objectives

e numeracy: collates documents; record/file keeping

-time management: allows sufficient time to prepare for and conduct meetings

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e appropriate legislation and regulations relevant to preparing court documents

o workplace manuals and reference materials such as legal dictionary, company policy,
procedural manuals and checklists

e appropriate technology such as computers with relevant software and photocopiers

(5) Method of Assessment
Evidence gathering methods may include:

demonstration
questioning

workplace performance
simulation
projects/assignments
third party reports

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

o flexible delivery methods used by training providers to cater for distance education students
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LJLPALOOS3A Arrange documents and list exhibits for litigation support

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
¢ Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO383A

Obtain information from a client

LJLPALO383A: Obtain information from a client

Competency Descriptor:

This unit covers preparing for and collecting information from a client,
recording this information and updating the client's file accordingly,
under the instruction of a qualified legal practitioner.

Competency Field: Para-Legal

ELEMENT OF COMPETENCY

1. Prepare relevant background
material

2. Arrange for exchange of
information

3. Obtain information from client

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

2.1

22

3.1

3.2

3.3

34

Nature of client needs and client matter is discussed and
clarified with instructing legal practitioner.

If client has had previous dealings with the firm, relevant
information is reviewed and analysed.

If first dealing with client, client file is opened according to a
firm's policies and procedures.

Meeting is arranged with instructing legal practitioner to
discuss approach to matter and relevant interview
questions if applicable.

Self or other is organised to contact client according to a
firm's policies and procedures.

Additional assistance from support staff is arranged for
contact.

Legal limits to own responsibility are outlined clearly to
client.

Purpose of contact is explained to client and mutual
expectations are established.

Relevant legislation and associated legal process is clearly
explained to client.

Planned questions are asked of client.
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LJLPALO383A Obtain information from a client
3.5 Self or other is organised to record client information.
3.6 Transcript of interview and synopsis of information
gathered is presented to client for verification.
3.7 Client authorisation is obtained, where appropriate.
4. Conduct meeting follow-up 4.1 Debriefing meeting is arranged with instructing legal

practitioner to discuss meeting outcomes.

4.2 Additional activities agreed upon in debriefing meeting are
planned and implemented.

RANGE STATEMENT

Relevant background material and additional
information may include:

e current file

e relevant legislation and regulations

e previous dealings with client or relevant third
party

A firm's policies and procedures may include:

assigning the file matter number
determining the costing mechanism
performing conflict of interest check
verifying appointments

arranging meeting rooms
re-scheduling appointments

Contact may include:

interview

telephone interview

interview through an interpreter or other
support person

letter

Method of obtaining information:

in writing

in person
verbal

via third party
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LJLPALO383A

Obtain information from a client

Appropriate questioning technique may relate to:

e state of presentation of client
e sensitivity of the matter
e cultural background of the client

The area of law may include*:

commercial law
corporate law
criminal law
family law

Risk management issues may include:

conflict of interest

security and access to files
disclosable information

industrial relations /employment law
property law

tax law

Legislative requirements may relate to:

e the client and the firm (e.g. Consumer Credit
Code, Privacy Act, secrecy laws, Codes of
Practice)

e schedules of fees and duties payable

o client solicitor privilege

State of presentation of the client may include:

e cooperative

e emotional

e defensive

e non-communicative

e non-English speaking

e communication issues

o effected by disability, e.g. hearing impaired,
speech impaired

o litigation

e wills and probate

e *These are nine common areas of law. The
area of law is not restricted to this list; other
areas of law may be applicable.

A firm's policies and procedures may include:

information sources

time recording procedures

initiation of files

updating files
security/confidentiality/privacy procedures
contingencies

interviewing

verifying and authorising information
recording information

manager, social worker, parole officer
e protocol for contacting clients eg. translator,
interpreter
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LJLPALO383A Obtain information from a client

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, dealing with
different clients and conducting different types of interviews and over a period of time to ensure that
situational variables are consistently achieved.

(1) Critical Aspects of Evidence

where appropriate, suggested interview questions and activities are forwarded to instructing
legal practitioner for review

interview questions are relevant and appropriate for the information requirements
arrangements and verification of client meeting is completed within agreed timelines
arrangements for interview are made taking into account any equipment needed prior, during
and after the interview

evidence of knowledge of the relevant legal process and legislative requirements
explanations to client are made clearly and sensitively

the interview is conducted efficiently and courteously

legal terminology and process can be explained in clear, simple language

instructing legal practitioner is kept up to date regarding all activities, actions and outcomes
where instructing other, instructions are clear with adequate explanation to allow the task/s to
be completed

where instructing other, supervision is provided throughout the task in relation to:

providing advice and assistance with resolving problems

ensuring that work is completed within timelines

ensuring that recording of interview is accurate

checking that interview documents are formatted and filed correctly

ensuring that confidentiality and security of information is maintained

appropriate questioning techniques are used, taking into account the client's characteristics
client's questions are answered within limits of own area of responsibility

questions outside own area of responsibility and knowledge are identified and assistance is
promptly sought, where appropriate

client questions within range of responsibility are answered satisfactorily and questions
outside own range of responsibility are referred to instructing legal practitioner for immediate
resolution

client information is obtained within agreed timelines using appropriate method

interview is carried out sensitively and non-disclosable information not disclosed

all activities, actions and outcomes are documented and time is recorded

file notes are kept up to date

all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality and security of information, use of company property, duty of care,
ethical behaviours, non-discriminatory practice, conflict of interests and compliance with
reasonable direction
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LJLPALO383A Obtain information from a client

(2) Pre-requisite Relationship of Units
e Nil
(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

relevant legal process

time recording procedures

complexity of the matter at hand

security, confidentiality and privacy

legal terminology relevant to the matter

appropriate questions and questioning technique

range of responsibility in relation to the matter

application of a firm's policies and procedures required in the full range of tasks covered
a firm's invoicing procedures

Skills
The ability to:

e literacy: reads and interprets intricate legal procedures and texts; identifies and selects
relevant information; prepares brief and debrief; makes notes from spoken and written texts,
and revises to enhance meaning and effectiveness

e research and analysis: analyses a complex legal procedural text; assembles and critically
evaluates evidence

o follows and provides clear written and oral sequenced instructions

e communication: participates in sustained and complex transactions; clarifies and elicits
relevant information; adjusts questioning techniques to respond to client

e numeracy: keeps accurate records/files

e contingency planning

e interviewing skills

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in

the work environment and required to allow the job or task to be properly performed. These may

include:

e appropriate legislation and regulations relevant to assisting clients

o workplace manuals and reference materials such as company policy, procedural manuals
and checklists
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(5) Method of Assessment
Evidence gathering methods may include:

e observation of performance
e questioning
e discussion

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.

e Carries out established | ¢ Manages process e Establishes principles and
processes e Selects the criteria for procedures

¢ Makes judgement of the evaluation process e Evaluates and reshapes process
quality using given e Establishes criteria for evaluation
criteria

Collect, analyse and organise information Level 2

Communicate ideas and information Level 3

Plan and organise activities Level 3

Work with others and in team Level 2

Use mathematical ideas and techniques Level 1

Solve problems Level 2

Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO183A: Design and develop documents, reports and
worksheets

Competency Descriptor: o S : : o :
This Unit covers identifying ways in which existing document production

processes can be made more efficient while maintaining high standards in
appearance and presentation. Competency is achieved in this unit when
word processing and one other software application have been achieved.

Competency Field: Para-Legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Identify document requirements 1.1 Enterprise requirements for information entry, storage,
output and quality of presentation are identified from the
nominated person.

1.2 Enhancements to document production processes are
identified.

2. Design and enhance document 2.1 Document design is appropriate for the efficient entry of
formats information.

2.2 Document desigh maximises the appearance and
presentation of the document.

2.3 The range of functions incorporated into the document
design reflects the nominated requirements of the
enterprise.

RANGE STATEMENT

Enterprise requirements may include: Nominated person may include:

guidelines for document design and production e paralegal

document style manual e direct supervisor
templates o office manager
information entry speed requirements e publications manager
colour printing e marketing manager
preparation of bundle

logical organisation of information

easy access to and retrieval of information

information presented appropriately

format (margins, fonts)
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Design and develop documents, reports and worksheets

Document production processes may include:

e choosing appropriate software application

e structure of document

printing options (e.g. colour, colour copying,
outsourcing)

binding

format of document

following enterprise procedures and policies
following specific production directions

Maximising the appearance and presentation of
the document may include:

inserting symbols

using coloured text

adding borders or shading
enhancing text

incorporating graphics and pictures
using tables and charts

adding headers and footers

EVIDENCE GUIDE

Types of documents may include:

letter, memo and fax
briefing paper
database

financial report
table

questionnaire

flyer

spreadsheet

chart

The range of functions incorporated into document
design may include:

formatting

text layout

importing graphics, charts, tables
using formulae

linking documents

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently

achieved.

