GRANDE PRAIRIE REGIONAL COLLEGE
OFFICE ADMINISTRATION e
OCT 2/ 1H430

OA 2310: LEGAL OFFICE PROCEDURES I

COURSE OUTLINE
September 3, 1998 - October 21, 1998, 8:00 a.m. - 9:50 a.m.

INSTRUCTOR: Cindy Gerritsen
Office: C-408
Office Phone Number: 539-2002

TEXT: Instructor-prepared Course Notes and Precedents, with Student Data
Disk. (Purchase from Model Office.)

Alberta Rules of Court.

Black's Law Dictiopary, Abridged 6™ Edition, West Publishing Co.
FREREQUISITE: None,

COURSE

DESCRIPTION: This course is an introduction to the Canadian legal system, its history,
the development and types of laws in Canada, and the Court system
that enforces the law. Students will have an understanding of the
organizational structure of a law firm, and the training, duties, and
responsibilities of employees of a law firm. Students will have a
thorough knowledge and understanding of office procedures within a
law firm, incleding: opening’closing/preparing client files, legal
cormrespondence, and statement of accounts.  Also, students will
understand and be able to prepare various legal instruments, service
requirernents and documents, and originating documents. Records
and time management will be emphasized, also.
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COURSE
OBJECTIVES: The student will:

by understand the Canadian legal system, its origins, and how it
applies today in the creation of new law;

2. ursderstand the two types of laws in Canada and how they are
made;

3. learn the “language of the law™ or the legal terminobogy
required, to be able to apply it to their work;

4. be able to apply formatting rules and procedures 1o produce
ermor-free documents;

5. use previously completed assignments and course materials, to
determine the correct procedures that need to be followed,
when completing new documents;

b apply standard records management procedures when
classifying, organizing, storing and retrieving electronic files;

T complete a precedent manual containing all assignments,
error-free, filed under the correct section.

GRADING: Your final mark will be determined as follows:

. Records Management 5%

2. Production Assigniments 2004

3. Theory Exams 10%%

3. Production Exams 15%

4, Precedent Manual 15%

4, Final Production Project _35%

100%4
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Records Management is grades as follows:

Al the beginning of each theory and production exam, you will have 1o hand in your
student data disk containing all assipnments completed for that module, as well as
your file register, and your client index box.

I will choose three assignments prior 1o the class, that [ will search for on your disks.
Each assignment is worth a total of 10 marks.

If 1 cannot find it within 30 seconds, vou will receive a grade of zero (0) for that
assignment. If] can find it, you will receive a 10/10.

If I happen to come acToss an assignment that is not to be saved. e.g., a new client
report, | mark will be deducted for each document.

Your client index box must contain index cards for new clients for that module. T will
choose 3 clients prior to the class, that T will search for in your index box. Each will
be worth 5 total marks. 11 cannot find it within 30 seconds, you will receive a grade
of zero () for that assignment. If 1 can find it, you will receive a /5.

Marking of nments and P ction Exams i as

Each page of each assignment is worth a total of 14 marks.

An original submission with no errors will receive & mark of 10 per page, 1fthere are
any errors, even one, it will be returned, with no mark, for it to be redone.

Upon the second and last submission, if there are oo errors, a mark of 7 is assigned.
Ifit still contains errors, the grade can range from 0-6, depending on the deductions
received.

Deductions are as follows:

(a)  Failure to submit assignment (¢ach page) 10
(b)  Failure to inchude part of a document 5
eg., DBacker
Affidavit of Execution
(e) Calculation errors )
(d)  Spelling and proofreading errors 3
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()

{f)

{g)
(h)

{1)

(g)

Final Project:

1. A comprehensive production exam, covering all major documents covered in the
Students will complete the project during class time only, Student disk and

COUTSE.

Formatting error 3
e.g., LUsed left jusiification instead of full justitication
Paragraphs not indented 10 spacesnol numbered

Omission of necessary mformation 3
e.g. Atltention or subject lines in letters

Special notations
Failure to follow specific instructions 3
Capitalization 2

c.g, Proper Nouns
First word of a sentence
Unbalanced top, bottom, side margins 1
eg. Visibly off # or more spaces or lines
Centring visibly off 4 or more spaces or lines 1

materials will not leave the classroom.

b

Students can use any class notes, precedents, etc., in completing the assignment.

However, they cannot ask a question of another student.

3. Duration of the exam will be approximately 10 hours.

ATTENDANCE:

SUPPLIES:

Draily anendance is essential for successful compietion. To ensure
appropriate feedback on assignments, they must be handed in on time.

Late or missed assignments are deducted 3 marks per page, for each

day late, including weekends and holidays.

Two 3 14" formatted disks

One 3-ring binder (2" minimum, 3" best) for precedent mamual

Ome binder for class materials and notes
3 file folders

3" x 5" or 4" x 6" index card box, with 100 white lined index cards

1 set of alphabetical tabs
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