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LEGAL OFFI CE PROCEDURES

AL 300
Cour se Name Cour se Nunber
Prerequisite to OPL 300 is OPL 200
Prerequisite to OPL 300 is OPL 400
REQUI RED TEXT,; "Legal Ofice Procedures”, 2nd edition, Tina Kamakaris

- 10,000 Legal Words, Kurtz et a
- Perpetual Desk D ary or equival ent
- Webster Dictionary or equival ent

SUPPLI ES REQUI RED;, - Typing paper - letter size and |egal size
- Conveyanc ing paper
- 12 file folders, file labels and carbon paper
- Index box or suitable alternative

NOTE: STUDENTS W LL NOT BE ALLOWED | NTO CLASS W THOUT ALL REQUI RED TEXTS
AND MATERI ALS.

STUDENTS WLL COVPLETE THE ATTACHED OBJECTI VES | N ACCORDANCE W TH THE
REQUI REMENT SPECI FI ED AND | N ADDI TI ON, THE FOLLOW NG MJUST ALSO BE
COVPLETED:

- Attendance at the Court House to witness part of trial as arranged by

i nstructor.
- The instructor will arrange for the attendance of guest speakers at
times and dates to be announced.
- Tours and field trips which will be arranged by the instructor from
time to tine.
N.B. - Field trips and guest speakers are arranged to suppl enent cl ass-
roomactivities. Attendance is mandatory- |If a student is not
in attendance, then the student will have a choice of either

(a) a loss of 10% of the accunul ative senmester mark, or
(b) preparing a paper relating to the field trip or topic under
di scussion - particulars to be approved by instructor
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LEGAL OFFI CE PROCEDURES

SEMESTERS 111 AND IV

One precedent binder for each senester which will contain at |east one
perfect copy of all major docunments taken up during the course of the year.
| T CANNOT BE STRESSED ENOUGH THAT THE STUDENT RETYPE DOCUMENTS AS THEY ARE
HANDED BACK BY THE I NSTRUCTOR  The binders are collected at the end of
each senester and a grade is assigned at that tinme.

Bi nder #2 due Novenmber 27, 1987
Bi nder #3 due ApriT 8, 1988

A list of the mninmumrequirenments for each of these binders is attached to
the beginning of the objectives together with a suggested marki ng schene.

The student will hand all work in neatly in a file folder, properly
| abel | ed.

GENERAL OBJECTI VES;

- go make the student aware of the Legal Secretary and the various office
uties.

- To indoctrinate the student in phases of |aw such as real estate,
corporation, wills, estates and civil litigation.

- To give the student the opportunity to devel op a general know edge of
| aw and WHY things are done, in addition to HONthey are done.

- To inprove the student's grammar, English usage and |egal vocabul ary.

- To develop the student into a conpetent |egal assistant.

STUDENT EVALUATI ON

Typing Speed - Based on three highest five-mnute timngs

Student nust reach a typing speed of 50 gross words
per mnute by end of Senester IV with an accuracy

| evel of 98%on five mnute time witings.

Renedial drills will be assigned as required to ensure the student achieves
the speed and accuracy requirenments as outlined bel ow



Assi gnnent s;

100% conpl etion of all
al | assignnents.

NOTE: Daily work wll

the semester, the instructor wll

work. Each will be graded "M or "U'
final grade. Since the objective of all
this wll be determined by the follow ng
-5 each incorrect spelling, proofreading
-1 to -3 for incorrect set-up, depending
-1 for other mnor error

-1 to -3 for poor corrections

Any mail abl e itens nust receive at |east

Ex. If a student has 9
woul d be 90% whi ch neans t hat

100% mai | abl e.

be graded "nail abl e"
randonl y sel ect
and 10 wil |l

6 out of

out of 10 "mail abl e"
90% of

assignnents is expected with a passing grade in
DAI LY ASSI GNVENTS NOT SUBM TTED BY DUE DATE W LL RESULT
IN THE LOSS OF 10 PERCENT EPR ASSI GNVENT.

or "unmail abl e".

count towards the
office work is maliability,
error-deducti on schene:

error
on Sseriousness

10.

pi eces, the mark earned
the work submtted was

Thr oughout
15 separate pieces of



LEGAL OFFI CE PROCEDURES
Senmesters Il and 1V

The numerical equivalents corresponding to an al phabetical grade are as
fol | ows:

35%- 100% = A
70%- 85% - B
60%- 69% = C

0% - 50% Repeat

FI NAL GRADE; - The final mark in both Senester |1l and Senester |V

NOTE;

will be determned by tests as outlined in the
foll ow ng pages, binders, typing speed, and diaries.