(1) Critical Aspects of Evidence

e purpose of document and audience requirements are clarified and understood

e enterprise policies and procedures regarding the entry, storage, output and quality of
presentation are identified with the nominated person

e the appropriate software applications are selected

e document production process meets document and enterprise requirements

e arange of formatting features which enhance the presentation and readability of the

document are identified and used

the document design allows information to be entered efficiently
the range of functions incorporated into the document appropriately reflect the nominated

requirements of the enterprise

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the

publishers.
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()

()

(4)

()

Pre-requisite Relationship of Units

e Nil

Underpinning Knowledge and Skills

Knowledge
Knowledge of:

¢ range of functions of computer software
o the impact of formatting on presentation and readability
e enterprise document production and design process

Skills
The ability to:

literacy: follow and understand the firm's procedures; use basic models to produce a range of

correspondence; use page layout to support text structure; complete a range of formatted

texts

e proofreading and editing: check own work and reread for accuracy against original

e communication: participate in informal conversations regarding computer technicalities;
question to clarify information; consult peers and supervisors where necessary to seek
enhancement to document design

e numeracy: enter data and calculations

e keyboarding and technology: complete a range of formatting skills

e problem solving: determine document design/production/ enhancements

Resource Implications

The assessor must have access to appropriate documentation and resources normally found in

the work environment and required to allow the job or task to be properly performed. These may

include:

e computer equipment including relevant software

e workplace manuals and reference materials such as computer and software user manuals,
company policy and procedural manuals

Method of Assessment

Evidence gathering methods may include:

demonstration

questioning

workplace performance

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports
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(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.

e Carries out established | ¢ Manages process o Establishes principles and
processes e Selects the criteria for procedures

e Makes judgement of the evaluation process o Evaluates and reshapes process
quality using given e Establishes criteria for evaluation.
criteria

Collect, analyse and organise information Level 1

Communicate ideas and information Level 1

Plan and organise activities Level 1

Work with others and in team Level 1

Use mathematical ideas and techniques Level 1

Solve problems Level 1

Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the
publishers.
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LJLCORO0013A: Relate to clients in a legal environment
Competency Descriptor: This Unit covers presenting information to clients under instruction.

Individuals performing this unit without a legal practice certificate are
permitted to carry out instructions but are not permitted to represent a
client at a court hearing.

Competency Field:  Para-Legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Prepare to meet with client 1.1

1.2

1.3
1.4

1.5

1.6

2. Meet with client 2.1

2.2

2.3

24

2.5

Meeting is arranged with instructing legal practitioner to
clarify uncertainties relating to client’s situation.

File is reviewed and documentation, where required, is
prepared.

Limits of own responsibility are understood and adhered to.
Background research is conducted if necessary.

Options available to client are researched and
communicated to instructing legal practitioner for approval.

Appointment is made to discuss court appearance
outcomes and options with client if necessary.

Options available are communicated to client.
Outcome, including judge's rulings on matter, costs,
penalties and damages, is explained to client in simple

language where appropriate.

Client's instruction regarding course of action are received,
understood and documented.

Client questions and queries are answered satisfactorily.
Feedback from client and instructing legal practitioner is

obtained and respective recommendations are
communicated where appropriate.
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3. Communicate client's decisionto 3.1  Client's instructions regarding course of action are
instructing legal practitioner communicated to instructing legal practitioner for comment.

3.2 Recommendations on appropriate course of action and any

follow up action are discussed with instructing legal
practitioner and implemented.

RANGE STATEMENT

Instructions may relate to: Court documentation may include:

date of court hearing

Client may be:

people with disabilities
mentally incapacitated

e pleadings e pleading

e briefs o Dbrief

o files e memoranda of law

e background to the matter e list of documents

o the client o medical report

e the opposing party e clinical report

e timelines e other reports

e the court e hospital discharge summary
e Common Law e subpoenaed documents

o Pieces of legislation e agreements

e Providing a Direction to the court e transcripts from supervisor's notes
e Providing a Mention to the court e supervisor's instructions

o the Bill of Costs e discoverable documents

[ ]

Recording mechanisms/systems may be:

plaintiff/claimant e paper-based
defendant e electronic
a child
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Relate to clients in a legal environment

Non-disclosable information may include:

medical history

psychological history

financial information

a firm's other clients

documents and information reserved for client-

solicitor privilege

e documents protected by commercial in
confidence regulations

e witness statements

e briefs to counsel

Outcomes and follow-up activities may include:

exchange of information

financial transaction

consulting experts

verbal communication with external parties
meetings with clients, opposing party and
designated person

acceptance or rejection of offers of compromise
outcomes

further out of court negotiation

initiating an appeal

failure to respond

communication with client

communication with opposing party

Uncertainties or unanticipated complexities may
include:

not understanding a point of law

missing information

incomplete information

incorrect information

a change in the opposing party's pleading
a change in the opposing party's case
lack of further instructions from designated
person

The area of law may include™:

commercial law

corporate law

criminal law

family law

industrial relations/employment law
property law

tax law

litigation

wills and probate

*These are nine common areas of law. The area of
law is not restricted to this list; other areas of law
may be applicable
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Relate to clients in a legal environment

A firm's policies and procedures may include:

contacting opposing party

contacting client

arranging meetings

accepting/making offers of compromise
drawing up costs

preparing and witnessing affidavits
availability of information

information specific to the firm
privacy/security/confidentiality procedures
contingencies

time recording procedures

interviewing

verifying and authorising information
recording information

accessing files

updating files

protocol for accommodating special client
needs, e.g. case manager, social worker,
parole officer, translator, interpreter

e office procedure manual

e information sources

Judge's ruling may include:

ruling on points of law involved in matter
party/party costs

client/solicitor costs

the magnitude of the damages awarded
jail sentence

community service order

family intervention order

custody

order for mediation/counselling

Negotiations with opposing party may include:

resolution of Judge's ruling on costs
division of property

reinstatement at place of work
employment agreement

accident damages

custodial agreement

divorce agreement

hospital fees

public apology

admission of partial negligence

Options available to the client may include:

e no further legal action

initiating an action against the opposing party
regarding a different matter

appeal against ruling

appeal against distribution of cost

appeal against damages

appeal against penalties
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EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, e.g. dealing with
different clients over a period of time to ensure that situational variables are consistently achieved.

(1)

Critical Aspects of Evidence

a firm's policies and procedures are understood and followed

unclear instructions or missing information is checked with instructing legal practitioner
roles and responsibilities of persons involved in matter are understood and adhered to
designated person is kept up-to-date with all actions activities and outcomes
documentation required at different stages of the legal process is identified, prepared and
checked

matter and associated legal implications are understood

Instructing legal practitioner's instructions are adhered to at all times, particularly in relation to:

presenting information to client

submitting requests

communicating options to client

initiating legal proceedings

negotiating with opposing party

lodging appeals

non-disclosable information is not communicated and where any doubt exists as to the
information's status it is not disclosed

different rulings, costs, penalties and damages are understood and communicated to client
and designated person in appropriate language

client's questions and queries are answered in clear and simple language

client feedback is sought where appropriate

background research is relevant and thorough and presented in an effective manner
options suggested are within client's best interests and client's budgetary capacity
meetings are conducted professionally and courteously

offers of compromise are costed accurately and according to a firm's policies and procedures,
legal requirements and client's requirements

all activities, actions and outcomes are documented on file notes and time is recorded
financial documentation is prepared on a regular basis and forwarded to client where
appropriate

file/matter number is attached to relevant documentation and such documentation is filed
appropriately

record of time is processed for client invoicing purposes

all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviours,
privacy, non-discriminatory practice, conflict of interests and compliance with reasonable
direction
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Relate to clients in a legal environment

()

()

(4)

Pre-requisite Relationship of Units

Nil

Underpinning Knowledge and Skills

Knowledge
Knowledge of:

relevant legal process

security, confidentiality and privacy
general knowledge of legal terminology
and in-depth knowledge of legal
terminology relevant to the area of law
likely court rulings

accepting and costing offers of
compromise

a firm's invoicing procedures
indemnity insurance

common law and Statutory Duties of
Care

Resource Implications

The ability to:

literacy: follow complex legal
procedures; interpret court rulings
research: prepares background
evidence and brief

communication: participates in
sustained and complex oral
transactions on legal matters; listens
and questions to clarify uncertainties
or ambiguous rulings; gives clear oral
sequenced instructions to others;
responds to client's queries
numeracy: collates documents;
accurately records documents
keyboarding

professional image and etiquette
contingency planning and
organisational skills

liaison and negotiation skills with
internal and external contacts

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

appropriate legislation and regulations relevant to assisting clients, and conducting

negotiations

-workplace manuals and reference materials such as company policy, procedural manuals,

checklists and legal dictionaries
mock or real client interaction
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Relate to clients in a legal environment

(5) Method of Assessment

Evidence gathering methods may include:

workplace performance
role-play

simulation

oral presentation

third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment
off the job assessment
placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement
use of a Practice Firm or simulated work environment
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where

there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
e Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 3
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 1
Solve problems Level 2
Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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Draft legally binding documents

LJLPALO0203A: Draft legally binding documents

Competency Descriptor:

This unit covers the drafting of a variety of legally binding documents to
meet particular legal matter requirements under the instruction of a
qualified legal practitioner.

Competency Field:  Para-legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Identify purpose of document 1.1

1.2

1.3

1.4

2. Draft document 2.1

22

23

3. Evaluate document 3.1

3.2

3.3

3.4

Client file is reviewed and client needs are identified.

Meeting is arranged with the instructing legal practitioner to
discuss document requirements and future actions.

Client is contacted and scope of own responsibility,
document implications and its uses are clearly explained to
client.

Existing precedents are reviewed as a basis for drafting
new document.

Research is carried out to ensure compliance with relevant
legislation and/or regulations.

Self-education is arranged with firm and pursued when
necessary.

Document is drafted to comply with legal requirements and
client needs.

