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A 2310: LEGAL OFFICE PROCEDURES |

Cindy Gerritsen

Office: C-213

Office Phone: 339-2971

Email: cindygerfitsen @GPRC ab.ca

Office Hours: Monday to Wednesday: 2:30-4:00
Thursday & Friday: 1:00-2:30
Or by appointment

OA 2310 Legal Office Procedures I Course Notes snd Precedents,
Legal Assistant Program Data Disk.

Alberta Rules of Court, including Supplement Binder. (Two binders.)
Black's Law Dictionary, Abndges 6" Edition, West Publishang Co,

Department of Office Adrimstration Formaning Guide

Sabin, Millar, Sine, and Strashok The Grege Reference Manua], 5%

Canadian Edition M¢Graw Hill Ryerson.

3 disks and disk holder (recommended)

One 3-nng binder, minimum 2" for precedent manual

One binder for class materials. notes, and assigmments

3 legal size manila file folders

4"x 6" index card box. with 100 white index cards (lined or unlined)
I set of alphabetical tabs for index card box

This course is an introduction to the Canadian legal svstem, its
history, the development and types of laws in Canada, and the Court
system that enforces the law.  Students will have a thorough
knowledge and understanding of office procedures within a law firm
including: opening/closing/preparing client files, legal
carrespondence, and statement of accounts. Students will understand
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and be able t prepare various legal instruments. Finally, students
will understand and be able to prepare estats planning documents,
meluding Wills, Personal Directives, and Powers of Attormnev.

Records and time management are also emphasized throughout the
COUTSE.

COURSE
OBJECTIVES: The student will be able to:

I, Understand the Canadian legal system, 1ls ongins. and how i1
applies today in the creation of new law:

& Understand the two types of law in Canada and how ther are
made;

3. Leamn the “language of the law”, or the legal terminology
required, so it can then be applied o their work:

4. Be able 1o apply formatting rules and procedures to produce
emor-free documents within the deadlines given;

3. Use previously completed assignments and course materials,
to determine the comect procedures and formatfing
requirements that need Lo be followed, when completing new
documents;

f. Apply standard records management procedures when
classifying, orgamizing, storing, and retrieving electronic files
{s¢e Pormatting Guide);

4 Complete 4 precedent manual containing all assignments,
error-free, filed under the correct section.

COURSE CONTENT:

The Lawyer: Education requirements and responsibilities
The Legal Assistant: Characteristics, duties, and
responsibilities

The Law Firm: Hicrarchy

Preparation of legal comespondence, including special
formatang requirements used in law firms

oo oOg
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Canadian Legal System

Common Law and Civil Law Systems

Stamte Law and Case Law

Opening/closing files: procedures and documents prepared
Statements of Account: types of billing, procedures 1o track
disbursements and the lawyers time on 2 client’s file

Use of citations in legal correspondence

Preparation and formatting of legal mstruments, including:
Release, Notanal Certificate, Affidavit of Exccution,
Statutory Declaration, and Bill of Sale

Preparztion. formating, and execution requirements of valid
Wills, Codicils, Personal Directives. and Power of Attomeys

Ul Co0Dooo

o

ATTENDANCE: Atlendance is mandatory. If you arc ill. you must notify your
instructor,  More than 3 missed classes will result in s
recommendation of being debarred from any exam. On the advice of
the mstructor and with concurrence of the Department Chair and the
Registrar, a student may be disbarred from an examination when
attendance requirements are nol mel. Students debarred from an
cxamination on the basis of attendance will be given a grade of zero
on the exam.

GRADING: Daily attendance is essential for successful completion of comse
material.

Late assignments will receive 2 penalty of -2, per page. for cach day
late.

Assigniments must have a document code in order (o receive a grade.
Miszed assignments will receive a grade of zero.

If vou miss an exam, there are no make-ups. Missed exams MAY be
added 1o the final exam, with permission from the instructor. A
missed exam without the instructor’s PRIOR knowledge, will receive
a grade of zero.

The student iz responsible for the maintenance of assignment mark
sheets.
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Your final mark will be determined as follows:

1. Records Management 5%
4 Production Assignments 20%
3 Theory Exims 10%
4, Production Exams 205
5. Precedent Manual & Client Index Box 108
6. Final Production Project 3%

100%

rds M. is WS:

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

r. I will choose 3-3 assignments, pnor 1o the class, that T will search for on your disks.
Each assignment is worth a total of 10 marks.

3. If I cannot find it within 20 seconds, you will receive a grade of zero (0) for that
assignment. If 1 can find it, you will receive 10710,

¥, Your client index box must contain index cards for all new clients for that module,
and are 1o be error-free. 1 will choose 3-5 chients prior to the elass, that I will search
for in your index box. Each will be worth 5 total marks. If T cannot find i1 within 20
seconds, you will receive a grade of zero (0) for that assignment. If Tcan find it, you
will receive a 5/5. K | happen 1o come across a client index card CONLAMIME Errors
on it or is misfiled, 1 mark will be deducted for each one found.

5 Your file register must be up-to-date, with no errors, It must be neat and leghble.
One mark will be deducted for each error, messy whiteout, for example, and illegible
text. The file register is marked out of a total of 16,
Assi P Exa fodlows:

1, Each page of each assignment is-'worth a total of 10 marks.

-

An original submission with no errors will receive a mark of 10 per page. [f there are
any errors, even one, it will be retumned, with no mark, for it to be redone, alon g with
a mark sheet for that assignment. The mark sheet MUST be handed in with the
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second submission to receive a mark of 10 on perfect pages completed on the first
submission.

Upon the second and last submission, if there &re 0o crrors, a mark of 7 is assigned.
If it stll contains errors, the grade can range from 0-6. depending on the deductions

received.
) Dreductions are as follows:
(a}  Failure to submit assignment {each page) 10
{b}  Failure to include part of a decument 5
e.g.. Backer
Affidavit of Execution
{c) Caleulation errors 3
{d}  Spelling, proofreading, and capitalization errors 2
{e) Formatting ermor 3
¢.g.,  Used left justification instead of full justification
Paragraphs not indented 10 spaces/not numbered
(F) Ommssion of necessary information 3
e.g. Alention or subject fines in letters
Special notations
(g}  Failure to follow specific instructions 3
{hy  Unbalanced top. bottorm, side margins l
€.g. Visibly off 4 or more spaces or lines
(i} Centning visibly off 4 or more spaces or lines |

Final Production Project;

1. A comprehensive production exam, covening all major documents covered in the
course. Students will complete the project during class time only. Student disk and
matenals will not leave the classroom,

2. Students can use any class notes, precedents, eic., in completing the assignment,
However, they cannot azk a question of another student.

L Duration of the exam will be approximately 10 hours.

4. The project is marked in the same manner as production assignments and exams.
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