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Using the Teacher's Guide

The Teacher's Guide aims to provide teachers with information and advice for obtaining maximum value from the Certificate III in Business (Legal Administration) Toolbox.

The Teacher's Guide contains:

· a brief outline of the Toolbox and the major learning methodologies it employs. 

· methods for managing the learning environment effectively and taking advantage of the opportunities that the online delivery of learning presents.

· ideas on ways to vary and add to the content of the Toolbox.

· descriptions of the learning paths and outcomes within the Toolbox, and the ways in which the Toolbox addresses the endorsed competencies of Certificate III in Business (Legal Administration).

The Toolbox Concept

The Toolbox for Certificate III in Business (Legal Administration) is a problem-based environment.  This means that case studies and scenarios are used as the primary means of guiding learners to construct outcomes or solutions to a problem.

Problems are presented to the learner in the form of tasks.  These tasks are supported with a range of resources that enable the problems to be resolved.

In this Toolbox the learner assumes the role of a Legal Administration Assistant for the virtual law firm Centonza, Gleitman, Luong and Associates.  An Induction program (Take a Tour, Tasks 1, Task 2) introduces the learner to their role and how to operate in the virtual office.  The learner is then provided with a number of tasks that simulate the type of work that a Legal Administration Assistant would undertake in a real life office.  Each task covers at least one main competency and is supported by a range of learning resources.  The learner is encouraged to explore the Legal Office and access the learning resources available.  These rooms provide information and support as required.

The Learning Process

The following diagram represents the learning process that learners will follow as they progress through each task of the Toolbox. 
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Learning resources

The learners will be presented with a range of learning resources including task specific content as well as general content that assists the learner to understand the problem and develop an appropriate solution.  Some content resources have been custom designed to address the performance criteria presented by the problem.  Other resources have been sourced from the public domain arena and further support the learning process and enhance the learner's information literacy.  
Learning support

Throughout the tasks the learners will have access to a range of support functions to aid them in their learning.  These support functions include:

· contextual help that assists the learner to understand the learning environment.

· task specific guidance that directs the learner to specific resources and facilitates the learning process.

· rollover text that indicates what functions are available for each item in a room.

· electronic communication via email and a Discussion Board to enable the learner to consult with the teacher and other learners.

Take a Tour

The ‘Take a Tour’ component of the Toolbox introduces the learner to the online learning environment.  It enables the learners to understand the functions and the facilities available in the Toolbox.  It also provides guidance about how they can use the environment to maximise the learning experience.  Included in this Introduction will be information regarding the use of Discussion Board facilities and email, thus ensuring that the learners are comfortable using the technology presented in the Toolbox.

Induction program (Task 1)

The Induction program introduces the learner to the virtual legal office and the office personnel.  The learner is given the opportunity to explore the environment in a structured manner in order to ensure that they are comfortable in their learning environment before they undertake the tasks.  The learner is also introduced to Timesheets and the Intray where they will find descriptions of their tasks

The Induction program provides the learner with an introduction to the Australian legal system and some of the terminology commonly used in a legal office.


Problem based Legal Administration Tasks

The Toolbox presents the learner with a range of Legal Administration Tasks.  These tasks mirror real life tasks that a Legal Administration Assistant would be required to undertake.  These Legal Administration Tasks cover the Certificate III in Business (Legal Administration) as outlined in Appendices 2 – 10.

Process based sub tasks

There are a number of sub tasks that the learner will need to complete.  These also mimic the real life office processes that a Legal Administration Assistant would be required to undertake.  Process based sub tasks include administrative tasks such as filling out a Timesheet using a task code sheet and utilising email.

The Legal Office

The Legal Office is the primary interface of the Toolbox.  It is unique to each Legal Administration Task that is chosen by the learner or teacher.  The Legal Office provides access to the rooms that contain the content and resources that are required to complete the task.  

The Legal Office also provides hints to help the learner successfully complete the selected task. 
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Legal Office Personnel

The Legal Office has a number of Virtual Office Personnel that the learner interacts with.  Each character provides information relating to the selected task.  The Virtual Office Personnel are only available if they contribute to the task.  The personnel are as follows:

· Maree Taylor, Senior Associate who is a specialist in Wills and Probate.

· Henri Gleitman, Partner who is a specialist in Conveyancing.

· Ivan Kruber, an Associate who is a specialist in Family Law.

· Kim Richards, a Legal Support Manager who supervises the learner's work.

Each Virtual Office Personnel resides in their own office and provides the learner with learning resources that are relevant to the task.

The architecture of the legal office and the resources available

The Main Office

The Main Office is the room in which the Legal Administration Assistant completes their tasks.  The Main Office is the first room presented to the learner when they access the Legal Office.  The resources available in the Main Office are dependent on the selected task and include:

· an Intray which provides the Task Description, Task Planning Sheet, hints and resources required for the specific task.

· three books permanently on the desk

· Legal Terminology Manual.

· Legal Correspondence and Business Writing Style Guide.

· Learning Portfolio which includes extension and reinforcement activities (research and reflection) that can be selected by the teacher.

· Taxi vouchers which link to the Magistrates and Supreme Courts.

· a computer which provides access to:

· timesheet that is used to capture the Legal Administration Assistant’s time, in six minute units, on each task the company intranet.

· task planning sheet which allows the learner to organize their work.

· word and spreadsheet templates for use when required.

· the company Intranet (documents, policies, checklists, vision statement, organisational chart, position descriptions etc).

· an audio transcribing machine which plays dictated messages when required.

· a telephone that links to a Discussion Board. 

From the Main Office the learner can navigate to the other rooms that are available for the selected task.

The Library

The Library is the room in which the core content is stored.  The content in the Library is available to the learner at anytime.  You may choose to use these general content resources in your teaching, outside of the actual Toolbox environment.

The written content is presented as a Library Catalogue.  When the learner selects the Catalogue they are presented with the complete list of books and manuals available.

An Internet Computer provides a list of relevant Internet Sites.  The Internet Computer gives direct access to the World Wide Web.

From this room the learner can navigate back to the ‘Main Office’ via the ‘Back to Desk’ sign.

Lawyers’ Offices

There are three lawyers’ offices.  Each lawyer’s office contains the following resources:

· the lawyer who provides information relevant to the task.

· the Client File which contains the background documents for the case.

· documents and books that contain information relevant to the task.

From this room the learner can navigate back to the ‘Main Office’ via the ‘Back to Desk sign’.

Legal Support Manager’s Office

The Legal Support Manager’s office contains the following resources:

· the Legal Support Manager, Kim Richards, who provides information relevant to the task.

· documents and books that provide information relevant to the task.

From this room the learner can navigate back to the ‘Main Office’ via the ‘Back to Desk’ sign.

Copier/Filing Room

The Copier/Filing room contains the following resources:

· a photocopier.

· books that provide information about filing and photocopying.

From this room the learner can navigate back to the ‘Main Office’ via the ‘Back to Desk’ sign.

Managing the Online Learning Environment

For teachers that are taking the first step in delivering learning online, you will find that you will be faced with many opportunities to challenge your teaching or facilitation practice and to develop new strategies for helping your students learn.  

Online learning differs to traditional modes of delivering learning in many ways and has advantages and limitations for learners and facilitators alike.  It is important to be familiar with these advantages and limitations, as it allows you to make the most of the opportunities that online delivery presents.

The following table highlights some of the new ground that online learning enters and some of the opportunities that it opens up for teachers and learners, as well as the limitations you may need to be aware of and address.

Table 1:
Comparison of online learning to traditional modes of delivering learning

	Aspect
	Mode of Delivery

	
	Classroom-Based
	Self Paced
	Online

	Purpose
	Impart knowledge
	Generally to impart knowledge
	Enable and facilitate learning 

	Approach
	Teacher-led; Content-driven
	Student-led; Content-driven
	Student-led; Driven by need to know

	Key driver for learning
	Focus on teaching or instruction; Content-driven
	Focus on knowledge acquisition; Content-driven
	Discovery learning ('need to know' main criterion); Outcome centred

	How curriculum is addressed 
	Curriculum directs training design
	Curriculum directs training design
	Problem-based learning addresses curriculum elements

	Contextualised learning
	Knowledge not fully related to workplace context
	Knowledge not fully related to workplace context
	Learners apply knowledge and skills gained anywhere to real workplace tasks

	Information source
	Largely directed by teacher
	Largely directed by teacher
	Provided by everyone, sourced from anywhere

	Learning activities
	Determined by teacher
	Generally limited to self-paced format
	Unlimited

	Learning activity sequence
	Teacher/content led; Lock step progression
	Teacher/content led; Lock step progression
	Driven by the aspect of problem the learner is working on; Learning progresses as problem is addressed

	Application of Social Learning Theory
	Implicit in the context – group dynamics, group motivation, collaborative learning, synchronous learning, role modelling of teacher
	Not built in to learning model
	Built in to learning model but must be driven by teacher. Factors such as motivation, isolation, contact with teacher, must be proactively addressed

	Role of teacher
	Teacher-centred; constant presence
	Teacher as facilitator; intermittent presence
	Teacher as coordinator, intermittent presence, may extend content where required.

	Role of learner
	Mostly passive - content is provided
	Mostly passive - content is provided
	Learner is active and learns in a lateral manner - not linear

	Role of peers
	Teacher can facilitate team activities effectively
	Mostly individual
	Communication technology can be used to facilitate group activities effectively

	Flexibility
	Inflexible in terms of time, place and pace
	Flexible
	Flexible

	Assessment
	Teacher assessment
	Teacher and self assessment
	Teacher, self and peer assessment

	Management of diversity
	Some scope to cater for different learners
	Limited scope to cater for different learners
	Variety of learning resources cater for different learners

	High order competencies
	Not seen as part of content
	Focus on self direction in learning
	Problem-solving, information literacy and self directedness are specifically addressed

	Control of content
	Teacher knows exactly what they have 'given' learners
	Teacher largely has control
	Learners control knowledge acquisition; content is infinite; teacher adopts flexible agenda 


The key differences of online learning delivery that need to be addressed, therefore, are that:

· the learning model encourages learning by discovery.

· worked problems or scenarios are the basis for guiding learners through the content.

· teams can be used effectively, but must be handled differently than in the classroom.

· individual learner needs must be identified and addressed to avoid isolating learners.

· teachers and facilitators need to manage their interactions with learners, ensuring that effective feedback and channels of communication are provided.

· communication between learners needs to be encouraged and tools to facilitate this employed.

Discovery learning

Sometimes known as the Constructivist approach, discovery learning encourages the learner to explore a range of ideas and knowledge, driven by the need to solve a problem. 

Discovery learning allows learners to create their own meaning based on their exploration.  They can incorporate the information they retrieve into their current frames of reference, challenge inappropriate existing beliefs and build new frames of reference that fit into the new context.  

This process requires a high level of self-direction, but also develops high order competencies like problem solving and information literacy in learners.

Guidelines for facilitating discovery learning

· The shift away from 'teacher tells' to 'learner discovers' can be very challenging for the learner.  You should gauge the comfort level of each learner and reassure them that although possible uncertainty and confusion is to be expected, support exists if it is required.

· A certain amount of teacher discomfort is to be expected also.  This can be used as an opportunity to reflect on how you might manage the challenge of not having control over how content is delivered.

· Support will need to be given to the learner to prepare them for taking control of their own learning process.

· Because of the unpredictability of the direction in which learners will take, you will need to recognise that the learning agenda needs to be flexible. 

· It is important that you carefully choose learning resources that will guide learners in their discovery.

· It is important to recognise the split between learning and assessment.  Whilst you may feel you have less control over the learning process, you still have full responsibility for assessment. 

· Problem descriptions and the definition of expected deliverables should be very clear to minimise unnecessary uncertainty.

Problem-based learning

Problem-based learning refers to the learning that takes place when people must acquire skills or knowledge in order to solve a problem.  It is based on the premise that students are more motivated and learn more from working to achieve an authentic goal, than by working on a fact-oriented task. 

It is a form of situated learning, in that the problem and learning tasks are designed to provide a real world context, allowing more effective learning and better learning transfer.  Well-managed, problem-based learning environments have the potential to increase student motivation, help the development of critical skills and deepen understanding of core content.