Draft document is self-checked to ensure it meets the
client's needs, particular legal requirements and includes
relevant legislative exerts.

Any gaps or deficiencies are rectified.
Meeting is arranged with instructing legal practitioner to
review document and file and any suggestions or

amendments are implemented.

Amended document is forwarded to instructing legal
practitioner to facilitate signing off process.
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LJLPALO0203A Draft legally binding documents
4, Forward document to client 4.1 Document is forwarded to client for approval.

4.2 Client's amendments are forwarded to instructing legal
practitioner and integrated as directed by instructing legal
practitioner.

4.3 Signatures are obtained, witnessed and dated as required

RANGE STATEMENT

Candidates must demonstrate competency in at
least six (6) of the following.

Documents may include:

letters

dictatyped note drafted

leases

mortgage

contracts

transfer of shares

wills

conveyancing documents
agreements

memoranda of law

briefs

pleadings (plaints, affidavits, petitions,
particulars of claims)

caveats

e probate

e those relating to business formation and
operations

The precedent bank may be:

in-house

external

on-line

stored pre-printed forms

and appropriate follow-up action is undertaken.

Clients may include:

a small business
individual

large organisations
third party

insurance company
community organisation
financial institutions
international companies
police

Details pertaining to the matter may include the
following under the instruction of a qualified legal
practitioner:

e reading file notes
e reading supervisor's notes
e obtaining information from
- aclient
- arepresentative of opposing party
- an external party
- agovernment department
o firm's procedural manuals
e guidelines/checklists
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Draft legally binding documents

Legal matter may include:

settling a dispute
agreements
contracts
disputing a claim
mediated disputes
protecting rights
initiating litigation
trademarks

bail application
taking statements

Precedent documents may be relevant to the
following areas of law:

commercial law

corporate law

criminal law

family law

industrial relations/employment law
property law

tax law

litigation

wills and probate

*These are nine common areas of law. The area of

law is not restricted to this list; other areas of law
may be applicable.

Range of new legally binding document may
include:

single purpose documents

multi-purpose document

document links with existing precedents
document provides limited options for inserting
individual clauses

Format requirements may include:

prepare bundles

letter layout

court document

contract layout

will

correct margins

correct spacing

dual column system
presence/absence of a backup sheet
presence/absence of a cover sheet
placing of headings

usage of keycaps and font features

table of contents

paragraph numbering
correct use of referencing
specific sign off clauses
appropriate use of letterhead
use of document footers

list of enclosures

spaces for signature and date of:
- client

- witness/s

- other party/s
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Draft legally binding documents

Relevant sources of information may include:

clients

files

documents

other staff or legal personnel
database

government departments
libraries

on-line information services

a firm's policies and procedures
relevant legislation

Deficiencies may include:

A firm's policies and procedures may include:

inappropriate language

inaccurate terms

ambiguity

inappropriate legislation

incorrect interpretation of legislation
grammar

spelling

missing words

information sources
time recording procedures

security/confidentiality/privacy procedures

verifying and authorising information
recording information
style/layout guide

Appropriate information used in drafting the
document may include:

e standard legal phrases
e particular Acts/legislation/regulations

Following obtaining signatures on document,
appropriate follow-up action may include:

e getting document stamped

e lodging copy with a government
agency/department

forwarding a copy or the original to the client
forwarding the document to another party
processing and storing the document

on the firm's information system for:

- client records

- client's beneficiaries

- later date

Search for precedent documents may include:

e precedent document management systems
e precedent book
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EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different legally binding documents, and over a period of time to ensure that situational variables are
consistently achieved.

(1) Critical Aspects of Evidence

¢ instructing legal practitioner's instructions are followed

o format, content and range of new document is determined in consultation with instructing
legal practitioner

e client and instructing legal practitioner are kept up-to-date with progress of matter and any
questions are clearly answered

e summaries of work performed and duties payable are forwarded to client on a regular basis
and according to a firm's policies and procedures

e information is extracted and notes, summaries and/or photo-copies are made throughout the
research process

e deficiencies in draft document are rectified through further research and drafting as required

legal process, legislative requirements, purpose of document and legal terminology are

explained to client in clear and simple language

correct legal terminology is used in appropriate sections of document

precedents are adapted where appropriate

document is prepared correctly within agreed timelines

produced document is assessed to ensure that it meets the requirements of legislation, legal

matter and client needs

e problems or questions outside own area of responsibility are promptly referred to instructing
legal practitioner

¢ ancillary notes explaining document are forwarded to client where appropriate

o file/matter number is attached to all relevant documentation and relevant documentation is
filed appropriately for future reference

o all activities, actions and outcomes are documented and time is recorded

o all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviours,
privacy, non-discriminatory practice, conflict of interests and compliance with reasonable
direction

(2) Pre-requisite Relationship of Units

e Nil
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(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e various types of legally binding documents and their purposes

e security, confidentiality and privacy

¢ legal terminology

e application of a firm's policies and procedures required in the full range of tasks covered

e knowledge of statute and common law relevant to the area of law for which the document is
drafted

Skills

The ability to:

Literacy: read and interpret intricate legal documents; demonstrate well developed writing

skills; use legal vocabulary and grammatical structures to achieve precise meaning;

understand and interpret relevant legislation and regulations

e Research and analytical: interpret, select and investigate relevant information
follow and provide clear written and oral instructions; apply proofreading and editing skills

e communication: participate in sustained and complex transactions; conduct meeting with
clients to clarify issues and solve problems

e Problem solving: use developed estimation skills to check accuracy and relevance;
demonstrate flexibility and a range of interaction strategies for the purposes of maintaining
and developing relationships; exploring issues; or problem solving

e Use word processing and document management software

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e appropriate legislation and regulations relevant to assisting clients, drafting legally binding
documents and the area of law for which the document is intended

o workplace manuals and reference materials such as legal dictionary, company policy,
procedural manuals and checklists

e appropriate technology such as computers with relevant software
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Draft legally binding documents

(5) Method of Assessment

Evidence gathering methods may include:

demonstration
questioning

workplace performance
projects/assignments
written tests

skills portfolio

third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment
off the job assessment
placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where

there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process e Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
¢ Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 2
Solve problems Level 1
Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO093A: Assist with the discovery process
Competency Descriptor: This unit covers locating, preparing and collating documents involved in

discovery and arranging any necessary meetings to inspect opposing
party's discoverable documents.

Competency Field: Para-legal

ELEMENT OF COMPETENCY

1. Assist with interlocutory process

2. Collate discoverable documents

3. Deliver list and collation to
instructing legal practitioner

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

2.1

2.2

23

3.1

3.2

Meeting is arranged with instructing legal practitioner to
discuss and arrange pre-trial actions and calendar critical
dates.

Client is contacted on behalf of instructing legal practitioner
and purpose of discovery, discovery process and
associated legal obligations are explained in clear and
simple language.

In conjunction with instructing legal practitioner relevant
documents are identified and arrangements are made to
retrieve them

Non-discoverable documents are excluded
Self or other is organised to collate discoverable

documents.

Discoverable documents are checked for the following:
e documents requested are provided in full
e the correct number of copies are present
e signatures are present where necessary

Self or other is organised to prepare table of contents.
Self or other is organised to prepare lists of all documents
involved in matter according to standard legislative
procedures.

List is reviewed and amendments are made if necessary.

Final list and documents comprising Part | of first schedule
are presented to instructing legal practitioner for review.
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4. Assist with process of discovery 4.1
in relation to opposing party's

documents

Opposing party is contacted on behalf of instructing legal
practitioner to request opposing party's discoverable
documents.

4.2 Appointment is made with opposing party's solicitor for pre-
trial inspection of opposing party's list of documents and
opposing party's discoverable documents.

43

RANGE STATEMENT

Issues that need to be covered in initial meeting

include:

e timelines

If requested by instructing legal practitioner support is
provided at inspection of opposing party's discoverable
documents.

Listed documents may include:

file notes
previous dealings with client or relevant third

¢ identifying relevant documents party

e which documents are no longer in a firm's previous case histories/Common Law
possession letters

e obtaining documents from client transcripts from supervisor's notes

e obtaining documents from: agreements

e hospital opinion letters

e medical practitioner memorandums of law

o other expert original research

e which documents are privileged and which medical reports

documents are not available for inspection
how to compile the list

clinical reports
hospital discharge summaries

¢ the reasoning behind the construction of media
the list television

e background to the legal matter video

o the opposing party's case audio

¢ the court/tribunal in which the case is to be articles
heard academic

e contacting the client and information to be internet/intranet
communicated to the client newspaper

e contacting the opposing party and journal

information to be communicated to the
opposing party
e possible interrogation questions
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Non discoverable documents may include:

a client's medical history

a client's psychological history

financial information

specific to firm

specific to another firm

specific to client

file notes

instructing legal practitioner's notes

confidential statements reserved for client-

solicitor legal privilege

confidential letters solicitor/client letters

e transcripts of conversations reserved for

client-solicitor legal privilege

¢ information not permissible in court

e confidential government documents

e documents protected by commercial in
confidence legislation

e briefs to counsel

e schedule Il documents/content of non-

discoverable documents

A firm's policies and procedures may include:

liaising with opposing party

discovery procedures

using checklists

office procedure manual
security/confidentiality/privacy procedures
time recording procedures

verifying and authorising information
recording information

emergency procedures

Legal obligations may include:

e explaining process to client

¢ listing all documents involved in pleading

e listing and making available all discoverable
documents

¢ listing but withholding specific documents
from inspection

e listing all documents inspected but no
longer in a firm's possession

e maintaining confidentiality and security
procedures throughout the entire process

