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REQUI RED TEXTS

- Ontario District & Suprene Court Practice, Wat son & McGowan
- Legal Ofice Procedures, 2nd edition, Tina Kanakaris

- Worki ng Papers for the above

- Mzley & Waitley's Law Dictionary, 10th edition, |vany

- Perpetual Desk Diary or equivalent

SUPPLI ES REQUI RED

- Typi ng paper
- 12 file folders, file |abels
- Two diskettes for |IBM Conpatible

NOTE: STUDENTS W LL NOT BE ALLOAED I NTO CLASS W THOUT ALL REQUI RED
TEXTS AND MATERI ALS

PHI LOSOPHY/ GOALS

To nake the student aware of the Legal Secretary and the various
of fice duti es.

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 law and WHY things are done, in addition to HONthey are done.

To inprove the student *s grammar, English usage and |ega
vocabul ary.

To devel op the student into a conpetent |egal assistant-

1. STUDENT PERFCRt ANCE OBJECTI VES;

STUDENTS W LL COVWPLETE 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 the instructor

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.
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- 3
N. B. Field trips and guest speakers are arranged to suppl enent
classroom activities- Attendance is mandatoryl |If a student
is not in attendance, then the student will have a choice of
ei t her
a) a loss of 10% of the accumul ative senester mark (excluding
tests), or

b) preparing a paper relating to the field trip or topic under
di scussion - particulars to be approved by instructor-

PRECEDENT Bl NDER

One precedent binder for each senmester which will contain at |east one
perfect copy of all major docunents taken up during the course of the
year. I T CANNOI BE STRESSED ENOUGH THAT THE STUDENT RETYPE DOCUMENTS
AS THEY ARE HANDED BACK BY THE | NSTRUCTOR. The binders are collected
at the end of each senmester and a grade is assigned at that tine.

The penalty for handing the binder in late is 10% per day>

SAVPLE MARKI NG SCHEME

each occurrence
each occurrence
each occurrence
each occurrence
each occurrence
each occurrence
each occurrence
each occurrence

Proofreadi ng and spelling

Mnor format errors

Maj or format errors

M ssing docunments and/or affidavits
M ssing |legal seals

Poor corrections

No letterhead

No envel opes

Ten percent of the grade for the binder wll be assigned to
presentation i.e. neatness, conpleteness, originality, etc.

NNDNNOITOITN O

Bi nder #2 due Decenber 1, 1989

A list of the mnimum requirenents for this binder is attached to the
begi nning of the objectives.
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STUDENT EVALUATI ON

TYPI NG SPEED - Based on three highest five-mnute timngs as follows

46 nwpm 1% on three timngs
47 nwpom 2% on three timngs
48 nwpm 3% on three timngs
49 nwpm 4% on three timngs
50 nwpom 5% on three timngs

t have a 98% accuracy 'Level .

Renedial drills will be assigned as required to ensure the student
achi eves the speed and accuracy requirenents as outlined bel ow

ASSI GNMVENTS 100% conpl etion of all assignments is expected.
All work is due in the assigned class period on
each simul ation

Not e: Daily work will be graded "nmailable"” or "unmnailable".
Throughout the senester, the instructor will randomy select
approximately 15 separate pieces of work. Each will be graded "M or
"U'" and 10 will count towards the final grade. Since the objective of
all office work is maiiability, this will be determ ned by the sanple
mar ki ng schenme shown on the previous page.

Any mailable itens nust receive a grade of at |least 6 out of 10.

Ex. If a student has 9 out of 10 "mail able" pieces, the mark earned
woul d be 90% whi ch neans that 90% of the work submitted was
100% mui | abl e.

THE STUDENT WLL HAND ALL WORK | N NEATLY TYPED, PROPERLY ASSEMBLED,
AND IN AN APPROPRI ATELY LABELLED FI LE FOLDER,

Each student wll be required to keep a file in a designated

cl assrooom This will facilitate the return of assignnents, grades,
and delivery of nessages the Ofice Admnistration faculty need to
relay to the student.

The nunerical equivalents corresponding to an al phabetical grade are
as follows:

A+ = 90 100% (consistently outstandi ng)

A =80 89% (out standing achi everrent)

CB: j goo 79% (consi stently above average)

R = 0 69% (satisfactory or acceptable achievenent)

59% (course nmust be repeated)
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FI NAL GRADE

The final mark, in Senmester 111 will be determ ned by tests as outlined
in the followi ng pages, binders, typing speed, and diaries.

SEMESTER 111

Tests 75%
Daily Assignnments 10% *
Bi nder 10%
Typi ng Speed 3
100%

includes a diary

NOTE: If a student is not able to wite a test because of illness, or
a legitimte enmergency, that student nust contact the instructor prior
to the test (nedical certificates or ofher appropriate proof nay 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'. 1In cases where
the student has not contacted the instructor, the student will receive
a mark of "0" on that test. THERE WLL BE NO REWRI TES OF TESTS.