Guidelines for facilitating problem-based learning

· There are great opportunities for collaborative learning, so learner interaction should be structured, facilitated and encouraged.

· Because of the strong focus on task-related interaction and behaviour, different levels of ability and motivation will influence task achievement and group cohesiveness.  This will need to be managed both from a task and a group maintenance perspective.
· The process facilitates the interchange of ideas, interpretations and the negotiation of solutions between learners, and learner-learner interaction should be seen as just as important as teacher-learner interaction.

· Access to the teacher can be reduced unless you specifically ensure that access and adequate lines of communication are available.  Because there is still the need for class discussions, this is one means of providing teacher contact.  Clear agreements on communication processes and times may also be desirable.

· Motivation is at risk when learners become isolated or frustrated, so it may be necessary to build in motivating activities to keep the momentum going.

· Learners will develop multiple perspectives on both the definition of the problem and its solution, and this should be encouraged and managed.

· Set a weekly activity where students work in groups of 2-3 (more is not necessarily better) to explore or further develop a solution to a Legal Administration task.  The activity should call for the students to understand the content and then apply it to the problem before they go to the next class.  The Discussion Board can be used to post the problem definition and/or the solution.  You could print hard copies of responses to questions and distribute these to everybody before class and use class discussions to consider the merits of each solution.  Peer assessment could also be incorporated to provide feedback.

· To enable groups to arrive at a solution, ask regular focus questions to direct their research and explore the material that is necessary to both solve the problem and cover the curriculum.

· Encourage the use of the Legal Office resources to seek multiple sources of information to arrive at the appropriate solution.  Learners are required to document some of the additional resources they discover in their Learning Portfolio.  They could also be encouraged to post to the Discussion Board any Internet Sites they find useful.  Be careful to be highly selective of these information sources, as extended information searches can be unproductive and frustrating for students.

· Structure class time consistently so your group knows what to expect, and integrate different learning methods into the class discussions. 

· Encourage students to record their learning experiences in a journal.  This could include how they manage accessing information, what learning processes they have used and how they experienced them, and their responses to and reflections on group participation.  This also facilitates high order competencies like reflection and self-analysis.

· Introduce simulation activities, both actual and online, to extend the contextualisation of the learning activity.  For example, client meetings could be held, with debriefings and group reflection after each meeting.  Information gained from these meetings could be used to further refine or add to the problem brief.  This helps learners integrate and communicate their knowledge, and further builds their skills in making decisions and negotiating strategies.

Teams

Some of the competencies that are covered in this Toolbox relate to teamwork.  Thus, there are some tasks that involve collaboration with other learners.  Task 7 requires learners to work with others to complete the required task.

In addition to being a specific objective of these competencies, working in teams also enables a range of learning outcomes.  Good teamwork is known to have strongly motivational elements, and it is important to take advantage of these.  Key aspects related to motivation are the participative learning process, the opportunity for task related interaction, team building, the interchange of ideas and the negotiation of solutions.

It is important that you highlight the importance of effective team work (both in the online environment and when teams meet face-to-face) and ensure that the team is focused on the process of working together as well as the task to be achieved.

Guidelines for facilitating teams

· Assign teams carefully, taking into account the learning styles of individuals, personalities and group dynamics.

· Actively schedule group meetings to ensure group participation takes place.

· Refer to and integrate relevant topics from related core competencies into the learning environment.

· Consider developing ground rules, or a code of conduct (a 'netiquette' statement) with the class, so that individual behaviour that impacts on effective teamwork is highlighted.

· Acknowledge and reinforce behaviour that contributes to good group work.  For example, simply thanking students who respond effectively online can help to encourage courtesy and interaction.

· Discourage inappropriate behaviour by dealing with it privately (offline or via email) and referring to the agreed ground rules.

· Reinforce the strengths of effective teamwork, including the group process that is engaged in to solve the problem, to ensure attention is paid to this as well as to the task.

· Create a friendly social environment that promotes group cohesiveness, helps people work together and deals respectfully with inappropriate group behaviour.

· Encourage interactivity by referring student enquiries to other participants, pairing up students with similar interests, encouraging informal discussions, drawing attention constructively to conflicting opinions and encouraging debate.

· Establish ways of using the group as a scaffold or support for learners who have difficulty with a particular piece of work.

Individual learning needs

While it is important to focus on the effectiveness of the group, each learner will also have individual needs and experiences that need to be acknowledged and addressed.  There will be some common characteristics amongst learners in your group.  There are also likely to be strong individual differences. 

You will need to be highly alert to the needs of the individual, as the cues that you would typically be aware of in face-to-face interaction will not be available.  A predominantly online learning environment means that individual learner needs must be both identified and addressed differently.

Some issues relating to individual learner needs are:

· the needs of Industry trainees against those of classroom based learners.

· access.

· levels of comfort with the online learning environment.

Industry trainees vs classroom based learner needs

Industry trainees and classroom based learners have different needs, arising from the environment within which they undertake their learning and from the experiences to which they are exposed. 

Industry trainees are likely to be more isolated, and may experience difficulty connecting with their fellow learners.  They may also experience clashes between the approach taken by their organisations and the approach taken in the Legal Office.  This could also be manifested in differences between the problems experienced in their work environment and those used in the Toolbox.  You may need to carefully select the problems they could work on, and encourage them to use the resources, standards and processes of their own company rather than those defined within the Toolbox.

Classroom based learners may frequently feel they lack exposure to 'real world' problems, a perception which can be corrected by a problem-based learning environment.  You should emphasise that the problems they work on are real world problems, to which they should apply real world standards.

Access issues

There are likely to be real differences amongst your learners in terms of general access to the online environment and practical access issues such as physical disability and language.  

Keep in mind that dependence on technology can exacerbate feelings of isolation for these learners.  It is your responsibility to check that all learners have adequate access and to ensure that any technical problems are addressed quickly.  Establishing teammates for those people who may experience disadvantages in this environment is also a good idea.

Comfort with the Online Environment

If you have novice online learners, extra support may be needed.  Some suggestions could be to:

· make participants comfortable with the system and the software, so that they can concentrate on the task at hand.

· provide time and support for people to learn new software features and become comfortable with the technology, preferably before the module begins.

· develop a study guide or workbook, to address any common technical concerns and identify appropriate procedures.

· develop standards for online feedback to learners' work, such as how feedback can be delivered online.

· encourage novice online learners to work with more experienced peers.

Teacher-learner interactions 

Different approaches to learning, relationships with you as a teacher, levels of motivation and personality will manifest themselves differently in an online environment.  You can ensure these differences are dealt with appropriately, by:

· encouraging an inclusive working and learning environment.

· dealing with teacher-learner interactions effectively.

· monitoring and providing meaningful feedback.

· applying conferencing technology to enhance collaborative learning.

Encouraging an inclusive working and learning environment

As you would do in the classroom, you will need to ensure that the group process is optimal for every individual, and that individual needs are met as far as possible.

Dealing with teacher-learner interactions effectively 

The sorts of individual interactions you have with learners in a traditional learning environment, such as observing and monitoring contributions, providing feedback and guiding behaviour, will need to be adapted to an online context. 

These interactions essentially have two purposes:

· to provide support and encouragement

· to confirm work or correct mistakes. 

Online monitoring and feedback has particular characteristics.  It is hard to infer intent and tone from text-based communication, particularly in a class that has diverse membership.  Consequently the fear of public ridicule can stifle participation, as feedback is visible to all and relatively permanent.  The task of observing and monitoring both individual and group behaviour is a challenge, as is tracking the number and quality of communications for each person.  In particular, the existence of ‘lurkers’ – people who ‘listen’ but don’t contribute - may need to be addressed.

Monitoring and giving meaningful feedback

In order to provide an encouraging environment for the learner, it is important to ensure that you give meaningful feedback to the learner.  This may be in the form of guiding the learner through the environment or it may be responding to responses generated by email or Discussion Board.

Providing fast and effective feedback reduces the risk of isolating learners and encourages learners to become actively involved in forums, teams and discussions.  To provide this level of feedback, you should consider the following guidelines:

· respond quickly to each contribution, either directly to the contributor or by referring to their comments in a conference.  Don’t overdo this, though – use your judgment and weave multiple contributions together by responding to several at once.

· accept all comments publicly and deal with exceptions off line.

· avoid humor and sarcasm, especially with a diverse student group.

· don’t be too concerned about spelling, grammar and typing; the purpose of conferencing is to encourage lively and focused discussions.

· acknowledge lurkers, and assume that learning is taking place even if no overt contributions are being made.

· avoid an ‘authority figure’ stance, as this can diminish participation, especially amongst adults.

· be prepared to wait several days for responses to your messages, as delays of this length are typical.  Don't rush in to fill every silence with contributions.

· don’t expect too much – if two or three well articulated ideas, issues or points are raised in a particular thread of discussion, this is a good result.

· aim to contribute no more than between one-quarter to one-half of the online material yourself, so that you don't dominate the conference.

· monitor each participant’s amount of contribution.  Suggest that an overactive participant waits a few responses before contributing. Ask less active participants to become more actively involved, or prompt them specifically for responses.  Consider agreeing guidelines for minimum or maximum contributions if necessary.

Applying Internet based conferencing technology to enhance collaborative learning

Conferencing technology is the primary means for communicating with learners in an online environment.  It is therefore important that it is used effectively and that the advantages of using this technology are exploited.  Conferencing technology allows:

· learner to learner and learner to teacher interactions that are independent of time and place.

· the teacher to act as an online learning facilitator, allowing for the modelling of effective teaching, the contribution of special knowledge and insights, the weaving of various discussion threads and course components and the maintenance of group harmony.

· access to a wider range of viewpoints for learners.

· greater opportunities for collaborative learning, with group discussions, reflective activities, mutual learning support activities and collective learning support mechanisms.

You must also be aware of and deal with the following limitations of conferencing technology:

· problems with computer hardware and reliability of access to the Internet can significantly affect the quality of discussion.

· momentum can sometimes lag as responses go through several rounds.

· quality of group collaboration can be variable, especially with larger groups.

· variability of opinion and familiarity with content can create frustration.

Guidelines for conducting Internet based conferencing using the Discussion Board

In this Toolbox the Internet based conferencing is available through the Discussion Board.  The learner is introduced to the Discussion Board in the ‘Introduction to the Environment’.  You may choose to examine this Introduction to clarify how the Discussion Board is used.

The learning potential of the Discussion Board is maximised by:

· considering the effect of group size on the conference participation.  Larger groups may lead to fewer interactions by some learners.  One option is to have smaller teams interacting with each other in the early stages of working on the Legal Administration Task, with a final solution collated by larger teams.

· scheduling either classroom activities or teacher access in the early stages of the discussion (for example when learners are first posting responses onto the Discussion Board), to deal with difficulties that might arise and to boost learner confidence.

· ensuring that there is adequate access to technical support.

· developing a Question and Answer Discussion Board, which allows learners to post questions about computer conferencing and the process and content of the learning task and receive responses from other learners.  This allows learners to interact with and learn from each other.  Regular monitoring of this Discussion Board will ensure that questions are answered within a reasonable time.

Using the Toolbox resources

Preparation required by teacher

Before teaching, it is recommended that you read the following guide, which explains the educational features of the Toolbox and how the teacher can make effective use of them. 

There is also an individual guide for facilitating each Legal Administration Task. Each guide includes:

· a Task Overview.

· a list of content resources available.

· suggested learning process.

· interactions to expect from learners.

· resources available for the task.

It is recommended that you read the relevant guide before facilitating a Legal Administration Task. You should also complete the relevant task yourself.  

This will prepare you to assess submissions by learners according to the solutions that you develop, and to enhance the task by adding extra aspects to the solution for bonus marking.

Remember that you can select additional extension or reinforcement activities from the Learning Portfolio, or add additional tasks to this document.

It is also recommended that you assign to each learner a ‘fellow Legal Administration Assistant’.  This will ensure each learner has a partner to share ideas with and review work.