Support provided at discovery may include:

e attending discovery of opposing party's
documents

e attending discovery of client's documents

assisting with the inspection and interpretation of

documents
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Assist with the discovery process

Nature of the legal matter may include*;

commercial law

corporate law

criminal law

family law

industrial relations

property law

tax law

litigation

wills and probate

*these are nine common areas of law, the area
of law is not restricted to this list, other areas of
law may be applicable

Explanation to client regarding the purpose of
discovery may include:

the philosophy of discovery

legal obligations involved in discovery
which documents can be included in a court
hearing

why documents can be reserved for client-
solicitor legal privilege

Legislative requirements may relate to:

relevant Statutory legislation

governing legal practice Acts in Jamaica

the client and a firm (e.g. Client Legal privilege,
Consumer Credit Code, Privacy Act, secrecy
laws, Codes of Practice, common law and
Statutory Duties of Care involving financial
relationships)

the area of law

discovery

Freedom of Information legislation

tort, equity and Statute law

commercial in confidence

Arrangements to retrieve documents may include:

instructing support staff to retrieve documents
contacting clients and requesting documents to
be forwarded to instructing legal practitioner
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EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, e.g. dealing with
different legal matters, and over a period of time to ensure that situational variables are consistently
achieved.

(1) Critical Aspects of Evidence

¢ evidence of understanding of scope of own responsibility and others involved in the matter

e evidence of understanding of the pre-trial litigation process (including the purpose
composition of pleading documents, discovery interrogatory questions, the pre-trial
conference and the Certificate of Readiness)

e instructing legal practitioner and own diary is kept up to date and reminders are issued
pending critical dates

¢ instructing legal practitioner is kept up-to-date with all actions, activities and outcomes

e instructing legal practitioner's instructions are followed

any irregularities, uncertainties or difficulties are referred immediately to instructing legal

practitioner for resolution

concepts such as subpoena and Client-Solicitor Legal Privilege are understood

issues pertaining to confidentiality, security and discretion are comprehended and attended to

clients are kept up to date

where instructing other, instructions are clear with adequate explanation to allow the task/s to

be completed

Where instructing others, supervision is provided throughout the task in relation to:

providing advice and assistance with resolving problems

ensuring that work is completed within deadlines

ensuring that staff work at a high standard

ensuring that documents are collated and corrected correctly

checking that list and table of contents are correct

ensuring that filing requirements are fulfilled and that a copy/ies of report/correspondence is
stored appropriately

ensuring that confidentiality and security of information is maintained

interactions with opposing party are conducted efficiently and courteously

evidence of what is and is not disclosable in general and related to the case in particular
non-disclosable information is not communicated and where any doubt exists as to the
information's status it is not disclosed
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Critical Aspects of Evidence (Cont’d)

Non-disc losable information may include:

dates

addresses

names

a firm's other clients

fees

content of non-discoverable documents

all activities, actions and outcomes are documented on file notes and time is recorded

All activities and outcomes may include:

exchange of information

financial transaction

consulting experts

verbal communication with external parties

non-response

documents which cannot be located despite efforts to retrieve them

contact with representative from opposing party

contact with client

dates

dates on which own/opposing party's documents were inspected

file/matter number is attached to relevant documentation and such documentation is filed
appropriately

record of time is processed for client invoicing purposes

all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviours,
privacy, non-discriminatory practice, conflict of interests and compliance with reasonable
direction

(2) Pre-requisite Relationship of Units

Nil
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()

(4)

Underpinning Knowledge and Skills

Knowledge
Knowledge of:

purpose of discovery

steps involved in interlocutory procedure

what is and is not discoverable

conflict resolution techniques

relevant legal process

broad knowledge of general legal terminology and in depth knowledge of terminology relating
to litigation and the area of law

relevant current legislation

indemnity insurance

Skills

The ability to:

literacy: reads and interprets intricate legal procedures and texts; demonstrates well
developed writing skills; uses legal vocabulary and grammatical structures to achieve precise
meaning

research: assembles and evaluates relevant documents and evidence; decides on degree of
accuracy and identifies misleading, inaccurate or ambiguous information

provides clear written and oral sequenced instructions to instructing parties

communication: participates in sustained and complex transactions; questions to clarify
information

problem solving: chooses appropriate methods of solution; uses developed estimation skills
to check accuracy and relevance

numeracy: collate documents; accurate recording of documents, analysing and presenting
statistical data; accurate time estimation skills

conflict resolution skills

developed proofreading and editing skills

liaison and negotiation: liaises with internal and external contacts

use of technological support tools such as databases for document management

Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

appropriate legislation and regulations relevant to discovery and to assisting clients
workplace manuals and reference materials such as company policy, procedural manuals,
checklists and legal dictionaries

appropriate technology such as computers with relevant software, photocopiers
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(5) Method of Assessment

Evidence gathering methods may include:

questioning

workplace performance
simulation

oral presentation

third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment
off the job assessment
placement in an enterprise

use of a Practice Firm or simulated work environment
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where

there has been no significant change to work practice in recent times).
o flexible delivery methods used by training providers to cater for distance education students

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process e Establishes principles and procedures
processes e Selects the criteria for o Evaluates and reshapes process
o Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 3
Communicate ideas and information Level 2
Plan and organise activities Level 3
Work with others and in team Level 2
Use mathematical ideas and techniques Level 2
Solve problems Level 1
Use technology Level 3

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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Coordinate administration of team projects to achieve project goals

LJLPALO133A: Coordinate administration of team projects to achieve
project goals

Competency Descriptor:

This unit covers coordination of all administrative aspects of a project,
for example meetings, identifying key results, keeping within timelines
and winding up the project on completion.

Competency Field:  Para-Legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Coordinate project plan 1.1

1.2

1.3

2. Coordinate project administration 2.1

2.2

23

24

All administrative activities of project are identified, eg.

- planning of meetings minutes
- preparation of papers and reports.

All key administrative milestones of project are identified,
eg.

e measurement of outcomes
e contract requirements.

Tasks and resources are allocated.

Costs associated with the project are monitored and
payment of invoices is approved if appropriate.

Time frames for the achievement of various aspects of the
project are monitored and appropriate action taken as
necessary to meet deadlines.

Relevant people are kept fully informed of project progress.

Procedures for winding up a project are undertaken and
completed.
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RANGE STATEMENT

Administrative activities of project may include:

coordinating staff

ensuring tasks are carried out
communicating advice/information to team
team meetings

project plan

project documentation

financial arrangements

invoices

timelines

progress

Planning meetings may include:

using project planning software
identifying key participants

notice of meeting

confirming suitable times and dates with
participants

e scheduling venue, equipment, catering

Preparation of papers and reports may include:

e preparing and distributing an agenda

e preparing and distributing meeting reports

e preparing and distributing relevant
papers/documents

Measurement of outcomes may relate to:

project objectives

definition of project outcomes
benchmarks

standards

project monitoring process

Project may be:

internal (e.g. newsletter)

external (e.g. contracted by external client)
small

large

complex (e.g. feasibility study)

Minutes may include:

e formal minute-taking
e distributing copies of minutes to relevant
people

Key administrative milestones may relate to:

developing a work plan

use of project planning software

timelines

progress reports

achievement of key tasks/project phases
achievement of set outcomes

completion of tasks

completion of contract phases/requirements
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Contract requirements may include:

performance standards
agreed timelines

goals and objectives
names of parties bound by contract
payment issues

project description
completion requirements
timelines

staffing

dispute resolution
ownership of materials
indemnity and insurance

Allocating tasks may include:

facilitating team involvement in task
allocation

identifying tasks to be completed in order to
achieve project outcomes

arranging tasks into groups
prioritising and scheduling tasks
breaking tasks into sub-tasks
allocating responsibility

identifying team skills and skills gaps
assessing workloads

matching skills to tasks

delegating tasks

Costs may include:

budget considerations
allocated costs
capital expenditure
direct costs

fixed costs

indirect costs

labour costs

cost of materials and supplies
overhead costs
semi-variable costs
vendor costs

Allocating resources may relate to:

budget constraints

necessary documents and reference material
necessary equipment

staff

timelines

Payment of invoices may include:

seeking approval before making payments
receipts and confirmation/records of payments
obtaining signatures on cheques/signing
cheques

paying invoices on time
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Monitoring time frames may relate to:

project progress

performance

communicating with team members
coordinating team meetings
providing/seeking feedback

solving problems/issues

facilitating change to project plan

Appropriate action may include:

discussion and negotiation with team
members

being aware of factors that may affect
timelines

using 'slack time' profitably

Fully informed may include:

regular team meetings

regular correspondence

regular reporting

thorough documentation of activities

EVIDENCE GUIDE

Monitoring tools may include:

team reports
project control chart
control point chart
milestone chart
budget control chart

Relevant people may include:

e team members
e project manager/supervisor
¢ internal/external clients

Procedures for winding up project may include:

e 'signing off' on project completion/delivery of
project outcomes

e evaluation and review of project processes and
outcomes

e auditing

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently
achieved.