Test papers will be returned to the student after grading in order to
permt verification of the results and to review the test. However
the student wll be required to return all test papers to the
instructor who will keep them on file until the end of the current
semester. Failure to do so, either when the test is being conducted
or after the results have been handed back, w Il result in a |oss of
10% of the possible test mark, exanple, 10%if test out of 100.
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SCHEDULE FOR LEGAL OFFI CE PROCEDURES
SEMESTER 111

DATE ( APPROX-) SI MULATI ON TOPI C
Sept. 5 - Sept. 20 50 - 51 I ntroduction to Court
(2 weeks) Systens and Cvil
Litigation
Sept. 21 - Cct. 19 52 - 54 Steps in Gvil Litigation
(4 weeks) and Intro to Rules of
Gvil Procedure
Oct. 20 - Dec. 5 55 - 60 Pl eadi ngs and Tri al
(6 weeks) Pr oceedi ngs
Dec. 6 - Dec. 22 61 - 62 Di vorce Proceedi ngs
TESTS
No. 1 - Simulation 50 - 51 - Chapter 6 and 7
No. 2 - Simulation 52 - 56 Chapter 8
No. 3 - Simulation 57 - 59 Chapter 10 and 11
No. 4 - Simulation 60 - 62 Chapter 12 and 14



LEGAL OFFI CE PROCEDURES OPL300

M N MUM REQUI REMENTS FOR BI NDER NO. 2

Al of Simulation 52 CGvil Litigationre M V. A
Al'l of Sinulation 53 - Statenent of Claim etc.
Al of Sinmulation 54 Affidavit of docunents, Affidavit of

Service by mail, Notice of
Exam nation for D scovery, etc.

All ot Simulation 55 Record, Solicitor's Certificate of
Trial Record, Notice of Readings for
Trial, etc.

Al'l of Sinulation 56 Judgnent, Bill of Costs, etc.

Al'l of Simulation 57 & 58 Pl eadi ngs

Al'l of Simulation 59 & 60 Notice of Application; D.C O and
S.C.0. Aff idavit, Judgnent, Record,
etc.

Al'l of Simulation 61 Di vorce

N. B. Al precedents nust be retyped and be 100% accurate. Any
precedents provided fromyour textbook nmust also be retyped using the
typing principles studied in class.

Due Dat e: Decenber 1, 1989
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SI MULATI ON 50

| NTRCDUCTI ON TO COURT SYSTEMS

OBJECTI VE The student will be introduced to the vari ous
court systens/levels as well as the |ega
directories which list the court officials.

APPLI CATI ON 1. Read Chapter 6 - Page 76-91

2. Conplete review questions, page 90 and 91 of
t ext

Conpl ete page 63 and 64 of simnulation binder

N. B. Summary convictions changed to $1000
from $200.

ESTI MATED TI ME
TO COWPLETE: 5 Hours to conplete
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SI MULATI ON 51

I NTRCDUCTI ON TO Cl VI L LITIGATI ON

OBJECTI VE: The student will be introduced to the Rules of
Cvil Procedure as well as to the various ways of
serving, filing and issuing docunents.

APPLI CATI ON: 1. Read Chapter 7 of text - pages 92-112

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

3, Conplete attached handout

ESTI MATED TI ME
TO COWLETE. 4 Hours to conplete
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SI MULATI ON 51

| NTRCDUCTI ON TO CI VIL LITIGATI ON

Prepare a title of proceedings for an SSC. QO trial which
started in Sault Ste. Marie |ast week. John Doe and Robert
Smth are the plaintiffs and George Brown and WIIiam Jones
are the defendants- The court file nunber is 37246. Nane
the docunent Statenent of C aim

B. Prepare the appropriate endorsenent page for the above -

A. Prepare a title of proceedings for a District Court trial
whi ch was gi ven the nunber 459830/87 in Sault Ste. Marie.
The plaintiff is identified as Harold Ri chard Bl ack and
the defendants are The Hunber Manufacturing Conpany, George
Janmes Johnston, John Earl Jackson and Martin Desnond Snmith.

The nane of the docunent is Notice of Change of Solicitors.
B. Prepare an endorsenent page for the above.