Discussion Board and /or Discussion
You will find at least one discussion topic for each task on the telephone on the desk in the Main Office. You can add to this list. Other topics can be found in the Learning Portfolio. 

These topics can be used for: 

· synchronous  online discussion (where a number of learners discuss the scenario online at the same time).

· asynchronous  discussion (where learners access the discussion at different times and add their ideas to the postings already there). 

· face-to-face classroom discussion.

· face-to-face discussion in small groups. 

· submissions in writing.

When asking students to reflect, encourage them to: 

· start with ‘I’ – and say what they think.

· think about the problem and resources that they can use to solve it eg if the issue is about confidentiality, the resource will be the Confidentiality Manual.

· describe how what they have learned doing a task fits in with the theory they have read.

· relate the topic to their own work experience where appropriate.

· describe what they have learned while doing the task, and use examples to show why this is important.

· ask questions that will encourage others to add their views

You should act as a facilitator in the discussion by:

· following up learners’ comments with questions for them to consider.

· providing positive reinforcement and using learners’ names.

· posting questions or comments to challenge them further.

· establishing a dialogue.

If a learner is unable to participate in a scheduled discussion you should suggest that the learner sends a response directly to you, via email.  You can then reply to the learner’s email in the style of a Discussion Board discussion by establishing a dialogue with the learner about various aspects of the scenarios.  Through this type of email interaction, the learner is able to experience a simulation of a Discussion Board discussion.

Prior to allocating this task to learners, it is recommended that you familiarise yourself with the Discussion Board and read through the scenarios to help you facilitate discussion and assess the task.

You will also need to provide learners with information on the function of your institution’s Discussion Board.

Learning Portfolio

This is a collection of additional activities for each task and is designed to encourage learners to reflect on what they have learned, to practise what they have learned, or to explore other sources of information. 

The teacher can choose the activities they would like learners to complete, or add additional activities of there own to the Learning Portfolio. The activities will:

· ask learners to think about a problem and how they would handle it.

· ask learners to think about the tasks they have completed and what they have learned from them.

· ask learners to use the internet to collect information to answer specific questions. 
Internet Sites 

A list of Internet Sites for each task can be found on the Library computer.  These sites should be checked for accessibility and content relevance at regular intervals. Some suggestions for using these are included in the Learning Portfolio.

Task One: Our Firm and the Australian Legal System

Task overview

The learner selects Task One from the Your Tasks tab and is prompted by an email on their computer to visit Kim Richards.  The learner clicks on Kim Richards for a welcome to the firm and instructions for completing Induction. The learner is then directed to return to the Main Office and open the Induction Timetable in their Intray.  The Induction Timetable instructs the learner to:

· read the Overview of the Legal System.

· visit the two Courtrooms.

· visit the staff at Centonza, Gleitman, Luong and Associates.

· visit the Copier/Filing Room and Library and learn about resources there.

The learner will be provided with a range of content resources that assist them in completing Induction.

Content resources available 

To complete the task the learner will access information regarding:

· The Australian Legal System:

· Overview of the Australian Legal System

· The Courts

· Areas of Law

· Range of Legal Services

· The Legal Office:

· Vision and Objectives

· Organizational Chart

· Using Office Equipment:

· Photocopier

· Internet Guide

· Email Guide


These content areas relate directly to the endorsed competencies for the Certificate III in Business (Legal Administration).  To view the competencies addressed in Task 1, open the Toolbox and click on Your Tasks, then Task 1, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide.

Suggested learning process

In Task 1 the learners should:

· visit Kim Richards for an overview of the Induction program.

· return to the Main Office to read the Induction Timetable.

· read ‘Overview of Firm’ on the computer intranet.

· open the Overview of the Legal System book in their Intray and create a reference table of State Court Civil Jurisdictions (not for submission) and complete the Legal System crossword.

· access the Magistrates and Supreme Court.

· explore the offices in the law firm and listen to and read the available content.

· access the Areas of Law document and complete the Areas of Law Game.

· visit the library, access the Internet Guide and complete the Legal System Research activity.

· visit the copier/filing room and complete the photocopying tutorial and activity.

· complete the tasks in the Learning Portfolio and on Discussion Board (Telephone) as directed by the teacher.

· Submit the Legal System Research and Learning Portfolio activities via email for assessment.

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  These activities require learners to submit their answers to you via email.

	Resource
	Activity
	What learners will submit

	Internet Guide accessed from the Library Catalogue.
	Research the Legal System using the Internet and answer questions in a new document.
	The completed document.

	Learning Portfolio on desk in main office.
	Research suggestions.

Reflection topic on areas of law.
	Teacher to specify what is required.

	Discussion topic on telephone.
	Discuss topic as required by teacher.
	Written response if required by teacher.


Resources available for Task 1

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated:

	Resource
	Location
	Validity Check

	Welcome Audio
	Kim Richards’ office
	N/A

	Written Welcome
	Kim Richards’ office
	N/A

	Induction Timetable
	Intray in Main Office
	N/A

	Australian Legal System book and linked State Civil Court Jurisdiction activity and Legal System Crossword
	Book in Intray in Main Office
	Review occasionally

	Lower court with linked descriptions of key personnel and roles
	Use Taxi Vouchers on desk in Main Office
	Review occasionally

	Supreme Court with linked descriptions of key personnel and roles
	Accessed from lower court or from Taxi Vouchers 
	Review occasionally

	Court Etiquette document
	Brochure Stand in courtrooms
	Review occasionally

	Audio introduction to Maree Taylor 
	Maree Taylor’s office
	N/A

	Written introduction to Maree Taylor
	Maree Taylor
	N/A

	Areas of Law book including Areas of Law definitions and Areas of Law Game
	Book on Maree Taylor’s desk
	Review occasionally

	Range of Legal Services document
	Maree Taylor’s desk
	Review occasionally

	Audio introduction to Henri Gleitman 
	Henri Gleitman’s office
	N/A

	Written introduction to Henri Gleitman
	Henri Gleitman.
	N/A

	Organisation charts
	Henri Gleitman’s desk
	N/A

	Audio introduction to Ivan Kruber
	Ivan Kruber’s office
	N/A

	Written introduction to Ivan Kruber
	Ivan Kruber
	N/A

	File note
	 Client File-Ivan Kruber’s desk
	N/A

	Application for Divorce
	Client File-Ivan Kruber’s desk
	N/A

	About Photocopying in a Legal Office
	Photocopier in the Copier/Filing room
	N/A

	Introduction to Filing book
	Copier/Filing room
	N/A

	Internet Guide including Legal System Research activity
	Library Catalogue 
	Review occasionally

	Email Guide
	Library catalogue
	Review occasionally

	Internet Sites 
	Library Computer 
	Checked at regular intervals

	Learning Portfolio
	Desk in Main Office
	Teacher to add activities as desired

	Discussion topic
	Telephone Main Office
	Teacher to add topics as desired


Task Two: Understanding Your Role and Responsibilities

Task overview

The learner selects Task Two from the Your Tasks tab and is prompted by an email on their computer to open the Message About Your Role from Kim Richards in the Intray.  This instructs the learner to:

· read the Employee Handbook.

· visit WageNet internet site.

· complete Activity 1.

· access position description.

· complete Activity 2.

· access Internet Sites on ‘Finding a new Career’ in the library.

· complete Activity 3.

· read OHS Manual.

· explore Internet sites on OHS.

· complete Activity 4.

· prepare timesheet for Mr Kruber.

· complete activities in Learning Portfolio.

· discuss topic on Discussion Board.

Content resources available 

To complete the task the learner will access information regarding:

· The Legal Office

· Legal Correspondence and Business Writing Style Guide

· Company Mission and Objectives

· Office Policies and Procedures Manual

· Organisational Chart

· The Role and Responsibilities of a Legal Administrative Assistant

· Message about Your Role

· Position Description

· Employee Handbook

· Employer and Employee Rights and Responsibilities

· Terms and Conditions of Employment

· Discrimination 

· Workplace change and career advancement

· Occupational Health and Safety Manual

These content areas relate directly to the endorsed competencies for the Certificate III in Business (Legal Administration).  To view the competencies addressed in Task 2, open the Toolbox and click on Your Tasks, then Task 2, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide.

Suggested learning process

In Induction the learners should:

· read and print the message about ‘Your Role’ in the Intray.

· read and print Activity 1 (Intray).

· read the Employee Handbook which in on the firm’s Intranet on the computer.

· visit the WageNet internet site, and then complete Activity 1.

· access their position description on the Intranet.

· use the position description to complete the table for Activity 2.

· prepare a Timesheet for Mr Kruber.

· explore the offices in the law firm and listen to and read the available content.

· access the Areas of Law document and complete the Areas of Law Game.

· visit the library, access the Internet Guide and complete the Legal System Research activity.

· visit the copier/filing room and complete the photocopying tutorial and activity.

· complete the tasks in the Learning Portfolio and on Discussion Board as directed by the teacher.

· submit the Legal System Research and Learning Portfolio activities via email for assessment.

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  These activities require learners to submit their answers to you via email.

	Resource
	Activity
	What learners will submit

	Employee Handbook (Intranet) and

WageNet internet site 
	Prepare questions to ask about role
	List of questions

	Position description (Intranet)

Skill and work goal table
	Complete table
	Completed document

	Internet Sites (Library computer) on Finding a New Career
	Prepare resume
	The completed document

	Occupational Health and Safety Manual

Internet Sites (Library Computer) on OHS
	Prepare OHS checklist
	The completed document

	Message about Your Role (Intray)

Office Policies and Procedures Manual – Preparing Timesheets
	Prepare Timesheet for Mr Kruber with correct codes and matter numbers
	The completed Timesheet 

	Learning Portfolio
	As directed by teacher
	As directed by teacher


Resources available for Task 2

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated.

	Resource
	Location
	Validity Check

	Message about Your Role 
	Document in Intray in Main Office
	N/A

	Employee Handbook 
	Intranet (Main Computer)
	Review occasionally

	Occupational Health and Safety Manual
	Library
	Review occasionally

	Internet Sites
	Library computer
	Check at regular intervals

	Legal Correspondence and Business Writing Style Guide
	Desk in Main Office
	

	Organisation chart
	Intranet (Main Computer)
	N/A

	Learning Portfolio
	Desk in Main Office
	Add activities as desired

	Introduction to Filing
	Book in the Copier/Filing room
	N/A

	Internet Guide including Legal System Research activity
	Library Catalogue in the Library
	Review occasionally

	Email Guide
	Library Catalogue in the Library
	Review occasionally

	Internet Sites 
	Internet Computer (Library)
	Check at regular intervals


Task Three - Creating a letter from a memo

Task overview

The learner selects Task Three from the Your Tasks tab and is presented with an email prompting them to the task in their Intray.  The learner clicks on the Intray and finds several documents: a short description of the task, hints from the Legal Support Manager (Kim Richards), a hand written memo from the Wills and Probate lawyer (Maree Taylor), a book on Edit Marks, a glossary, an OHS information sheet and an OHS checklist activity. The learner can access the resources on their desk, visit Maree Taylor for information about confidentiality and go to the Library to investigate Internet sites and other content resources.  Once the learner has accessed these resources, they will need to type up the letter using by clicking on the computer in the Main Office.  A Task Planning Sheet lists activities that should be completed in this task.

Content resources available 

To complete the task the learner will access information regarding:

· Legal terminology

· Glossary of Wills and Probate terms

· Confidentiality and Security

· Working within codes of conduct

· Understanding confidentiality

· Understanding security

· Occupational Health and Safety

· Work station and ergonomics

· Document creation

· Legal Correspondence and Business Writing Style Guide 

· Editing marks

· Using a word processing package and a letter template

· Using Microsoft Word Help

· Using templates and styles in word processing

· Completing a Timesheet

· Understanding Task Codes

These content areas relate directly to the endorsed competencies for the Certificate III in Business (Legal Administration).  To view the competencies addressed in Task 3, open the Toolbox and click on Your Tasks, then Task 3, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide.

Suggested learning process

To successfully complete this task one, learners are required to read and perform a number of activities.

· Learners should begin the task by clicking on the email message and then on the Task Description and hints in the Intray.  The learner is asked to type a letter from a hand written memo.