(1)

Critical Aspects of Evidence

project's purpose, structure and objectives are understood and communicated

enterprise policies and procedures in regard to team projects are understood and followed
a range of planning tools are used to develop the project plan

set time frames are applied to each phase/stage of the project

timelines are realistic and achievable

factors which affect time frames are recognised and considered when planning project

a range of project documents and reporting mechanisms are identified and used
meetings are planned and held regularly

reporting arrangements are established
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Critical Aspects of Evidence (Cont’d)

records of meetings are kept

financial responsibilities associated with project are understood
assistance with preparing and monitoring budget is provided
budget is monitored

contract conditions are understood and followed

timelines are met

project is wound up and audited if necessary

(2) Pre-requisite Relationship of Units
e Nil
(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e enterprise policies and procedures
e contracts

e budgets

e planning tools

Skills
The ability to:

literacy: interprets enterprise's goals for the team; writes clear and detailed instructions

organised sequentially for group members; identifies administrative activities of project

e communication: consults with team members; listens and responds constructively to the
team; listens to a range of material and processes information in a systematic way, includes
evaluative comments on how these ideas may be applied to group; defines and monitors
objectives of the project group

e problem-solving: proposes solutions from a range of possible solutions

e research: selects categories by which to organise information and assesses information for
relevance, accuracy and completion

e numeracy: forecast predictions; interprets, compares and calculates with money; uses

developed estimating skills to check calculations and outcomes

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e enterprise policies and procedures
e project planning tools
e budgets and contracts
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(5) Method of Assessment
Evidence gathering methods may include:

demonstration

questioning

workplace performance

role-play

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
¢ Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 2
Solve problems Level 2
Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO5S03A: Research, locate and provide legal and other
information in response to requests

Competency Descriptor:

This unit covers researching, locating and providing information in

response to a request so that the client's needs are met. This may involve
combining and analysing information from a number of sources before
composing a report for the client.

Competency Field: Para-Legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Receive and process a request 1.1
for information

1.2

1.3

1.4

1.5

2. Identify information source/s 2.1

22

3. Organise self or other(s) to 3.1
extract information

3.2

3.3

34

Request is documented using the appropriate recording
system.

Client's identity is confirmed and/or other party's right to
receive information is confirmed.

Client needs are clarified and relevant criteria are
established in consultation with designated person to
ensure client's needs are met.

Appropriate response methods and format are researched
and identified.

Request for information is forwarded to another person
where appropriate.

Relevant sources and locations of information are identified
and researched.

Access to identified sources is obtained.

Information relevant to the particular request is located and
extracted.

Resolutions to problems accessing information are
discussed with designated person and implemented where
appropriate.

Copy of extracted information is made in accordance with a
firm's security and confidentiality procedures.

Integrity of contents/information is maintained.
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4. Ensure information meets
request

5. Compose report/correspondence

6. Organise self or other to format

report/correspondence

7. Finalise report/correspondence

RANGE STATEMENT

Request for information to meet a client's needs

may come from:

external clients

other parties

internal staff

staff from another office
barrister

A firm's recording system may be:

e paper based
e electronic

41

4.2

5.1

5.2

5.3

6.1

6.2

71

7.2

7.3

Extracted information is analysed, evaluated and edited to
fit client's needs.

Different types of information are combined, where
appropriate, to provide a response to a request.

Report/correspondence plan and synopsis are developed.

Report/correspondence is written using clear and concise
language.

Spelling, punctuation and grammar is checked and errors
are amended.

Report/correspondence is formatted according to
requirements.

Report/correspondence is checked for accuracy and to
ensure that intended meaning of report/correspondence is
readily understood by recipient and it conforms with a firm's
policies and procedures.

Review and sign off of report/correspondence is arranged
with designated person.

Firm's information recording procedures are applied.

Report/correspondence is forwarded to client.

Designated person may include:

external client

external official

lawyer

partner

legal practice manager
supervisor
teacher/trainer
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Possible criteria may include: Appropriate response methods may include:
e matter progress report o letters
e report on costing procedures e reports
e summary of other information ¢ sending original information
e copies of various certificates e sending copies of original information
e summary of entitlements
Appropriate format may include: Integrity of contents may include:
e photocopies e order of pages
e preparation of original documents e completeness
e completion of proforma e neatness
Problems with accessing information may A firm's security and confidentiality processes may
include: relate to:
« information not being readily available Non-disclosable information and may include:
¢ information being non-disclosable
e court dates
o fees
e addresses
e legal history
e personal history
e health status
o firm's other clients
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Relevant sources of information may include:

Different types of information may include:

A firm's policies and procedures may include:

client file

closed matter file

relevant legislation

statistics

previous case histories/Common Law
non-legal reports

market research information
financial information

- specific to firm

specific to another firm
- state

federal

- international

original research

media

- television

- video

- audio

certificates
reports
legislation
entitlements
correspondence

report/correspondence format
information sources

document recording procedures
customer service protocol

security/confidentiality/privacy procedures

verifying and authorising information
recording information

protocol for accommodating special client
needs, e.g. case manager, social worker, parole

officer, translator, interpreter

Requirements for document/form may include:

articles

- academic

- on-line

- newspaper

- journal

specialist texts

letters

internal correspondence
transcripts from supervisor's notes
agreements

opinion letters
memorandums of law
briefs

pleadings

precedents

other bodies

other libraries

correct margins

correct line spacing

dual column system
presence/absence of a back sheet
presence/absence of a cover sheet
placing of headings

usage of key caps and font features
table of contents

paragraph numbering

correct use of reference

specific sign off clauses
appropriate use of letterhead

use of document footers

list of enclosures
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Requirements for delivery may include:

timelines

format (e.g. hard copy or disk copy)

number of copies

accompanying documentation

place for delivery

identification of receiving party as authorised
by client

The area of law may include*:

commercial law

corporate law

criminal law

family law

industrial relations/employment law
property law

tax law

litigation

wills and probate

These are nine common areas of law. The area of
law is not restricted to this list; other areas of law
may be applicable

Recording procedures may include:

attaching files name and matter number
storing and securing copy

ensuring client file is updated
maintaining time records

Legislative requirements may relate to:

relevant country/CCJ legislation

the client and a firm (eg. Consumer Credit
Code, Privacy Act, secrecy laws, Codes of
Practice)

the area of law

schedule of fees and duties payable
copyright and intellectual property
Freedom of Information legislation
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EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, e.g. dealing with
different research requests and client requirements, and over a period of time to ensure that situational
variables are consistently achieved.

(1) Critical Aspects of Evidence

evidence that purpose of research is understood

instructing legal practitioner is kept up to date regarding all activities, actions and outcomes

where instructing other, instructions are clear with adequate explanation to allows the task/s

to be complete

where instructing others, supervision is provided throughout the task in relation to:

- providing advice and assistance with resolving problems

- ensuring that work is completed within timelines

- ensuring that report/correspondence is formatted correctly

- ensuring that filing requirements are fulfilled and that a copy/ies of report/correspondence
is stored appropriately

non-disclosable information is not communicated and where any doubt exists as to the

information's status it is not disclosed

evidence of use of appropriate response format

plan of action is developed before commencing tasks

criteria are developed at outset to ensure research outcomes meet client needs

relevant persons are contacted and request is explained to person using clear and simple

language

location of information and access to information is determined and documented

information sources are accessed efficiently

information is copied, borrowed or applied for according to reference centre requirements

copies and original documents are not damaged or disclosed

information is collated to reflect the specific needs of the original request

information is analysed and notes/summaries of the information are recorded according to

the specific needs and criteria developed to meet the original request

file/matter number is attached to all relevant documentation

final copies of information and report/correspondence are filed according to a firm's policies

and procedures

original copy of final report is forwarded to client according to instructions and within agreed

timelines

inability to meet timelines is communicated to designated person and designated person's

instructions regarding contacting client are adhered to

time records are processed for client invoicing purposes

all work is conducted within accepted codes of conduct including those relating to:

maintaining confidentiality, use of company property, duty of care, ethical behaviours,

privacy, non-discriminatory practice, conflict of interests and compliance with reasonable

direction

evidence that party receiving the information has the right to receive such information and

where any doubt exists clarification is sought before any information is disclosed
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()

()

(4)

Pre-requisite Relationship of Units
e Nil
Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e whatis disclosable/undisclosable
¢ legal terminology in relation to the area of law and the relevant legal process
e application of a firm's policies and procedures required in the full range of tasks covered

Skills
The ability to:

literacy: follows a firm's policies and procedures; makes notes from spoken and written texts

in chosen fields of knowledge; sequences writing with attention to organising principles of

time, importance or other workplace relevant system; uses vocabulary and grammar

appropriate to register and to create nuances of meaning

e researches: elicits and sources correct information; checks and validates information with
peers/teacher/external sources; considers aspects of context, purpose and audience when
comprehending or generating texts; draws together information gathered from a range of
sources, then summarises data in a logically coherent report/brief

¢ communication: listens and questions to clarify and elicit information; participates effectively
in spoken interactions; communicates ideas, arguments and conclusions logically, clearly and
concisely in an appropriate form using appropriate vocabulary; provides clear sequenced oral
instructions to others

e problem solving: identifies gaps in information and gathers necessary information from
external sources; selects alternative methods to locate information

e proofreading and editing skills

e numeracy, records and files data; adheres to designated deadlines

Resource Implications

The assessor must have access to appropriate documentation and resources normally found in

the work environment and required to allow the job or task to be properly performed. These may

include:

e appropriate legislation and regulations relevant to assisting clients

o workplace manuals and reference materials such as legal dictionary, company policy,
procedural manuals and checklists

e appropriate technology such as computers with relevant software

e access to relevant resource collections
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(5) Method of Assessment
Evidence gathering methods may include:

workplace performance
simulation
projects/assignments
skills portfolio

third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
¢ Makes judgement of the evaluation process o Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 3
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 2
Solve problems Level 2
Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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Serve/file court documentation

LJLPALO173A: Serve/file court documentation

Competency Descriptor:

This unit covers organising court documents for delivery, planning a
schedule of delivery, delivering documents to the appropriate courts and
returning proof of document filed.