SEMESTER |11 AND IV

Tests 65%
Daily Assignents 10%
Qui zzes (Unannounced) 5%
Bi nder 10%
D ary 5%
Typi ng Speed 5%

100%

If a student is not able to wite a test because of illness, or

a legitimate emergencyr that student nust contact the instructor
prior to the test and provide an explanation which is acceptable
to the instructor (medical certificates or other appropriate
proof may be required). In cases where the student has contacted
the instructor, and where the reason is not classified as an
energency, i.e. slept in, forgot, etc. the highest achievable
grade is a "C'* |In cases where the student has not contacted the
Instructor, the student will receive a mark of "0" on that test.
THERE W LL BE NO RE-WRI TES OF TESTS OR QUI ZZES.



Dat e (appr*)

Sept. 10-25
(2 weeks)

Sept. 28 - Cct. 23
(4 weeks)

Cct. 26 - Dec. 4
(6 weeks)

Dec. 7-18
{2 weeks)

6 -

Senester 111

S nul ation

50-51

52-54

55-60

61

SCGHEDULE FOR LEGAL CFFI CE PROCEDURES

Topi C

[ ntroduction to Court
Systens and Q vil
Litigation

Steps in Qvil Liti-
ation and Intro to
|es of Qvil Pro-
cedure

Pl eadi ngs and Tri al
Pr oceedi ngs

D vorce Proceedi ngs



MN MM Ri QJRAVENTS FOR BI NDER #1

Al of Sinulation 52 Cvil Litigation re MV.A,

Al'l of Sinulation 53 Statenent of Claim etc-

Al'l of Sinulation 54 Affidavit of docunents, Affidavit of
Service by mail. Notice of Exam nation for

Di scovery, etc.

Al of Sinmulation 55 Record, Solicitor's Certificate of Trial
Record, Notice of Readings for Trial,
Requi sition, Notice of Listing for Trial,

etc.
Al of Simulation 56 Judgnent, Bill of Costs, etc.
XI'l of Simulation 57 & 58 Pl eadi ngs
Al of Sinulation 59 & 60 Notice of Application; D.CQO and S.C QO

Affidavit, Judgnment, Record, etc.

Al of Sinmulation 61 Di vorce



CBJECTI VE

APPLI CATI O\

ESTI MATED Tl ME
10 CUVPLETE

SI MULATI ON 50
| NTRCDUCTI ON TO GOURT SYSTEMS
The student will be introduced to the vari ous

court systens/levels as well as the |egal
directories which list the court officials.

=

Read Chapter 6 - Page 76-91

Conpl ete review questions, page 90 and 91 of text

N

3. Conplete page 63 and 64 of simulation binder

5 Hours to conplete



CBJECTI VE

APPLI CATI ON

ESTI MATED Tl ME
10 COMPLETE:

SI MULATI ON 51

| NTRCDUCTION TO AM L LITIGATI ON

The student will be introduced to the Rul es of
AGvil Procedure as well as to the various ways of
serving, filing and issuing docunents.

1. Read Chapter 7 of text - pages 92-112

2. Conplete review questions - pages 111 and 112
of text

3. Conplete quiz on pages 65 and 66 of sinulations
bi nder

4 Hours to conplete



f

GBJECTI VE:

APPL| CATI O\

ESTI NATED TI ME
10 COMPLETE:

12

S| MULATI ON 52

AM L LITI GATI ON PROCEDURES

The student will commence work on a civil litigation
file, nanely, a notor vehicle accident.
1. Read Chapter 8 of text - pages 113-119

2. Conplete all of page 67 and item"D' on
page 68

NOTE: The fee for a search is now $5. 00

6 Hours to conpl ete



CBJECTI VES

APPLI CATI ON

ESTI MATED Tl ME
TO COWLETE:

SI MULATI ON 53

STATEMENT CGF CLAI M AND NOTI CE G ACTI ON

The student will be introduced to the originating
docurents in a civil action. The student wll

al so prepare docunents for issuing and serving.
1. Read pages 120-124 of text

2. Conplete itens "E' (a to d) on page 68 of
simul ation text

NOTE: You will need to refer to docunent 8.1(1)
and 8.1(2) in Supplies section

5 Hours to conplete



S| MULATI ON 54

AFFI DAVI T OF DOCUMENTS AND SERVI CE OF DOCUMVENTS

OBJECTI VE: The student will continue with the required
procedures in the civil litigation case
i nvol ving a notor vehicle accident.