· After reading the Task Description the learner should access the Task Planning Sheet which is in the Intray or on the computer on their desk. The Task Planning Sheet suggests the order in which the learner should access resources in the environment to complete the task.  

· After consulting the Task Planning Sheet the learner can access the resources in the Intray and on their desk.  These include the Glossary, Editing Marks book, the Legal Correspondence book and the OHS information sheet.

· Next, the learner should enter Maree Taylor’s office to find out about Confidentiality and Security issues.  The learner is provided an audio or a written format for this information. 

· The learner is able to access the Client File from Maree Taylor’s office.  This includes the Original Will Letter, Change to Will Letter and two Wills. 

· After reading the Client File the learner can then go to the Library, and access the content resources available through the Library catalogue. 

· The Library also provides the learner with access to a number of Internet sites related to Wills and Probate and business letter writing.  In the Task Support Material the learner is requested to examine these sites and then to search the World Wide Web for new sites related to these topics.  The learner then lists the web site addresses that they have discovered in the Learning Portfolio on their desk.  

· At this point the learner should be ready to complete the OHS activities and then begin converting the memo into a letter.  The learner will need to access the office template on the computer, type the letter and save it to disk. 

· After creating the letter the learner can access the Learning Portfolio on the desk  and complete tasks selected by the teacher, or use the Discussion Board (accessed via the telephone) to discuss relevant topics.

· The learner is then expected to access the Timesheet template and record the amount of time they spent completing this task.  The Timesheet is on the computer.  The learner is expected to complete their timesheet in accordance with the office standards as specified in the Office Policy and Procedures Manual. 

· The last step is for the learner to submit the completed letter, the OHS checklist, selected Learning Portfolio activities, Task Planning Sheet and the completed Timesheet via email for assessment.

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  Some of these activities require learners to submit their answers to you via email.

	Resource
	Activity
	What learners will submit

	Internet access via the Internet Computer in the Library
	Find at least three new and relevant Internet Sites and document these in their Learning Portfolio document. Other activities from the Learning Portfolio as directed by the teacher 
	The Learning Portfolio with at least three new Internet Sites that relate to Task Three, and other activities as directed by the teacher

	Word processing template accessed via the Computer on the desk in the Main Office
	Create an appropriate letter from the lawyer’s hand written note
	The completed letter

	Using Microsoft Word Help accessed from the Computer in the Main Office
	Create a document indicating how to create a macro and run it
	The document on how to create a macro and run it

	Occupational Health and Safety: Your Work Station in Intray
	Complete audit of work station 
	The completed checklist

	Learning Portfolio
	Activities as selected by teacher
	Activities selected by teacher

	Timesheet available on the computer in the Main Office
	Complete the Timesheet with the appropriate matter number and task code
	The completed Timesheet

	Task Planning Sheet available on the computer in the Main Office
	Update the Task Planning Sheet as activities are completed
	The completed Task Planning Sheet

	The learner’s email package
	Learners may request assistance via email
	Emailed questions


Resources available for Task Three

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated.

	Resource
	Location
	Validity Check

	Task Description
	Intray in Main Office
	N/A

	Editing Markup Book
	Intray the Main Office
	The editing marks may need to be updated

	Wills and Probate Glossary – including an interactive terminology game Jargon Buster
	Intray in the Main Office.
	Legal Terms may need to be updated

	Legal Correspondence and Business Writing Style Guide

Legal Letters

Guidelines for Letters 

Using templates
	On the desk in the Main Office
	N/A

	Using Microsoft Word Help – incorporates an activity using Help
	Accessed via Computer in Main Office
	If Word has been updated are these details still valid

	Letter template
	Accessed via the Computer in the Main Office
	N/A

	Task Planning Sheet
	On Intranet on Computer in the Main Office
	N/A

	Daily Timesheet
	On Intranet on Computer in the Main Office
	N/A

	Audio overview of confidentiality and security issues
	Accessed via Maree Taylor
	N/A

	Written overview of confidentiality and security issues
	Accessed via Maree Taylor
	N/A

	The original letter from the testator
	Accessed via the Client File on Maree Taylor’s desk
	N/A

	Charles Osborne’s Will
	Accessed via the Client File on Maree Taylor’s desk
	N/A

	Lucy Osborne’s Will
	Accessed via Client File on Maree Taylor’s desk
	N/A

	Change to Will letter from testatrix
	Accessed via Client File on Maree Taylor’s desk
	Date of letter should be regularly updated to remain current

	How to complete the Daily Timesheet
	Accessed via the Office Policies and Procedures Manual (Intranet)
	N/A

	Confidentiality and Security Manual
	Library Catalogue in the Library.
	Legal Practice Act – is this still the relevant Act?

	Internet Sites 
	Internet Computer in the Library.
	Each Internet Site should be checked at regular intervals


Task Four – Creating a letter from a dictated message 

Task overview

The learner selects Task Four from the Your Tasks tab and is presented with an email directing them to a task in their Intray.  The learner clicks on the task and receives a short description of the task.  The Conveyancing department has received a request from one of their clients who is keen to buy a property. The client has asked Henri Gleitman, to review the Vendor’s Statement and let him know if he can go ahead and purchase the property.

Henri Gleitman has dictated a reply to the client and he has asked the Legal Administration Assistant to transcribe the message and type up a word processed letter following the company standards. The learner will be provided with a Task Planning Sheet that lists the activities that should be completed.  The learner must also complete their Timesheet for this task.

Content resources available

To complete the task the learner will access information regarding:

· Legal Terminology:

· Glossary of Conveyancing terms

· Dictation:

· Transcribing Dictated Messages

· Producing an accurate letter from a dictated message

· Understanding dictation conventions

· Document creation:

· Legal Correspondence and Business Writing Style Guide 

· Editing marks

· Using a word processing package and a letter template:

· Using Microsoft Word Help 

· Using templates and styles in word processing

· Business technology:

· Audio Transcribing Machines

· Completing a Timesheet:

· Understanding Task Codes

To view the competencies addressed in Task 4, open the Toolbox and click on Your Tasks, then Task 4, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide. 

Suggested learning process

To successfully complete this task, learners are required to read and perform a number of activities.

· Learners should begin the task by reading the email and Task Description.  The learner is asked to transcribe an audio message for Henri Gleitman and type it into a letter.  

· Learners should access and print the Task Planning Sheet to help them to organise the task.

· Learners should listen to Henri Gleitman discuss the legal matter.  This will give learners a background to the matter.  Learners can also access the Client File by clicking on the file on Henri’s desk.  The Client File also provides learners with an example of a Certificate of Title document.

· The learner should then access documents in their Intray  (Glossary of Conveyancing Terms and Transcribing Dictated Notes) and visit the Library to read about Audio Transcribing Machines.  This information describes the equipment learners are likely to encounter in the work place. 

· Learners should examine the Internet Sites on the Library computer which relate to conveyancing and audio transcription.  Learners search the World Wide Web for new sites related to these topics and list them in their Learning Portfolio.  

· Learners should visit Kim Richards to listen to or read her discussion of key dictation concepts.  This will help the learner complete the task.

· After visiting Kim Richards, learners should open the letter template on the Main office computer and access the audio message machine to transcribe Henri’s message into a letter. 

· After creating the letter the learner can access the Learning Portfolio on the desk and complete tasks selected by the teacher, or use the Discussion Board (accessed via the telephone) to discuss relevant topics.

· Once they have completed transcribing the message into a letter learners should complete a Timesheet.

· The final step is for the learner to submit the completed letter, together with the Learning Portfolio, Task Planning Sheet and the completed Timesheet to you via email.

Interactions to expect from learners

There are a number of activities some of which require learners to submit their answers to you via email.

	Resource
	Activity
	What learners will submit

	Internet access via the Internet Computer in the Library or other external resources 
	Find three resources and document these in Learning Portfolio
	The Learning Portfolio with three new references - Internet Sites, books or manuals

	Word processing template (Intranet on computer in the Main Office)
	Create an appropriate letter from the lawyer’s dictated message
	The completed letter

	Timesheet available on the computer in the Main Office
	Complete the Timesheet with appropriate matter number and task code
	The completed Timesheet

	Task Planning Sheet available on the desk in the Main Office
	Update the Task Planning Sheet as activities are completed
	The completed Task Planning Sheet

	Access and complete Learning Portfolio
	Activities as selected by teacher
	Activities selected by teacher

	Access and complete Discussion Board activity
	Activities as selected by teacher
	Written responses on Discussion Board

	The learner’s email package
	Learners may request assistance via email.
	Emailed questions


Resources available for Task Four

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated.

	Resource
	Location
	Validity Check

	Task Description
	Intray in Main Office
	N/A

	Conveyancing Glossary – including an interactive terminology game Jargon Buster
	Intray in Main Office
	Legal Terms may need to be updated

	Dictated Message from Henri Gleitman
	Audio transcribing machine in Main Office
	N/A

	Audio Introduction to the matter by Henri Gleitman
	Accessed from Henri Gleitman
	N/A

	Written Introduction to the matter by Henri Gleitman
	Accessed from Henri Gleitman
	N/A

	Client File
	Henri Gleitman’s desk
	Check occasionally 

	Audio overview of Transcribing Dictated Notes
	Accessed from Kim Richards
	N/A

	Written copy of overview of Transcribing Dictated Notes
	Accessed from Kim Richards
	N/A

	Transcribing Dictated Notes
	Book in Library
	N/A

	Autotranscribing Machines book (Library)
	
	Update if equipment changes

	Letter template
	Computer in Main Office
	N/A

	Task Planning Sheet
	Intray
	N/A

	Daily Timesheet
	Computer in Main Office
	N/A

	Audio Transcribing Machines
	Book in Library.
	N/A

	Letter from Mr Yee requesting Mr Gleitman to review Vendor's Statement
	Client File on Henri Gleitman's desk
	Update Date of Letter

	Copy of Vendor's Statement
	Client File on Henri Gleitman's desk
	Update Date.

	Copy of the Certificate of Title
	Client File on Henri Gleitman's desk
	N/A

	Legal Letters and guidelines for letters in this office
	Office Policies and Procedures Manual in the Library
	N/A

	How to complete the Daily Timesheet
	Office Policies and Procedures Manual in the Library
	N/A

	Confidentiality and Security Manual
	Library Catalogue in the Library
	Legal Practice Act – is this still the relevant Act?

	Internet Sites (as outlined below)
	Internet Computer in the Library
	Each Internet Site should be checked at regular intervals.


Task Five - Assembling a New File

Task overview

The learner selects Task Five from the Your Tasks tab and is presented with an email directing them to the task description and hints from Kim Richards in their Intray.  The learner clicks on the task and receives a description of the first section of the task.  

After the learner completes the first section of the task, they visit the Legal Support Manager to receive the second section of the task.

The learner will be provided with a range of content resources that assist them in completing the two sections of the task.

Content resources available 

To complete the task the learner will access information regarding:

· Filing:

· Introduction to Filing

· Handbook of Filing

· Types of files

· Content of files

· Systems of filing

· Creating new files

· Managing and updating files.

· Securing information:

· Storage of information

· Controlling access to information.

· File movement:

· File movement tracking methods

· Misplaced files

· Document movement.

· Completing a Timesheet:

· Understanding Task Codes

To view the competencies addressed in Task 5, open the Toolbox and click on Your Tasks, then Task 5, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide. 

Suggested learning process

In Task Five the learner should:

· begin the task by reading the email and Task Description.  The learner is asked to transcribe an audio message for Henri Gleitman and type it into a letter.  

· print the Task Planning Sheet.  This will help them to organise how they approach the task.

· listen to the audio file note by Henri Gleitman on the Dictaphone (main office) 

· read ‘Introduction to Filing’  (Intray) and Filing Handbook (Copier/Filing Room).

· take a number from the CGL & Associates assigned number sheet and create a matter number.

· access the word processing template and print a checklist.

· assemble a new file according to the CGL & Associates specifications.

· submit the file for assessment (in person or by post).

· visit Kim Richards for information about the second stage of the task.

· access the file register and then find a missing file.

· listen to Maree Taylor discussing information security.