Competency Field: Para-Legal

ELEMENT OF COMPETENCY

1. Organise self or other to copy
and collate court/tribunal
documents

2. Plan court/tribunal delivery
schedule

3. Organise self or other to deliver
documents

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

2.1

22

23

3.1

3.2

3.3

Documents for the same court/s are identified.

Self or other is organised to copy and collate documents
according to court requirements and a firm's policies and
procedures.

File/matter number is attached to copies of all relevant
documents where appropriate.

Copies of all documents to be delivered are filed
appropriately.

Times of delivery are established to ensure court/tribunal
timelines are met.

Appropriate delivery method is selected.

Requisition for monies for court filing fee are prepared and
disbursement is recorded appropriately.

Documents are transported securely to court/tribunal.
Documents and if necessary monies for court filing fees are
handed over to appropriate court official.

If documents are deficient and cannot be filed, information

regarding deficiency is sought from court official and
recorded.
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Serve/file court documentation

RANGE STATEMENT

Courts and tribunals may include:

Appeal

Supreme Court
Resident Magistrate
Family

Industrial Relations
Courts of Petty Sessions
Coroner's

Commercial

Delivery method may include:

e Jamaica Postal Service
e personal service
e courier

Proof of filed documents may involve:

o affidavit of services
e receipt
e signature of court official

3.4 Proof of documents filed and any associated documents
are collected and filed appropriately.

3.5 Difficulties in filing documents are appropriately resolved.

Court requirements may include:

nature of binding

margins

front cover sheet

back cover sheet

ribbon

paper size

colour and weight of paper

Documents to be delivered may include:

witness statements
exhibits

affidavits

pleading documents
briefs

expert reports
notices

writs

wills

Appropriate court official may include:

bailiff
police
court clerk

Designated person may include:

lawyer

partner
supervisor
teacher/trainer
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A firm's policies and procedures may include:

office procedure manual

information specific to the firm
privacy/security/confidentiality procedures
contingencies

time recording procedures

verifying and authorising information
recording information

transferring monies

delivering a firm's business
emergency procedures

keeping files up to date

EVIDENCE GUIDE

This unit of competency will require evidence to be collected for a range of information requirements and
from a range of information sources and over a period of time to ensure that situational variables are
consistently achieved.

(1) Critical Aspects of Evidence

a firm's policies and procedures are understood and followed

any photocopying undertaken is recorded for purposes of client invoicing

file/matter number is recorded on copies documents according to a firm's policies and
procedures

where instructing others, instructions are clear with adequate explanation to enable tasks to
be completed

documentation for each court is collated correctly, with correct number of copies, signatures if
necessary, and relevant attachments according to a firm's policies and procedures and the
court's requirements

court delivery schedule is planned to accommodate agreed timelines, closing times of courts
and the number of documents to be filed

clients' trust monies are accessed according to a firm's policies and procedures and used to
pay court fees

documents are filed correctly

designated person is kept up-to-date with actions, activities and outcomes and where
difficulties arise, is contacted if standard resolutions are not applicable

all work is conducted within accepted codes of conduct including those relating to:
maintaining confidentiality, use of company property, duty of care, ethical behaviours,
privacy, non-discriminatory practice, conflict of interests and compliance with reasonable
direction
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(2) Pre-requisite Relationship of Units

e Nil

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e authorised 'signing parties'

o relevant current state/Commonwealth legislation relating to: litigation documents, court
documentation procedures, rules of relevant court, schedule of fees and duties payable,
disbursements from a trust account

transferring monies

court jurisdiction/functions

court's document collation and filing requirements

roles and responsibilities of those involved in preparing, delivering and filing court
documentation

Skills
The ability to:

literacy: follows legal procedures; issues and follows written or verbal instructions about

routine legal procedures; completes routine forms about legal matters according to

established workplace procedures

e communication: listens to clear sequenced instructions; clarifies information by questioning as
necessary

e numeracy : uses knowledge of mathematical concepts in relation to court filing fees and
record keeping; adheres to deadlines; copies and collate documents

e problem solving: planning appropriate and efficient methods of delivery with regards to
deadlines; negotiates task distribution with other members of the group

e teamwork: clarifies defined purposes and objectives to be achieved by working with others

e organisational: plans and prioritises own and other's activities and time

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in

the work environment and required to allow the job or task to be properly performed. These may

include:

e appropriate legislation and regulations relevant to delivering court documentation

e workplace manuals and reference materials such as company policy, procedural manuals,
checklists, directory of courts and legal dictionaries

e collection of sample documents eg. Writ and Originating Motions, Affidavit as to Failure to
Appear, Witness Summons, Application for an Order on a Claim for Damages, Exhibit
Certificate

e appropriate technology such as photocopiers and binders
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Serve/file court documentation

(5) Method of Assessment

Evidence gathering methods may include:

questioning
workplace performance
role-play

third party reports

(6) Context of Assessment

portfolio of completed searches

Evidence of competency can be met in different situations, including:

on the job assessment
off the job assessment
placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement
use of a Practice Firm or simulated work environment
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where

there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
o Makes judgement of the evaluation process o Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 1
Plan and organise activities Level 2
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO0223A: Establish and maintain library/resource collection

Competency Descriptor:
This unit covers ordering new publications as required, maintaining the
existing library/resource collection, circulating publications as required,
keeping a record of circulation and then storing publications so that they
are accessible.

Competency Field:  Para-legal

ELEMENT OF COMPETENCY PERFORMANCE CRITERIA

1. Update incoming publications 1.1 New issues of currently held publications are added to
library/resource collection.

1.2 Out-of-date material is removed and stored to ensure
allocated space is used efficiently.

1.3 Superseded publications are replaced with current editions
to ensure the latest information is available.

1.4 New publications with relevance to the enterprise are
sourced and appraised for inclusion in the library/resource
collection.

1.5 New publications are ordered as required within given
budget.

2. Circulate publications 2.1 Publications for circulation are recorded in the register to
maintain accurate records for stocktaking purposes.

2.2 Publications are circulated to nominated
persons/departments within the designated timelines.

3. Store publications 3.1 Publications are indexed and filed using designated
system.

3.2 Publications are coded and stored to provide access in
accordance with designated classification system.
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Establish and maintain library/resource collection

RANGE STATEMENT

Currently held publications may include:

e magazines

e newsletters

e brochures

e books

e booklets

e periodicals

e journals

e research reports

Removal of out-of-date material and superseded
editions may include:

e periodic culling of publications (e.g. monthly,
yearly)

e on a case by case basis (e.g. removing
older material as newer material arrives)

e replacing previous editions with newer ones

e replacing parts of publications with updated
information (e.g. taxation rulings)

e updating library catalogue/electronic
recording system

Sourcing new publications may include:

e databases
e Internet

e daily newspapers

e journal articles

e research papers

e academic/general/specialist bookshops
e professional associations

Library/resource collection may include:

e enterprise-wide library

¢ departmental resource collection

subject specific (e.g. tax related, legislative,
project-based)

formal loaning system

confidential/reserve collection
photographic collection

old/rare/original records

Storage of out-of-date material may include:

e moving items to secondary storage

¢ relocating publications in smaller/more
specialised library/resource collection

e archiving publications that may be required at a
later date

e destroying publications no longer needed

e recycling

Appraising publications for relevance may include:

synopsis

written reviews

internal/external expert advice
communication with publisher/bookshop
other publications by same author
positive references to publication in other
relevant publications
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Establish and maintain library/resource collection

Ordering new publications may include:

e purchase order/cash payment/credit card
payment

ordering from publisher

Internet order

buying a subscription

joining a mailing list

inter-library loan

multiple copies

Publications for circulation may include:

regular journals of general relevance
newspaper articles

enterprise specific information
industry statistics

competitor publications

Maintaining accuracy of records may include:

e up-to-date record of current location of all
library items

e cross-checking records/register with physical
location of items

e conducting periodic stock takes

e periodically re-calling all loaned items

Indexing publications may include:

title

author

date received

date published

ISBN

publisher

publication type/size/binding

publication status (e.g. confidential, rare,
original)

Keeping within budget may include:

prioritising purchases

limiting length of subscription

ordering in economic quantities

sharing costs with other relevant cost centres
delivery options

Circulation register may include:

paper-based/electronic recording system
name of publication

type of publication

date received

date circulated

return due date

department/individuals publication is to be
circulated amongst

¢ individual responsible for return of item

Nominated persons/departments may include:

all individuals within a department
management/executive team

all employees

stipulated individuals across the enterprise

Designated system for filing/coding may include:

chronological
alphabetical

subject

colour coding
combination of above
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Storage of current publications may include: Designated classification system for access may
include:

e bookshelves

e boxes e general access

e protective covers e restricted access

¢ vertical/horizontal shelving e not available for loan

e microfilm/microfiche

e secure location

o fire/weather/humidity proof location

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, e.g. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently
achieved.