APPLI CATI ON 1. Conplete page 68 "G' (a-c) (refer toitem"F"
for infornation)

2. Conplete item"H', page 68

ESTI MATED TI ME
TO COWLETE 5 Hours to conplete



GBJECTI VE

APPLI CATI O\

ESTI MATED TI ME
TO GOWLETE

SI MULATI ON 55

PROCEEDI NG TO TRI AL

The student will preparea variety of docunments in
preparation for trial - record, notice of readi ness
for trial, requisition, notice of listing for trial
and a summons to wit ness.

1. Read Chapter 8, pages 124-138 of text

2. Conplete page 69, item"I" (a-e) and item"J
and "K'

6 Hours to conpl ete



CBJECTI VE

APPLI CATI O\

ESTI MATED Tl ME
1O COWLETE

SI MULATI ON 56

THE TR AL, JUDGVENT, BILL CF GCBTS

The student will learn the procedures followed to

set an action down for trial, procedures at the
trial/ how judgnents are prepared, and how costs

are awar ded.

1. Read Chapter 8/ pages 139-143

2. Conplete review questions page 143 and 144 of text

3. Conplete itens "L" (a-c) and "M, page 69 of
simul ation text

NOTE: Be sure to nake the change as indicated from
"Taxation of costs" to "Assessnent of costs"

5 Hours to conplete



CBJECTI VE

APPLI CATI ON

ESTI NATED TI ME
0 CUVPLETE

SI MULATI ON 57

COUNTERCLA M5

The student will be introduced to pl eadi ngs which
nmake clains against plaintiffs.

1. Read Chapter 18, pages 159-163 of text
2. Conplete page 80/ item 10-1 of simulation text

5 Hours to conpl ete



OBJECTI VE

APPLI CATI ON

ESTI BIATED TI ME

S| MULATI ON 58

REPLY AND DEFENCE TO COUNTERCLAI M

The student will be introduced to pleadi ngs which
involve the addition of a second title of
pr oceedi ngs.

1. Read Chapter 10, pages 163-165 of text
2. Conplete page 82, item 10.2 of sinulation text
3. Review questions page 172 of text

4 Hours to conplete



GBJECTI VE

APPLI CATI ON

f ESTI NATED TI ME
10 CUMPLETES

SI MULATI ON 59

AML LITIGATI ON - APPLI CATI ONS

The student will be introduced to |awsuits brought
about under applications, i-e. the Change of Name
Act .

1. Read Chapter 11, pages 173-185

2. Conplete pages 85, 11.1 and 11.2

3. Review questions, pages 187-188 of text
NOTE: Be sure to refer to supplies section for

draft docunments. Al so, read notes on
pages 85 and 87 of sinulation text.

7 Hours to conplete



SI MILATI ON 60

AMVIL LITIGATION - MOTlT ONS

OBJECTI VE The student will be introduced to notions as
will be comonly found in both actions and
appl i cati ons.

APPL| CATI O\ 1. Read Chapter 12, pages 189-200 of text
2. Conplete 12.2

3- Review questions, pages 200 and 201 of text

ESTI MATED TI ME
'O COVPLETE: 5 Hours to conplete




S| MULATI ON 61

DI VORCE

OBJECTI VE: The student will be introduced to the docunents
which may be found in a sinple divorce matter.

APPLI CATI ON 1. Read Chapter 13 and 14 of text, pages 202-232

NOTE: Chapter 13 was part of OPL200, but
wi || assist you in understandi ng

Chapter 14
2. Conplete page 96/ 14.1 "F-j" of simulation text
3. Conplete review questions 10-21 (1-9 done as part

-t of OPL200)

ESTI MATED TI ME
TO COVPLETE 6 Hours to conplete