· read the File Movement Manual (Intray.)

· write a memo about information security issues and the different methods of recording file movement.

· access the Learning Portfolio on the desk and complete tasks selected by the teacher, or use the Discussion Board (accessed via the telephone) to discuss relevant topics.

· submit the completed memo, Task Planning Sheet and Timesheet via email for assessment.

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  One of these activities requires the learner to submit their work to you via the post or in person.  The other activities require the learner to submit their answers to you via email.

	Resource
	Activity
	What learners will submit

	The Filing Handbook (Copier/ Filing room). Guidelines for assembling a new file in the Office Policies and Procedures Manual in the Library
	Assemble a file with the appropriate file name, matter number and completed checklist
	A manilla folder with a completed checklist, file name and matter number

	Information security summary accessed via Maree Taylor

File Movement Manual (Intray in Main Office)
	Write a memo outlining information security issues and the different methods of recording file movement
	A completed memo

	Timesheet available on computer in Main Office
	Complete the Timesheet with the appropriate matter number and task code
	The completed Timesheet

	Task Planning Sheet in Intray
	Update the Task Planning Sheet as activities are completed
	The completed Task Planning Sheet

	Access and complete Learning Portfolio
	Activities as selected by teacher
	Activities selected by teacher

	Access and discuss Discussion Board topic
	Activities as selected by teacher
	Written responses on Discussion Board


Resources available for Task Five

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated.

	Resource
	Location
	Validity Check

	Task Description
	Intray in Main Office
	N/A

	The Filing Handbook
	Copier/Filing room
	Update in accordance with changes in work practices and technology

	Audio file note by Henri Gleitman
	Accessed via dictaphone on the desk in the Main Office
	N/A

	Checklist templates
	Intranet on Computer in Main Office
	N/A

	Guidelines for assembling a new file
	Accessed via the Office Policies and Procedures Manual in the Library
	Update in accordance with changes to office procedures

	The CGL & Associates next available matter number sheet
	On the desk in the Main Office
	N/A

	Audio instructions by Kim Richards 
	Accessed via Kim Richards
	N/A

	The file register
	Accessed via Copier/Filing room
	Dates should be updated in order to keep the register current

	The missing Client File
	Accessed via Ivan Kruber’s office
	N/A

	Audio overview of information security issues
	Accessed via Maree Taylor
	N/A

	Written overview of confidentiality and security issues
	Accessed via Maree Taylor
	Updated in accordance with innovations in office information security

	File Movement Manual
	Intray in the Main Office
	Updated in accordance with relevant technological advances

	Task Planning Sheet
	Intray or computer in the Main Office
	N/A

	Daily Timesheet
	On the computer in the Main Office
	N/A

	Internet Sites
	Accessed via the Library Computer
	Should be checked on a regular basis

	How to complete the Daily Timesheet
	Office Policies and Procedures Manual in the Library
	N/A


Task Six – Processing Incoming Mail

Task overview

The learner selects Task Six from the Your Tasks tab and is presented with an email directing them to the task description from Kim Richards in their Intray.  This overview of the task directs the learner to open the five letters in the Intray.  Each letter has an accompanying Task Description. The learner is also directed to read several books which will help them with the task, and to visit Henri Gleitman for additional information.

Once the learner has completed the activities associated with each letter they access the Discussion Board and participate in the discussions posted by the teacher, and complete activities in the Learning Porfolio as directed by the teacher.

The learner will be provided with a Task Planning Sheet that lists the activities that should be completed.

The learner will also be provided with a range of content resources that assist them in completing the task.

Content resources available 

To complete the task the learner will access information regarding:

· Receiving and distributing incoming mail

· Receiving and Distributing Incoming Mail book

· Recording file-related critical dates and times and making and recording appointments

· Prioritising and Planning Activities in a Legal Practice book

· Summary of Prioritising and Planning Activities

· Responding to telephone, oral and written requests for information and using standard replies

· Collecting and Providing Information book

· Summary of responding to requests for information

· Ensuring equipment is maintained

· Equipment Maintenance book

· Dealing with Trust Account monies within accepted codes of conduct and identifying the personnel responsible for handling Trust Accounts.

· Handling Trust Account Monies.

To view the competencies addressed in Task 6, open the Toolbox and click on Your Tasks, then Task 6, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide 

Suggested learning process

In Task Six the learners should:

· explore the available rooms and listen to and read the available content.

· follow the hints provided in the initial Task Description and the Task Descriptions that accompany each letter.

· use the Task Planning Sheet and update as activities are completed.

· listen to Ivan Kruber discussing prioritizing and planning activities.

· read ‘Prioritising and Planning Activities’ in the Library.

· access Letter One and then check Ivan Kruber’s diary for a suitable date for the event in Letter One.  Identify if an existing event clashes with the new event. Complete activity. 

· access Letter Two.

· listen to Ivan Kruber discussing prioritizing and planning activities (2).

· read ‘Office Policies and Procedures Manual’ (Library).

· enter the event contained in Letter Two into Henri Gleitman’s diary.

· access Letter Three.

· listen to Kim Richards discussing responding to requests for information.

· respond to the request for information contained in Letter Three.

· access Letter Four and identify a suitable time to schedule a service for the photocopier.

· read ‘Equipment Maintenance’ manual (Intray).

· identify three pieces of equipment that would be suitable replacements for existing equipment.  The major functions of these should be documented in a table.

· access Letter Five and listen to Henri Gleitman discussing handling trust monies.

· create a letter indicating the receipt of Trust Account monies.  Identify the person in this office responsible for acknowledging the receipt of Trust Account monies.

· the learner can then access the Learning Portfolio on the desk and complete tasks selected by the teacher, or use the Discussion Board (accessed via the telephone) to discuss relevant topics.

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  Some of these activities require learners to submit their answers to you via email.

	Resource
	Activity
	What learners will submit

	Word processing package.
	Indicate suitable dates to reschedule clashing events (from Letter One).
	The events, from Ivan Kruber’s diary that need to be rescheduled.

The dates and times that are suitable for these events to be rescheduled to.

A description of the process that needs to be followed when an event is rescheduled.

	Word processing template accessed via the diary on Henri Gleitman’s desk.
	The learner enters the event from Letter Two into Henri Gleitman’s diary.
	Henri Gleitman’s diary with the new event entered.

	Word processing template (Computer in Main Office)
	A letter is created in response to the request for information from Letter Three.
	The completed letter.

	Word processing template (Computer in Main Office)
	A letter is created indicating a suitable time to schedule a service for the photocopier as requested in Letter Four.
	The completed letter.

	Internet access via Library Computer 
	Identify three suitable replacements for selected equipment.
	A table showing the major functions of three suitable replacements.

	Word processing template (Computer in Main Office)
	A letter is created acknowledging the receipt of Trust Account monies received in Letter Five.
	The completed letter.

	Timesheet on Main Office computer 
	Complete the timesheet.
	The completed Timesheet.

	Learning Portfolio
	Activities as selected by teacher
	Activities selected by teacher

	Discussion Board activity
	Activities as selected by teacher
	Written responses on Discussion Board

	The learner’s email package.
	Learners may request assistance via email.
	Emailed questions.


Resources available for Task Six

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated:

	Resource
	Location
	Validity Check

	Task Description
	Intray in Main Office and attached to each of the five letters.
	N/A

	Five letters
	Intray
	Regularly update dates to remain current.

	Receiving and Distributing Incoming Mail book
	Accessed via the Library Catalogue 
	May need check the process indicated for handling certain types of incoming mail.

	Audio overview of prioritising and planning activities for Letter One
	Accessed via Ivan Kruber.
	Review occasionally.

	Written overview of prioritising and planning activities for Letter One
	Accessed via Ivan Kruber.
	Review occasionally.

	Audio overview of prioritising and planning activities for Letter Two
	Accessed via Ivan Kruber.
	Review occasionally.

	Written overview of prioritising and planning activities for Letter Two
	Accessed via Ivan Kruber.
	Review occasionally.

	Prioritising and Planning Activities in a Legal Practice book
	Library Catalogue 
	Review occasionally.

	Entering an Event in a Lawyer’s Diary
	Office Policies and Procedures Manual in Library.
	Review occasionally.

	Audio overview of responding to requests for information
	Accessed via Kim Richards.
	Review occasionally.

	Written overview of responding to requests for information
	Accessed via Kim Richards.
	Review occasionally.

	Collecting and Providing Information book
	Accessed via the Library Catalogue in the Library.
	Review occasionally.

	Equipment Maintenance book
	In Intray  
	Review occasionally.

	Audio overview of handling Trust Account monies
	Accessed via Henri Gleitman.
	Review occasionally.

	Written overview of handling Trust Account monies
	Accessed via Henri Gleitman.
	Review occasionally.

	Task Planning Sheet
	In Intray
	N/A

	Daily Timesheet
	On Main Office computer
	N/A

	Internet Sites (as outlined below)
	Library Internet Computer 
	Check all sites at regular intervals.


Task Seven – Searching the Public Record 

Task overview

The learner selects Task 7 Searching the Public Record from the Your Tasks tab and is presented with an email directing them to the task description and hints from Kim Richards in their Intray.

The Family Law Specialist (Ivan Kruber) requires a letter to be prepared explaining the process for divorce proceedings and a Marriage Certificate to be obtained for the proceedings.  The learner will need to listen to a dictated message and also check their email for another message from Ivan Kruber.

The learner will be provided with a range of content resources that assist them in completing the task.

Content resources available 

To complete the task the learner will access information regarding:

· Planning and organising

· Planning your work schedule

· Legal terminology

· Family Law Glossary

· Document creation

· Legal Correspondence and Business Writing Style Guide 

· Using a word processing package and a letter template

· Using Microsoft Word Help

· Using templates and styles in word processing

· Using a spreadsheet package 

· Using Microsoft Excel Help

· Searching the Public Record

· Overview of Searching the Public Record

· Searching the Public Record and Obtaining Certificates

· Teamwork

· Achieving Team Goals

· Active Listening

· Dealing with Conflict

· Giving and Receiving Feedback

· Completing a Timesheet

· Understanding Task Codes

To view the competencies addressed in Task 7, open the Toolbox and click on Your Tasks, then Task 7, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide 

Suggested learning process

In Task Seven the learners should:

· explore the available rooms and listen to and read the available content.

· follow the hints provided in the Task Description.

· create a Task Planning Sheet as outlined in the Task Description.

· access the word processing template and create an appropriate letter from the lawyer’s dictation.

· correct this letter, following instructions in the lawyer’s email message.

· complete a search form for a Marriage Certificate and fax, mail or deliver it to the tutor.

· create a spreadsheet and list the disbursements for a matter.

· as part of a team, create a table of Search Agencies.

· complete an Individual Reflection activity.

· complete a Daily Timesheet using the Matter Number and the Task Code provided. 

· access the Learning Portfolio on the desk and complete tasks selected by the teacher, or use the Discussion Board (accessed via the telephone) to discuss relevant topics.

· submit the Task Planning sheet, the completed letter, spreadsheet, the Search Agencies table and the completed Timesheet via email, and the search form via post or fax for assessment.

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  Some of these activities require learners to submit their answers to you via email.  One task will need to be faxed, mailed or hand delivered to you.

	Resource
	Activity
	What learners will submit

	Task Planning Sheet template (Intranet or Intray)
	Create a Task Planning Sheet for all the activities to be completed in Task Seven.
	Task Planning Sheet

	Word processing template (Computer Main Office)
	Create an appropriate letter from the lawyer’s dictation.
	The completed letter.

	Search agency to be accessed using the Internet. (Library computer)
	Complete a search form for a marriage certificate based on details provided.
	The search form.

	Team members contacted via Discussion Board (Telephone on desk)
	Work with a team of students to create a table of Search Agencies.
	The table of Search Agencies.

	Microsoft Excel accessed (Computer Main Office)
	Create a disbursements spreadsheet for the divorce matter
	The disbursement spreadsheet.

	Timesheet available on the computer in the Main Office
	Complete the Timesheet with the appropriate matter number and task code.
	The completed Timesheet.