M- Redford is acting for the plaintiff
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SI MULATI ON 52

CIVIL LITIGATI ON PROCEDURES

OBJECTI VE The student will comrence work on a civil
litigation file, nanmely, a notor vehicle accident

APPLI CATI ON 1. Read Chapter 8 of text - pages 113-119

2. Conplete page 67 itens B & C and item"D' on
page 6 8

NOTE: The fee for a search is now $5.00

Be sure to use your diary in place of
tickler systemfor all inportant dates

ESTI MATED TI ME
TO COVPLETE: 5 Hours to conplete
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SI MULATI ON 53

STATEMENT OF CLAI M AND NOTI CE OF ACTI ON

OBJECTI VE The student will be introduced to the originating
docunments in a civil action. The student wl|l
al so prepare docunents for issuing and serving-

APPLI CATI ON: 1. Read Chapter 8 pages 120-124 of text

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

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

ESTI MATED TI VE
TO COMPLETE: 5 Hours to conplete
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SI MULATI ON 54

AFFI DAVI T OF DOCUMENTS AND SERVI CE OF DOCUMENTS

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. Complete page 68 "G (a-c) of simnulation
text (refer to item"F" for informtion)

Conplete item"H', page 68

ESTI MATED TI ME
TO COVPLETE: 5 Hours to conplete
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OBJECTI VE:

APPLI CATI ON

ESTI MATED TI ME
TO COWPLETE:

SI MULATI ON 55

PROCEEDI NG TO TRI AL

The student will prepare a variety of docunents in
preparation for trial - record/ notice of readiness
for trial, requisition, notice of listing for trial
and a summons to wi tness.

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

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

N-B. Retype Jury Notice and Statenment of Defence
before putting into Final Record

6 Hours to conplete
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SI MULATI ON 56

THE TRI AL, JUDGMVENT, BILL OF COSTS

OBJECTI VE 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.

APPLI CATI ON: 1. Read Chapter 8, pages 139-143

2. Conmplete review questions page 143 and 144 of
t ext

Complete itens "L" (a-c) and "M, page 69 of
sinmul ation text

ESTI MATED TI ME
TO COWLETES 5 Hours to conplete
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S| MULATI ON 57

COUNTERCLAI M5

CBJECTI VE: The student will be introduced to pleadi ngs which
make clains against plaintiffs-

APPLI CATI ON 1. Read Chapter 10, pages 159-163 of text
2. Conplete page 80, item 10.1 of simulation text

ESTI MATED TI ME
O COVPLETE 4 Hours to conpl ete
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SI MULATI ON 58

REPLY AND DEFENCE TO COUNTERCLAI M

OBJECTI VE The student will be introduced to pleadi ngs which
involve the addition of a second title of
proceedings as well as Third Party Caim

APPLI CATI ON Read Chapter 10, pages 163-165 of text

2, Conplete page 82, item 10.2 and 10-3
of sinmulation text

3. Review guestions page 172 of text

N. B- Backdate 1983 by three years from current
year and 1984 by two years

ESTI MATED TI ME
TO COWPLETE: 5 Hours to conplete
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GBJECTI VE

APPLI CATI ON

ESTI MATED TI
TO COWLETE

SI MULATI ON 59

GML LITIGATICN - APPLI CATI ONS

The student will be introduced to [ awsuits brought
about under applications/ i.e. the Change of Nane

Act .

1- Read Chapter 11, pages 173-185

2. Conplete pages 85, 11.1, AEonly

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

draft docunments. Also, read notes on
pages 85 and 87 of sinmulation text.

6 Hours to conplete
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SI MULATI ON 60

CIVIL LITIGATION - MOTI ONS

OBJECTI VE The student will be introduced to notions as
will be commonly found in both actions and
appl i cations.

APPLI CATI ON 1. Read Chapter 12, pages 189-200 of text
2. Complete 12.1 and 12,2

3. Review questions, pages 200 and 201 of text

ESTI MATED TI ME
TO COVPLETE: 5 Hours to conplete
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SI MULATI ON 61

DI VORCE

OBJECTI VE: The student will be introduced to the docunents
whi ch nay be found in a divorce by default-

APPL| CATI O\ 1. Read Chapter 13 and 14 of text, pages 202-232

2. Conplete page 96, 14.1 A-F of simulation text

ESTI NATED TI ME
O COWPLETE 5 Hours to conpl ete
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OBJECTI VE

APPLI CATI ON

ESTI MATED TI ME
TO COVPLETE:

OPL300
21

SI MULATI ON 62

Conti nuati on of previous simnulation

1, Conplee page 96, 14.1, GK of simulation
text -

2. Conplete review questions, pg. 200 and
201 of text.

6 Hours to conplete
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CBIECTI VES

APPLI CATI ON

ESTI MATED Tl ME
TO COWPLETE

S| MULATI ON 63

PERPETUAL DESK D ARY

The student will denonstrate the ability to
record entries in a perpetual desk diary in a
pr of essi onal and busi nessli ke manner.

Proper records wll be kePt of aPpointnents
(dentist, doctor, counselling, placenent, guest
speakers, etc.) as well as test/assignnment dates,
tours, etc.

Any changes or cancellations are to be recorded
usi ng proper techniques which will be discussed
in class.

Entries will be nade under each day (not by week),
and, if applicable, corners will be "clipped".

Students are remnded that this is a business
diary and personal entries are not acceptabl e.

O a continuous basis for the entire fall senester