(1) Critical Aspects of Evidence

e new issues of currently held publications are identified and are added to the library/resource

collection according to enterprise policies and procedure

out-of-date material is identified and removed according to enterprise policies and procedure

removed material is stored securely according to enterprise policies and procedure

allocated space is used efficiently

superseded material is replaced with current editions

available material is current/relevant

new material is identified and appraised for inclusion in the library/resource collection

budget constraints are considered when appraising new material

new publications are ordered according to enterprise policies and procedure

new publications are relevant to enterprise requirements

publications for circulation are identified and recorded according to enterprise policies and

procedures

circulation slip is attached to publication

e appropriate publications are circulated to nominated persons/departments within designated
timelines

e after circulation is complete, publication is returned to correct location/sequence

when publication is not returned within designated timelines follow-up procedure is

undertaken according to enterprise policies and procedure

missing publications are followed up according to enterprise policies and procedure

knowledge of designated classification system is demonstrated

publications are indexed and filed using designated system

publications are coded and stored according to designated classification system

accurate records of location of publications are kept at all time

all publications are accessible and accounted for

the library/resource system operates efficiently
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()

()

(4)

Pre-requisite Relationship of Units
e Nil
Underpinning Knowledge and Skills

Knowledge
Knowledge of:

enterprise policies and procedures across the full range of tasks required
classification and indexing systems

enterprise requirements for publications

publication circulation process

records management

sources of relevant publications

preservation of publications

archiving processes

storage media

stock take techniques

Skills
The ability to:

Literacy: follow and interpret enterprise's policies; read and critically evaluate records; apply

developed written skills across a number of styles; write enterprise procedures for

maintaining records and publications; write training procedures for staff in utilising records

and publications system; appraise and index publications; record information from a variety of

sources

e Research: select categories by which to organize information; process information in a
systematic way

o Numeracy: interpret, select and investigate appropriate mathematical information and
relationships highly embedded in an activity; index and code publications

e Display planning and organizational skills

e Communication: brief and inform staff of procedures; respond constructively to a team;

discuss implications of new work procedures where appropriate; encourage feedback on

systems and publications

Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e publications
o library/resource collection
e classification system
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(5) Method of Assessment

Evidence gathering methods may include:

demonstration

questioning

workplace performance

role-play

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times)

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the
publishers.



LJLPAL0223A Establish and maintain library/resource collection

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency
Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
o Makes judgement of the evaluation process o Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 1
Solve problems Level 2
Use technology Level 2

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO0363A: Negotiate with others to achieve tasks and goals

Competency Descriptor:

This unit describes how to successfully negotiate with others to reach a
position that furthers the transaction.

Competency Field:  Para-legal

ELEMENT OF COMPETENCY

1. Establish need of other parties,
self and client

2. Negotiate to achieve an agreed
outcome

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

1.5

2.1

22

2.3

24

25

2.6

Desired outcomes for each party are established.

Criteria for successful outcomes are agreed to by all
parties.

The issue(s) is identified and agreed upon by all parties.
Confidence and trust in client relationships are engendered.

Information, facts and issues relevant to the situation are
established and expert advice sought prior to negotiations.

Communication demonstrates respect, integrity and
empathy for all parties.

A strategy for resolution is selected and agreed to by all
parties.

Strategies comply with contractual requirements (where
appropriate).

Possible options for contingencies are evaluated.

Agreement by all parties is confirmed and recorded
appropriately.

Outcomes are in line with business goals and targets.
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RANGE STATEMENT

The Range Statement provides details of the scope of the Elements and Performance Criteria to allow for
differences within enterprises and workplaces, including practices, knowledge and requirements. The
Range Statement also provides a focus for assessment and relates to the unit as a whole.

¢ Negotiation may deal with contentious issues or problems in the course of a transaction prior to
settlement and will need to suggest both practical and legal options for resolution.

o Negotiations may also take place prior to a contract being drawn up.

¢ In this case, negotiations must comply with contractual requirements, both in relation to getting to a
contractual position and drawing up the contract.

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently
achieved.

(1) Critical Aspects of Evidence

Demonstrated ability to:

Confirm and make record of agreement by all parties

Evaluate possible options for contingencies

Demonstrate respect, integrity and empathy through communication
Agree criteria for successful outcomes

Establish desired outcomes for each party

(2) Pre-requisite Relationship of Units

e Nil
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(3) Underpinning Knowledge and Skills

Knowledge Skills

Knowledge of: The ability to:

e The possible intent of negotiations e evaluate possible options for
conducted prior to a contract being contingencies
drawn up e demonstrate respect, integrity and

o Approaches to dealing with contentious empathy through communication
issues or problems e establish strategies for achieving

e setting business goals and targets outcomes

e importance of confirming and recording e engender confidence and trust in
agreement client relationships

o demonstrating respect, integrity and e agree criteria for successful outcomes
empathy through communication with all parties.

e relevance of expert advice prior to e establish desired outcomes for each
negotiations party

e engendering confidence and trust in
client relationships

e Establishing need of other parties, self
and client

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e enterprise manuals and reference materials outlining policies and procedures
e planning tools
e scheduling tools

(5) Method of Assessment
Evidence gathering methods may include:

demonstration

questioning

workplace performance

role-play

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports
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LJLPALO0363A Negotiate with others to achieve tasks and goals

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times)

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
e Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
e Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 2
Communicate ideas and information Level 2
Plan and organise activities Level 2
Work with others and in team Level 2
Use mathematical ideas and techniques Level 1
Solve problems Level 2
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.

Copyright © 2007 Caribbean Association of National Training Agencies (CANTA)
All rights reserved. No part of this document may be reproduced in any form or by any means without the prior permission of the
publishers.



LJLPALO373A Negotiate with team members to allocate and complete tasks to achieve team goals

LJLPALO373A: Negotiate with team members to allocate and complete
tasks to achieve team goals

Competency Descriptor:

This unit covers identifying the team's goals and timelines, negotiating
with the team to allocate tasks and ensuring the goals and timelines are

met.

Competency Field: Para-legal

ELEMENT OF COMPETENCY

1. Clarify tasks to achieve team
goals

2. Negotiate allocation of tasks

3. Monitor completion of allocated
tasks

PERFORMANCE CRITERIA

1.1

1.2

1.3

2.1

22

2.3

3.1

3.2

3.3

The designated goals to be achieved are identified.

Tasks required to achieve the goals are identified
Strategies and timelines to complete tasks are identified.
Individual responsibilities are negotiated and allocated.
Timelines for completion of tasks are agreed upon.

Resources and support necessary to complete tasks are
identified and made available

Agreed timelines for completion of tasks are checked at
regular intervals.

Alternative strategies to achieve allocated tasks are
negotiated when designated timelines are not being met.

Support is provided to colleagues to ensure completion of
allocated tasks.
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LJLPALO373A

Negotiate with team members to allocate and complete tasks to achieve team goals

RANGE STATEMENT

Designated goals may include:

management

specific projects
department goals
enterprise goals
administrative support
sales

customer service
project

financial management

Identifying tasks may include:

breaking each goal down into separate tasks
team leader proposing what tasks are needed
and informing the team

team leader preparing a draft list of tasks and
discussing them with the team

team discussing possible tasks as a group until
the required tasks are identified

Negotiating responsibilities may include:

listening to other people's needs

trying to create a situation where the

tasks will get completed in time and everyone
is satisfied

offering to work on a particular task
discussing team skills and preferences
asking for training or support to complete a
particular task

Identifying goals may include:

clarifying and confirming the goals

defining goals

defining new goals

refining existing goals to ensure their relevancy
and modifying them if necessary

Strategies may relate to:

deciding on the best way to work on tasks to
ensure the designated timelines are met
making decisions on how the team operates
training team members

reporting or support relationships
communication channels

authorisation to accessing restricted areas
group decision making

brainstorming

Allocating responsibilities may include:

the team leader directing people to different
tasks

the team leader negotiating with team
members

the team deciding together how the tasks
should be allocated
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LJLPALO373A Negotiate with team members to allocate and complete tasks to achieve team goals

Agreeing upon timelines may include:

team discussion

team leader negotiating with the team
negotiating with the client

considering factors external to the enterprise
that effect the tasks

Checking agreed timelines at regular intervals
may involve:

¢ holding regular team meetings to report on
progress

e setting mini-deadlines during a project where
work is presented to a supervisor

e monitoring daily work schedules

e monitoring long-term work schedules

Designated timelines may include:

e personal deadlines

o timelines agreed by the team leader

e timelines agreed in discussion with the team
members

e client negotiated timelines

Resources may include:

people
time
money
equipment
materials

Support may include:

demonstrating how to do something

helping to complete a task if someone is too
busy

giving encouragement

providing feedback

taking on extra tasks

Alternative strategies may include:

allocating more people to work on the task
allocating a different person to work on the
task

providing assistance such as advice, ideas,
support, administrative assistance to the
person working on the task

modifying team membership
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LJLPALO373A Negotiate with team members to allocate and complete tasks to achieve team goals

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently
achieved.