	Access and complete Learning Portfolio (Desk)
	Activities as selected by teacher
	Activities selected by teacher

	Access and complete Discussion Board activity (Telephone)
	Activities as selected by teacher
	Written responses on Discussion Board


Resources available for Task Seven

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated:

	Resource
	Location
	Validity Check

	Task Description
	Intray in Main Office.
	N/A

	Dictation
	Audio Transcriber in the Main Office.
	N/A

	Email from Ivan Kruber
	Computer in Main Office
	N/A

	Planning your work schedule
	Accessed from the Library catalogue
	N/A

	Audio Overview of Public Records
	Accessed from Ivan Kruber
	N/A

	Written copy of Overview of Public Records
	Accessed from Ivan Kruber
	N/A

	Searching the Public Record and Obtaining Certificates
	Library Catalogue
	Review occasionally.

	Divorce Application Form
	Accessed from the Client File in Ivan Kruber’s Office
	N/A

	File Note
	Accessed from the Client File in Ivan Kruber’s Office
	N/A

	Disbursements
	Accessed from Kim Richards
	Update dates and amounts of disbursements when relevant

	Microsoft Excel Help
	Computer in the Main Office
	Update if using other spreadsheet software.

	Achieving Team Goals document
	Library Catalogue
	N/A

	Active Listening document
	In Achieving Team Goals (Library)
	N/A

	Dealing with Conflict
	In Achieving Team Goals (Library)
	N/A

	Giving and Receiving Feedback
	In Achieving Team Goals (Library)
	N/A

	Internet Sites 
	Library  Internet Computer 
	Check all sites regularly

	Note from Kim Richards about Disbursements
	Kim Richard’s office
	N/A

	Priorities Game
	Planning your Work Schedule (Library)
	N/A

	Individual Reflection activity
	Achieving Team Goals (library)
	N/A

	Team Activity – create table of Search Locations
	Intray
	N/A


Task Eight – Preparing and Delivering Documents

Task overview

The learner selects Task Eight from the Your Tasks tab and is presented with an email directing them to the task description and hints from Kim Richards in their Intray. The Task Description directs the learner to open the barrister's note in the Intray where they will find the details and further directions required to complete three activities associated with court actions.

The learner will also be directed to the Legal Support Manager's office to collect other documentation required to complete the task.

The learner is provided with a range of content resources that assist them in completing the task.

Content resources available 

To complete the task the learner will access information regarding:

· Completing a Notice for Discovery.

· Completing a Writ.

· Word processing a Statement of Claim.

To view the competencies addressed in Task 8, open the Toolbox and click on Your Tasks, then Task 8, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide 

Suggested learning process

In Task Eight the learners should:

· explore the available rooms and listen to and read the available content.

· follow the hints and activity instructions provided in the initial Task Description.

· complete the Task Planning Sheet to ensure that all activities are completed.

· access the Barrister's note located in the Intray on the desk.

· retrieve the MS Word template and the template for Notice of Discovery from the desk computer and complete as requested.

· access the draft Statement of Claim from the Legal Support Manager's office and type up correctly.

· retrieve the Writ template from the Internet using the library computer office and complete as requested.

· send email with details of where the action should be taken.

· fill in all necessary details in Outgoing Mail Register in the Intray on the desk.

· access the Learning Portfolio on the desk and complete tasks selected by the teacher, or use the Discussion Board (accessed via the telephone) to discuss relevant topics.

· complete the Timesheet.

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  Some of these activities require learners to submit their answers to you via email.

	Resource
	Activity
	What learners will submit

	'Notice for Discovery' template accessed via Main Office computer.
	The learner completes the legal document 'Notice for Discovery'.
	The completed document and Outgoing Mail Register listing number of copies required to be sent, to whom each copy should be sent and how each copy should be sent.

	Writ template accessed via internet sites on the library computer
	The learner completes the legal document Writ.
	The completed document and Outgoing Mail Register listing number of copies required to be sent, to whom each copy should be sent and how each copy should be sent.

	Draft Statement of Claim accessed via the Legal Support Manager.
	The learner word processes the legal document Statement of Claim.
	The completed document and Outgoing Mail Register listing number of copies required to be sent, to whom each copy should be sent and how each copy should be sent.

The cost of lodging the document and clarification as to which court the document should go eg. Magistrates, County etc.

	Access and complete Learning Portfolio activities
	Activities as selected by teacher
	Activities selected by teacher

	Access and complete Discussion Board activity
	Activities as selected by teacher
	Written responses on Discussion Board


Resources available for Task Eight

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated:

	Resource
	Location
	Validity Check

	Task Description
	Intray in Main Office 
	Review occasionally (Terms)

	Barrister's advice (O'Malley note)
	Intray in the Main Office
	Review occasionally

	Draft Statement of Claim
	Legal Support Manager's office
	Review occasionally

	Notice for Discovery template
	Computer in the Main Office
	Review occasionally

	Writ template
	Internet computer in library
	Review occasionally

	Written overview of Preparing and Delivering Documents
	Accessed via Kim Richards
	N/A

	Task Planning Sheet Template
	Intray in Main Office
	N/A

	Daily Timesheet
	On computer in Main Office
	N/A

	Internet Sites
	Internet Computer in Library
	Check all sites regularly


Task Nine – Processing Outgoing Mail

Task overview

The learner selects Task Nine from the Your Tasks tab and is presented with an email directing them to the task description and hints from Kim Richards in their Intray. There are three items for mailing that need to be dealt with by the learner with accompanying task descriptions.

The learner will be provided with a Task Planning Sheet template that they should complete before beginning the task.

The learner will also be provided with a range of content resources that assist them in completing the task.

Content resources available 

To complete the task the learner will access information regarding:

· Receiving and Dispatching outgoing mail

· Receiving and Dispatching Outgoing Mail book

· Using business technology

· Understanding Office Equipment book

· Completing a mail merge

· Using Mail Merge document

· Coordinating the use of business technology to complete tasks within designated timelines

· Completing Tasks Using Office Equipment

To view the competencies addressed in Task 9, open the Toolbox and click on Your Tasks, then Task 9, then Task Competencies or refer to Appendix 1: Task – Competencies in this guide.

Suggested learning process

In Task Nine the learners should:

· explore the available rooms and listen to and read the available content.

· follow the hints provided in the initial Task Description and the Task Descriptions that accompany each mail item.

· complete the Task Planning Sheet to ensure that all activities are completed.

· read ‘Receive and Dispatch Outgoing Mail’ (Library) and complete exercises in it.

· access the first mail item (envelopes) and find the correct cost of postage for each mail item.  This cost should be entered into the spreadsheet provided.

· record the mail items in the Outgoing Mail Register.

· access the second mail item (envelopes) and for each envelope decide if DX or Australia Post should send it.  Each envelope should be addressed correctly.

· record the mail items in the Outgoing Mail Register.

· access the third mail items (letter and the data source to be used in a mail merge).  The learner should produce three letters from the mail merge.

· access the photocopier and “Photocopy the Newsletter”.  This activity involves documenting the buttons that need to be selected in the template provided.

· access the Learning Portfolio on the desk and complete tasks selected by the teacher, or use the Discussion Board (accessed via the telephone) to discuss relevant topics.

· complete the Timesheet.

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  Some of these activities require learners to submit their answers to you via email.

	Resource
	Activity
	What learners will submit

	Spreadsheet template accessed via the first item in the Intray in the Main Office.
	The learner completes the spreadsheet with the appropriate postage costs for each mail item.  The learner also creates a formula to calculate the total cost of postage.
	The completed spreadsheet.

	Envelope accessed via the second item in the Intray in the Main Office.
	The learner chooses the correct envelope and enters the address.
	The completed envelope.

	Outgoing Mail register accessed via the Intray in the Main Office.
	The learner enters the appropriate details from the two items
	The completed Outgoing Mail Register.

	Letter and data source accessed via the Computer in the Main Office.
	The learner performs a mail merge.
	Three letters created from the mail merge.

	Word processing template accessed via the photocopier in the Copier/Filing room. 
	The learner completes the template.
	The completed template.

	Task Planning Sheet available on the desk in the Main Office.
	The learner completes the Task Planning Sheet.
	The completed Task Planning Sheet.

	Timesheet (Main Office computer)
	The learner completes Timesheet.
	The completed Timesheet.

	Access email via Internet browser.
	Learners may request assistance via email.
	Emailed questions.

	Access and complete Learning Portfolio
	Activities as selected by teacher
	Activities selected by teacher

	Access and complete Discussion Board activity
	Activities as selected by teacher
	Written responses on Discussion Board


Resources available for Task Nine

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated:

	Resource
	Location
	Validity Check

	Task Description
	Intray in Main Office and attached to mail items
	N/A

	Receive and Dispatch Outgoing Mail book
	Accessed via the Library Catalogue in the Library
	Review occasionally

	Outgoing Mail Register
	Accessed via the Outgoing Mail Register on the desk in the Main Office
	N/A

	Audio overview of completing tasks using office equipment
	Accessed via Kim Richards
	N/A

	Written overview of completing tasks using office equipment
	Accessed via Kim Richards
	N/A

	Understanding Office Equipment book
	Accessed via the Library Catalogue in the Library
	Review occasionally

	Using Mail Merge
	Accessed via computer in Main Office
	N/A

	About Photocopying in a Legal Firm
	Accessed via the photocopier in the Copier/Filing room
	N/A

	Photocopying Tutorial
	Accessed via the photocopier in the Copier/Filing room
	N/A

	Photocopying Exercises
	Accessed via the photocopier in the Copier/Filing room
	N/A

	Task Planning Sheet Template
	Intray in the Main Office
	N/A

	Daily Timesheet
	Intranet on Main Office computer
	N/A

	Internet Sites 
	Internet Computer in the Library
	Check links regularly


Task Ten – Processing Inactive Files

Although this task is no longer attached to any competencies, it may be useful as reinforcement for other tasks.

Task overview

The learner selects Task Nine from the Your Tasks tab and is presented with an email directing them to the task description and hints from Kim Richards in their Intray.  The task description directs the learner to three files containing multiple documents in the filing and photocopying room.  The learner is asked to consider the documents in the files particularly with respect to:

· which of these files could be considered for destruction?

· whether there are any documents or correspondence which should be retained

· if any correspondence should be retained, how should it be kept (eg. special file)

· if a file is to be destroyed, what action should be taken first?

· how might you record that a file has been destroyed or otherwise removed from our offices?

A book about office filing practices constitutes the range of content resources available to assist the learner in completing the task.

Content resources available 

To complete the task the learner will access information regarding:

· types of files.

· content of files.

· systems of filing.

· creating new files.

· managing and updating files.

· culling and destroying files.

Suggested learning process

In Task Ten the learners should:

· review the Filing Handbook.

· review the files and documents

· identify the file documents that may be destroyed and those that must be retained

· respond to the other related questions posed by the Legal Support Manager

Interactions to expect from learners

There are a number of activities that the learner must complete throughout the task.  

	Resource
	Activity
	What learners will submit

	Filing Handbook in the photocopying and filing room.
	The learner reviews the Filing Handbook.
	

	Three files with documents enclosed in the photocopying and filing room.


	The learner reviews the files and documents
	

	Task Support Material in the Intray in the main office


	Learner to respond to the enquiries made by the Legal Support Manager.
	Responses to the enquiries made by the Legal Support Manager


Resources available for Task Ten

The following table shows the resources that are available to assist learners to complete this task.  At regular intervals some of the content will need to be checked for validity as indicated:

	Resource
	Location
	Validity Check

	Task Description
	Intay in Main Office 
	N/A

	Confidentiality and Security information.
	On the desk in the Main Office
	Review occasionally.  Update in accordance with changes in industry practices.

	Filing Handbook 
	Copier/Filing Room
	Review occasionally.  Update in accordance with changes in technology


Customising the content 

The Legal Administration Toolbox has been specifically designed so that each resource may be easily changed or updated.  To do this, you can use tools such as:

· a HTML editor.

· Microsoft Word.

· Macromedia Flash.

New content resources can also be added to the Toolbox.  However, where you add extra resources to a task, you will need to also adjust the Task Planning Sheet and Task Description accordingly.

Customisation of the resources can be undertaken by two methods. The methods chosen by the training organisation or teacher depends upon both extent of customisation required and the level of expertise to use appropriate software to edit html and graphics files.

Method 1: Replacement of files 

The resources will have a very tightly designed directory structure and naming system. By replacing graphic, audio, html files in the appropriate directory with another file of the same name, the content of web pages can be easily modified to meet the needs of the leaner.

Method 2: Editing existing resource files 

Where a teacher or developer has the skills to use an html editing software, the files within the toolbox resources can be easily customised to meet the needs of the learners. Links can be made from within the web pages to other graphic, audio, text and video files.

Two tables have been provided to assist you with the identification of specific resources within the Toolbox.  Firstly, a table has been provided that indicates task by task what competencies and elements are covered and the resources and learning activities that support these competencies.  

The second table lists each competency and indicates the tasks that cover the elements and performance criteria.  This will enable you tailor the Toolbox to the individual learner.  For example, a learner has received Recognition of Prior Competence for a particular competency, you will be able to identify which tasks the learner does not have to complete.

Resources and activities by competency and task

Two tables have been provided to assist you with the identification of specific resources within the Toolbox.  The first table, Appendix 1, indicates task by task what competencies and elements are covered and the resources and learning activities that support these competencies.  

The second table, Appendix 2, lists each competency and indicates the tasks that cover the elements and performance criteria.  This will enable you tailor the Toolbox to the individual learner.  For example, a learner has received Recognition of Prior Competence for a particular competency, you will be able to identify which tasks the learner does not have to complete.

Appendix 1

Task One – Our Firm and the Legal System - Competencies

	Task One Overview
	Competencies Addressed
	Resources

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Scenario Description: 

The induction program introduces the learner to the Legal Office and the legal system.
	BSALPP301A Apply knowledge of the legal system to complete tasks (CORE UNIT)

Identify the main roles and responsibilities of key bodies in the legal system

Identify key personnel/ sections within a legal firm and their functions, to complete routine administrative tasks

Produce and dispatch legal documentation

Use court etiquette appropriate to the various courts

	
	Overview of Australian Legal System (Main Office)

Lower court (courtroom visit)

Supreme Court (courtroom visit)

Court Etiquette (courtrooms)

Areas of Law (Maree Taylor’s Office)

Range of Legal Services (Maree Taylor’s Office)

Organisational Chart (Henri Gleitman's Office)

	Drop and drag activity for Supreme Court.

Drop and drag activity for Lower Court.

Legal System crossword

Areas of Law game

Internet sites (Library computer)

Legal System Research Activity

Learning Portfolio research activities

Learning Portfolio areas of law reflection activity

Discussion Board – areas of law topic

	
	BSBCMN205A Use business technology (ELECTIVE)

Select and use technology
	
	About Photocopying in a Legal Office (Copier/Filing room) 

Internet Guide (Library)

Email Guide (Library)
	Photocopying Tutuorial

Research activities in Learning Portfolio

	 
	BSACS301A Apply the principles of confidentiality and security within the legal environment (CORE UNIT)

Work within accepted codes of conduct

Follow security procedures
	
	Introduction to Filing (Copier/Filing room)

Employee Handbook (Intranet/Library)
	

	
	BSBCMN201A Work effectively in a business environment (ELECTIVE)

Work within organizational requirements
	
	Our Firm: Overview (Intanet-Main Office computer)

Organisational Chart (Henri Gleitman's Office)
	

	
	BSALR301A Handle receipt and dispatch of information (CORE UNIT)

Receive and distribute incoming mail
	
	Henri Gleitman Introduction (Henri Gleitman’s Office)
	


Task Two – Your Role and Responsibilities - Competencies

	Task Two Overview
	Competencies Addressed
	Resources

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Learner Scenario Description: 

The learner is introduced to the roles and responsibilities of employer and employees and completes activities related to these.
	BSBCMN201A Work effectively in a business environment (ELECTIVE)

Work within organizational requirements

Determine future work/career directions
	
	Message about your role (Intray)

Company vision and objectives (Intranet –Our Firm Overview)

Employee Handbook (Intranet/Library)

Legal Correspondence and Business   

Writing Style Guide (Desk)
Position description (Intranet)

Organisational Chart (Intranet)

Occupational Health and Safety Handbook (Intranet/Library)


	Learner completes Starting Work activity

Learner completes OHS checklist activity

Learner completes Skill and Personal Work Goal activity

Learner completes Updating your Resume activity

Internet sites (Library computer)

Learner completes research activities in Learning Portfolio (desk)

Learner completes reflection/discussion activities in Learning Portfolio or Discussion Board 

	 
	BSBFLM303A Contribute to effective workplace relationships (ELECTIVE)

Build and maintain networks and relationships

Manage difficulties to achieve positive outcomes
	
	Employee Handbook (Intranet/Library)
	

	
	BSALF301A Maintain records for time and disbursements in a legal practice  (CORE)

Record fee-earner time 
	
	Message about your role (Intray)

Office Policies and Procedures Manual Intranet/Library)
	Learner completes Timesheet for Mr Kruber

Learner completes own Timesheet

	
	BSBCMN205A Use business technology (ELECTIVE)

Select and use technology
	
	Occupational Health and Safety Handbook
	Learner completes OHS activity

	
	BSBCMN306A Produce business documents
Select and prepare resources
	
	Occupational Health and Safety Handbook
	Learner completes OHS activity


Task Three - Create a Letter from a Memo - Competencies

	Task Three Overview
	Competencies Addressed
	Resources/Activities

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Scenario Description: 

The learner is required to create a letter from a hand written memo provided by Maree Taylor (Wills and Probate).
	BSALC301A Use legal terminology in order to carry out tasks (CORE UNIT)

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

Extend understanding of legal terminology


	
	Wills and Probate Glossary (Main Office).

Legal Terminology Manual (Library).


	Learner plays Jargon Buster game

Learner accesses Internet sites

	
	BSACS301A Apply the principles of confidentiality and security within the legal environment (CORE UNIT)

Work within accepted codes of conduct

Follow confidentiality procedures

Follow security procedures
	
	Confidentiality and Security Manual (Library).

Audio overview of confidentiality and security issues (Maree Taylor’s Office).

Written overview of confidentiality and security issues (Maree Taylor’s Office).


	Learner applies issues of Confidentiality and Security to letter writing.

Learner discusses confidentiality issues on Discussion Board or in writing (Learning Portfolio) 

Learner accesses internet site and discusses ethical standards (Learning Portfolio)

	
	BSBCMN306A Produce business documents (ELECTIVE)

Design document

Produce document


	Select and prepare resources
	Legal Correspondence and Business Writing Style Guide  (Desk/Main Office).

Editing Marks Book (Intray)

Office Policies and Procedures Manual/Legal Letters (Intranet/Library)

Occupational Health and Safety: Your  Work Station (Intray)

Using Microsoft Word Help (Intranet).


	Learner accesses Help to research macros.

Learner creates and saves  a document/template.

Learner edits document

Learner conducts OHS audit of workstation 

Learner uses internet to access and use information about ergonomics

  Student accesses OHS site on     internet and discusses its application to own situation (Learning Portfolio)

	
	BSBCMN205A Use business technology (ELECTIVE)

Process and organise data


	Select and use technology
	Using Microsoft Word Help (Intranet).

   Occupational Health and Safety: Your  Work       

   Station (Intray


	Learner accesses Help to research macros.

Learner creates document using template.

   Learner creates letter.

Learner conducts OHS audit of workstation 

Learner uses internet to access and use information about ergonomics

  Student accesses OHS site on     internet and discusses its application to own situation (Learning Portfolio)

Learner explores internet to find at least three new relevant internet sites for  Learning Portfolio

	
	
	BSALPP301A Apply knowledge of the legal system to complete tasks (CORE)

Produce and dispatch legal documentation.
	
	Learner accesses relevant information from the client file and produces document



	 
	
	BSALF301A Maintain records for time and disbursements in a legal practice (CORE)

Record fee-earner time
	How to complete the daily Timesheet (Office Policies and Procedures Manual in the Library).
	Learner completes the Daily Timesheet.

	
	BSBCMN202A Organise and complete daily work activities

Complete work tasks
	
	Your task and some hints for you (Intray)
	Learner researches necessary information and completes task for Maree Taylor


Task Four - Create a Letter from a Dictated Message - Competencies

	Task Four Overview
	Competencies Addressed
	Resources

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Scenario Description: 

The learner is required to produce a letter from a dictated message provided by Henri Gleitman (Conveyancing Law).
	BSBADM303A Produce texts from audio transcription  
Prepare for audio transcription

Transcribe audiotape

Edit and revise text
	
	Transcribing Dictated Notes book (Intray).

Audio overview of basic dictation concepts (Kim Richard’s office).

Written overview of basic dictation concepts (Kim Richard’s office).
	Learner listens to audiotape, transcribes it and creates and edits letter.

Learner completes tutorial on homophones (Learning Portfolio) 

Learner prepares tips on taking dictated notes (Learning Portfolio)

	
	
	BSBCMN205A Use business technology 

Select and use technology

Process and organize data
	Audio transcribing machines (Library) 


	Learner uses template to produce letter from dictated notes.

Learner researches audio transcribing machines on internet and adds sites to Learning Portfolio



	
	BSALC301A Use legal terminology in order to carry out tasks.
Use appropriate legal terminology in written and oral communication with internal and external parties.

Extend understanding of legal terminology.
	
	Exolanation of Vendors Statement (audio and text – Henri Geitman’s office)

Vendor Statement (Henri’s Office)

Certificate of Title (Henri’s Office)

Conveyancing Glossary (Main Office).

Legal Terminology Manual (Library).
	Jargon Buster Exercise (Glossary in Main Office).

	
	
	BSBCMN306A Produce business documents 

Select and prepare resources

Design document

Produce document formats.
	Legal Correspondence and Business writing Style Guide (Desk Main Office)
	Learner adapts a template and creates a document.

	 
	
	BSALF301A Maintain records for time and disbursements in a legal practice. (CORE)

Record fee-earner time.


	How to complete the daily Timesheet (Office Policies and Procedures Manual on Intranet)


	Learner completes daily Timesheet

	
	
	BSAC301A Apply the principles of confidentiality and security. (CORE)

Follow confidentiality procedures.

Follow security procedures.
	Confidentiality and Security Manual (Library).
	


Task Five – Assembling a New File - Competencies

	Task Five Overview
	Competencies Addressed
	Resources

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Scenario Description

The learner is required to assemble a new file.  The learner is also required to find a missing file and to write a memo about file movement and information security. 
	
	BSACS301A Apply the principles of confidentiality and security within the legal environment

Follow confidentiality procedures
	Information security audio overview (Maree Taylor’s office)

Information security written overview (Maree Taylor’s office)

Internet sites on information security
	Learner writes a memo about information security

Learner discusses information security issue on Discussion Board or in writing (Learning Portfolio)

Learner prepares a guide for managing electronically-stored information (Learning Portfolio)

	
	
	BSALF301A Maintain records for time and disbursements in a legal practice. (CORE)

Record fee-earner time.

Enter disbursements incurred
	How to complete the daily Timesheet (Office Policies and Procedures Manual in the Library).
	Learner completes the daily Timesheet.

	
	BSBCMN202A Organize and complete daily work activities

Complete work tasks
	
	Task Planning Sheet (Computer Main Office)

Your Task (Intray)
	Learner uses resources (Introduction to Filing/Filing Handbook/File Movement Manual/File Register/Assigned File Number Sheet/Office Policies and Procedures Manual/Checklists) to assemble a new file in accordance with organizational requirements

	
	
	BSBADM303A Produce texts from audio transcription  
Prepare for audio transcription

Transcribe audiotape

Edit and revise text
	
	Learner listens to audiotape, transcribes details and creates a checklist using template provided (Intranet)


Task Six – Processing Incoming Mail - Competencies

	Task Six Overview
	Competencies Addressed
	Resources

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Scenario Description: 

The learner is required to process the incoming mail and deal with each letter appropriately.
	BSALO301A Assist in prioritising and planning activities in a legal practice (CORE)

Record file-related critical dates and times.