(1) Critical Aspects of Evidence

team goals are identified and can be explained
relationship of team goals to enterprise goals are understood and can be explained
understands and demonstrates understanding of purpose of team goals
overall team goals are broken down into specific goals and specific tasks
contributes to team discussions/meetings
seeks clarification of team goals if necessary
assists in setting timelines and establishing work plan
accounts for external factors in setting timelines
tasks are allocated according to ensure team goals are achieved and according to team
members' strengths
timelines are agreed upon
progress of tasks is monitored to ensure that set tasks will be completed within designated
timelines
contingency plan is prepared as needed
team members are coached and supported to achieve team goals
assistance is offered to other team members as necessary
achievements of team are acknowledged to team
responsibility for tasks is negotiated with team members and agreement is gained
resources required for the achievement of tasks are identified and secured
availability of resources is considered in planning process
team operates smoothly to achieve set goals

(2) Pre-requisite Relationship of Units

e Nil
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LJLPALO373A Negotiate with team members to allocate and complete tasks to achieve team goals

()

(4)

Underpinning Knowledge and Skills

Knowledge
Knowledge of:

e enterprise goals
e enterprise policies and procedures across the range of tasks required
e team members' strengths

Skills
The ability to:

literacy: reads and understands the enterprise's goals and procedures; extracts and interprets

tasks from a list; follows sequenced written and verbal instructions; takes notes to clarify

information relating to goals and tasks

e problem-solving: adapts prior experience and examples in the selection of appropriate and
efficient methods of solution; uses some approximation with reference to relevant experience
to check that the outcome fits task or activity

e communication: participates in a small group discussion to solve a problem or share opinion
with the group, eg. expresses opinion regarding workplace decisions, informs relevant person
if resources are inadequate or if timelines are not being met; clarifies defined purposes and
objectives to be achieved by working with others; questions to clarify how information may
apply to group activities or represent group's interest; provides constructive feedback

e numeracy: designs and adheres to schedules, uses appropriate resources to meet deadlines;

accurate recording and estimation skills

Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

e enterprise manuals and reference materials outlining policies and procedures

e planning tools

e scheduling tools
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LJLPALO373A Negotiate with team members to allocate and complete tasks to achieve team goals

(5) Method of Assessment
Evidence gathering methods may include:

demonstration

questioning

workplace performance

role-play

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports

(6) Context of Assessment
Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times)

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
¢ Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 1
Communicate ideas and information Level 1
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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LJLPALO0433A

Plan business trip and associated itinerary to ensure efficient travel

LJLPALO0433A: Plan business trip and associated itinerary to ensure
efficient travel

Competency Descriptor:

This unit covers organising someone else's travel arrangements, for
example meetings, documents, itinerary, within timelines.

Competency Field:  Para-legal

ELEMENT OF COMPETENCY

1. Organise business itinerary

2. Identify credit facilities

PERFORMANCE CRITERIA

1.1

1.2

1.3

1.4

1.5

1.6

1.7

2.1

22

Purpose of travel is clarified.

Meeting details are identified.
Arrangements for meetings are made and confirmed.
Daily itinerary details are recorded.

Relevant documents and support material for meetings are
sourced and prepared within designated timelines.

Points of contact and names of contact persons are
identified.

Relevant documents are despatched to the traveller within
designated timelines.

Methods of payment are checked and confirmed.

Credit transfers, currency and traveller's cheques are
arranged.
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LJLPALO0433A Plan business trip and associated itinerary to ensure efficient travel

RANGE STATEMENT

Enterprise policies and procedures relating to travel arrangements may involve:

e operational guidelines to be followed

e names of personnel authorised to approve
travel and travel expenditure

e classes of travel and accommodation

e documentation to be completed by the
traveller

e type and level of reimbursements for travel
expenditure

Purpose of travel may include:

visits to branch offices

attendance at conferences or seminars
marketing of products and/or services
project

client liaison

Daily itinerary details may involve:

arrival and departure times

transport arrangements

accommodation details

arrangements for meals

confirmed appointment details

required documentation for each

appointment

e contact names and numbers of all personnel
involved

e suggested leisure activities

e names of preferred suppliers

e accounts procedures

o the appropriate individual or department that
authorises travel

e purchase orders

o the financial arrangements established by the
enterprise for business trips

Meeting details may include:

length

date

time

attendees

location

travel time to location

parking

preparing necessary documentation and
resources

e contact/client details

Recording may involve:

e establishing an individual travel file for each
key aspect of the trip

e using a prepared checklist

e using the enterprise's standard checklist

e using a diary
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LJLPALO0433A Plan business trip and associated itinerary to ensure efficient travel

Relevant documents and support material for
meetings may relate to:

overhead transparencies

promotional brochures

product samples

catalogues

work completed for the client

product prototypes/samples

business proposals

tenders

reports

meeting papers

presentation kits

office supplies

information technology (e.g., laptop, computer
software)

¢ telecommunication equipment (eg, mobile
phone, teleconferencing equipment)

Contact persons may relate to:

people to be met at arranged appointments
people to contact within branch offices
people to contact within other organisations
people involved with travel arrangements,
such as transport and accommodation

e people/organisations to target, with no pre-
arranged appointment

Methods of payment may include:

accounts established with the enterprise

a purchase order from the enterprise
company credit cards

the traveller pays and is reimbursed at a later
date

Designated timelines may relate to:

a timeframe considered appropriate by the
individual making travel arrangements

a timeframe agreed upon by the individual
making travel arrangements and the traveller
a timeframe that has been formally arranged
(e.g. at a meeting)

carrier schedules (e.g. flight times)
traveller's/client's other commitments

Points of contact may relate to:

points of arrival and departure for the traveller
meeting venues

arranged appointments

accommodation check-in points

other similar organisations in the area

branch offices

hotels

Relevant documents for the traveller may include:

travel itinerary

passport

visa

business schedule

maps

timetables

travel vouchers

meeting agenda and other documents
list of contacts

the enterprise provides the traveller with a cash
advance

special arrangement made between the
enterprise and individual suppliers
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LJLPALO0433A Plan business trip and associated itinerary to ensure efficient travel

EVIDENCE GUIDE

This unit of competency will require evidence to be collected across a range of events, eg. dealing with
different office requirements, and over a period of time to ensure that situational variables are consistently

achieved.

(1) Critical Aspects of Evidence

enterprise procedures and policies for business trips are understood and followed

the purpose of the trip is understood

an accurate briefing outlining the traveller's organisational requirements is clarified and
confirmed

traveller's preferences have been taken into account

at least one form of a checklist is used to organise travel details

travel file is established for each trip

travel arrangements are appropriate and such that adequate time is allowed to travel to, from
and between appointments, time is not wasted

the details of the trip are arranged in order of priority

a collection of reference material is gathered to facilitate the planning process

an itinerary that lists the accurate travel details is supplied and confirmed with the traveller
the itinerary is presented in a clear format best suited to the traveller's needs

booking arrangements are made and confirmed

an appointment profile is prepared and confirmed with both the traveller and the persons that
he/she is meeting

specific travel requirements are clarified and confirmed within designated timelines

all relevant financial arrangements are organised and confirmed in line with enterprise
procedures and policies

(2) Pre-requisite Relationship of Units

Nil
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LJLPALO0433A Plan business trip and associated itinerary to ensure efficient travel

(3) Underpinning Knowledge and Skills

Knowledge
Knowledge of:

enterprise policies and procedures regarding travel
itinerary formatting and preparation

filing systems

checklist systems

booking procedures

sources of relevant documents and support material
credit facilities

Skills
The ability to:

literacy: reads a variety of texts, eg. enterprise procedures, travel timetables, conference

brochures; writes clear and detailed instructions in logical sequence

e research: locates specific information regarding appropriate transport, meeting venues,
accommodation, contacts etc.; analyses and summarises data to produce
schedule/itinerary/report

e communication: participates effectively in spoken interactions; listens to detailed oral
instructions; questions to clarify and evaluate information; offers opinion on information
gathered from a variety of sources;

¢ time management: allows sufficient time to prepare business and travel documentation

e problem-solving: chooses appropriate solution from a range of available solutions

e numeracy: estimates time and plans accurately; interprets, compares and calculates with

money

(4) Resource Implications

The assessor must have access to appropriate documentation and resources normally found in
the work environment and required to allow the job or task to be properly performed. These may
include:

enterprise policies and procedures regarding travel

appropriate timetables and forms

reference material, such as possible accommodation and transport suppliers

calendar

appointment books, diaries and other recording systems

preferred suppliers and contact details

maps

credit facilities
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LJLPALO0433A Plan business trip and associated itinerary to ensure efficient travel

(5) Method of Assessment

Evidence gathering methods may include:

demonstration

questioning

workplace performance

role-play

projects/assignments

written tests (verbal usage and verbal comprehension)
portfolio of work documents

third party reports

(6) Context of Assessment

Evidence of competency can be met in different situations, including:

on the job assessment

off the job assessment

placement in an enterprise

participation in a New Apprenticeship (traineeship) arrangement

use of a Practice Firm or simulated work environment

flexible delivery methods used by training providers to cater for distance education students
Recognition of Prior Learning, Recognition of Current Competencies (in skill areas where
there has been no significant change to work practice in recent times).

CRITICAL EMPLOYABILITY SKILLS

Three levels of performance denote level of competency required to perform a task. These levels do not
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency
that underpin effective workplace practices.

Levels of Competency

Level 1. Level 2. Level 3.
o Carries out established | ¢ Manages process o Establishes principles and procedures
processes e Selects the criteria for e Evaluates and reshapes process
o Makes judgement of the evaluation process e Establishes criteria for evaluation
quality using given
criteria
Collect, analyse and organise information Level 1
Communicate ideas and information Level 1
Plan and organise activities Level 1
Work with others and in team Level 1
Use mathematical ideas and techniques Level 1
Solve problems Level 1
Use technology Level 1

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.
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