Make and record appointments on behalf of designated person.

Assist designated person/s to prepare for critical dates.

Follow up outcomes of meetings or other activities.


	
	Audio and written overview of prioritising and planning activities (Ivan Kruber’s office)

Prioritising and Planning Activities in a Legal Practice (Library)

Entering an Event in a Lawyer’s Diary (Office Policies and Procedures Manual in the Library)


	Learner reschedules events in a lawyer’s diary.

Learner makes entry into a lawyer’s diary.

Learner discusses prioritizing issue on Discussion Board or in writing.

	
	BSBCMN205A Use business technology 

Select and use technology


	BSBCMN205A Use business technology
Maintain technology
	Equipment Maintenance book (Main Office)
	Learner schedules an appropriate time for the servicing of the photocopier.

Learner uses internet to find suitable replacement equipment.

Learner researches document imaging software (Learning Portfolio)

Learner sends an email to multiple recipients

	
	
	BSBCMN306A Produce business documents (ELECTIVE)

Select and prepare resources

  Design document

Produce document
	
	Learner prepares a document containing a table. 

Learner prepares a letter and saves it as a template.

Learner prepares an email.

	
	BSALR301A Handle receipt and dispatch of information (CORE)

Receive and dispatch incoming mail
	
	Receiving and Distributing Incoming Mail (Library)
	Learner deals appropriately with the five letters in Intray.

	
	
	BSALPP301A Apply knowledge of the legal system to complete tasks (CORE)

Identify key personnel/sections within a legal firm and their functions, to complete routine administrative
	Audio introduction to handling Trust Account monies (Henri Gleitman’s office)
	The learner identifies the person responsible for acknowledging the receipt of Trust Account monies.

	
	BSACS301A Apply the principles of confidentiality and security within the legal environment (CORE)

Work within accepted codes of conduct.
	
	Audio and written introduction to handling Trust Account monies (Henri Gleitman’s office)
	Learner creates a reply to acknowledge receipt of Trust Account monies.

	
	
	BSALF301A Maintain records for time and disbursements

Record fee-earner time.

Enter disbursements occurred
	Audio and written introduction to handling Trust Account monies (Henri Gleitman’s office
	Learner completes a daily Timesheet (Main Office).

Learner creates a reply acknowledging receipt of trust monies with file number attached 

	
	BSBFLM303A Contribute to effective workplace relationships

Gather, convey and receive information and ideas


	
	Audio and written introduction to responding to requests for information (Kim Richards’ office)

Collecting and Providing Information (Library)


	Learner creates form for recording details of requests for information (Learning Portfolio)

Learner discusses issues relating to gathering information in writing or on discussion board (Learning Portfolio)


Task Seven – Searching the Public Record - Competencies

	Task Seven Overview
	Competencies Addressed
	Resources

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Scenario Description: 

The learner is required to complete a search of a public record.
	BSALPP302A

Carry out a search on a public record.

Plan search

Conduct search

Receive outcome of search

Deliver information
	
	Audio - Overview of Public Records (Ivan Kruber’s Office)

Written copy – Overview of Public Records (Ivan Kruber’s Office)

Searching the Public Record and Obtaining Certificates (Library Catalogue)

Divorce Application Form (Ivan Kruber’s Office)
	Learner completes a search form for a Marriage Certificate

Learners work in teams to create a table of Search Agencies.

Learner discusses use of search on discussion board or in writing (Learning Portfolio) agencies



	
	BSALF301A

Maintain records for time and disbursements in a legal practice.

Enter disbursements incurred
	
	Introduction to disbursements (Kim’s office)

Example of statement of account and disbursements
	Learner to check correctness of disbursement (Learning Portfolio)

Learner to prepare email about checking timesheet.  (Learning Portfolio)

Learner to visit court websites to ascertain fees and then record disbursements on a spreadsheet

	
	
	BSALF301A

Maintain records for time and disbursements in a legal practice.

Record fee-earner time.
	
	Learner completes daily Timesheet

Learner creates a Task Planning Sheet

	
	BSALPP301A

Apply knowledge of the legal system to complete tasks

Organise self or other to apply for certificates
	
	Planning your work schedule
	Learner completes a search on Marriage Certificates

Learner completes priorities game

	
	
	BSBADM303A Produce texts from audio transcription  
Prepare for audio transcription

Transcribe audiotape

Edit and revise text
	Legal Correspondence and Business Writing Style Guide (Desk)
	Learner transcribes a dictated message and prepares a word-processed letter

	
	
	BSBCMN306A Produce business documents (ELECTIVE)

Select and prepare resources

  Design document

 Produce document
	How to use Microsoft Excel Help (accessed from Computer in main office) 

Legal Correspondence and Business Writing Style Guide (Desk)
	Learner to create a letter in response to dictated message. 

Learner creates a spreadsheet for list of disbursements.

	
	
	BSBCMN205A Use business technology (ELECTIVE)

Select and use technology

  Process and organize data
	Legal Correspondence and Business Writing Style Guide (Desk)
	Learner to create a letter in response to dictated message. 

Learner creates a spreadsheet for list of disbursements.

	
	
	BSBFLM303A Contribute to effective work relationships

Gather, convey and receive information and ideas

Develop trust and confidence

Build and maintain networks and relationships
	Achieving Team Goals (Library)

Employee Handbook
	Learner works with others to collect information on search agencies from different sources with input from other learners.

Learner completes extra activities on working effectively with others (Learning Portfolio)

Learner discusses working effectively with others and networking on discussion board or in writing (Learning Portfolio)

Learner completes individual reflection activities in Achieving Team Goals (Library)



	
	BSBCMN202A Organise and complete daily work activities

Organise work schedule

Complete work tasks

Review work performance
	
	Planning your Work Schedule (Library)

Achieving Team Goals (Library)

Prioritising and Planning Activities in a Legal Office


	Learner creates own Task Planning Sheet

Learner creates table of search locations (Intray)

Learner reviews own work performance (Learning Portfolio/Discussion Board)


Task Eight – Preparing and Delivering Documents - Competencies

	Task Eight Overview
	Competencies Addressed
	Resources

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Scenario Description: 

The learner is required to follow a Barrister's brief and details and directions required to complete three activities associated with preparing and delivering court documents..
	
	BSACS301A Apply the principles of confidentiality and security within the legal environment 

Work within accepted codes of conduct

	Receive and Dispatch Outgoing Mail 
	Learner process outgoing mail 

Learner completes the Outgoing Mail Register

	
	
	BSALF301A Maintain records for time and disbursements

Record fee-earner time.
	County Court Internet Site (Library)

Introduction to Disbursements (Library)
	Learner determines costs of lodging documents

Learner completes a daily Timesheet (Main Office).

	
	BSALPP303A Deliver court documentation

Organise self or other to copy and collate court/tribunal documents

Plan court/tribunal delivery schedule

Organise self or other to deliver documents
	
	Preparing and Delivering Documentation (Kim Richards)

Receive and Dispatch Outgoing Mail (Library)
	The learner completes, collates and organises for the following documents to be delivered to court:

Notice for Discovery.

Writ.
Statement of Claim.

	
	
	BSALR301A Handle receipt and dispatch of information.

Court documents are processed according to the firm’s procedures
	Office Policies and Procedures (Intranet/Library) 

Outgoing mail register
	Learner completes and organizes delivery of court documents

Learner completes outgoing mail register

Learner completes research activity (Learning Portfolio)

	
	
	BSALPP301A Apply knowledge of the legal system to complete tasks

Produce and dispatch legal documentation
	Two document templates.

Information from Barrister and Legal support manager

Draft statement of claim

Writ template (Internet)

Court Internet sites
	Learner completes and organizes delivery of court documents

Learner completes outgoing mail register

	
	
	BSBCMN306A Produce business documents (ELECTIVE)

Select and prepare resources

  Design document

 Produce document


	Two document templates.

Information from Barrister and Legal support manager

Draft statement of claim

Court Internet sites
	Learner uses templates to prepare documents

	
	
	BSALO301A Assist in prioritising and planning activities in a legal practice.

Assist designated person/s to prepare for critical dates

Follow up outcomes of meetings or other activities

	Information from Barrister and Legal support manager

Draft statement of claim

Court Internet sites
	Learner completes plans and completes required tasks for barrister.

Learner completes reflection task (Learning Portfolio)


Task Nine – Processing Outgoing Mail - Competencies

	Task Nine Overview
	Competencies Addressed
	Resources

	
	Introduced
	Reinforced
	Introduced
	Reinforced

	Scenario Description: 

The learner is required to process the outgoing mail and deal with each envelope appropriately.
	BSALR301A Handle receipt and dispatch of information (CORE)

Receive and dispatch outgoing mail

Collate and dispatch documents for bulk mailing

Organise urgent and same day deliveries
	
	Receive and Dispatch Outgoing Mail book.

Internet sites (Library computer)
	Learner completes activities and Post-it game in Receive and Dispatch Outgoing Mail

Learner process outgoing mail 

Learner completes the Outgoing Mail Register

Learner discusses issues related to outgoing mail in writing or on Discussion Board  (Learning Portfolio)

	
	
	BSBCMN205A Use business technology 

Select and use technology

Maintain technology
	Using Office Equipment (Library)

Using Mail Merge (Intray)

About Photocopying in a Legal office (Copier/Filing Room)

Internet sites (Library computer)


	Learner uses spreadsheet to calculate postage costs.

Learner creates, saves and emails spreadsheet as attachment.

Learner creates letters via a mail merge.

Learner completes photocopying tutorial and exercises

Learner completes task by using the photocopier (virtual or real)

Learner researches legal software (Learning Portfolio)

Learner discusses waste of resources when using office equipment (Discussion Board/Learning Portfolio)

	
	
	BSBCMN306A Produce business documents 

Select and prepare resources

Design document

Produce document
	Using Mail Merge (Intray)

Internet sites on using mail merge (Library computer)

Using Microsoft Excel Help (Intray)


	Learner creates letters via a mail merge.

Learner creates, saves and emails spreadsheet as attachment.

Learner researches legal software (Learning Portfolio)

	
	
	BSALF301A Maintain records for time and disbursements

Record fee-earner time.
	
	Learner completes a daily Timesheet (Main Office).

	
	
	BSBCMN202A Organise and complete daily work activities

Organise work schedule

Complete work tasks
	
	Learner prepares and completes Task Planning Sheet 


Appendix 2 Task/Competency Matrix

Use this matrix to determine the tasks that should be attempted to complete specific competencies.

BSALO301A Assist in prioritising and planning activities in a legal practice
To complete this competency, learners should complete Task 6

	Task
	Element
	Performance Criteria

	6. Processing Incoming Mail
	1

2

3

4
	1,2

1,2,3

1,2,3,4

1,2


BSALPP302A Carry out a search on a public record
To complete this competency learners should complete Task 7

	Task
	Element
	Performance Criteria

	7. Searching a Public Record
	1

2

3

4
	1,2

1,2,3,4

1,2,3,4

1,2,3


BSALC301A Use legal terminology in order to carry out tasks
To complete this competency, learners should complete Tasks 3.

Task 4 can be used as reinforcement
	Task
	Element
	Performance Criteria

	3. Creating a Letter from a Memo
	1

2
	1,2

1,2,3

	4. Creating a Letter from a Dictated Message
	1

2
	2

1,2,3


BSALR301A Handle receipt and dispatch of information
To achieve this competency, learners should complete Task 4, 6,7

	Task
	Element
	Performance Criteria

	4. Processing Incoming Mail
	1
	1,3,4,5,6,7,8

	6. Preparing and Delivering Documents
	1
	2 

	7. Processing Outgoing Mail
	2

3

4
	1,2,3,4,5,6,7

1,2,3,4,5,6,

1,2,3


BSACS301A Apply the principles of confidentiality and security within the legal environment
To complete this competency, learners should complete Task 3 and Task 5. Task 6 should be used for reinforcement

	TASK
	Element
	Performance Criteria

	3. Creating a Letter from a Memo


	1

2

3
	1,2,3,4,5,6,7
1,2,3

1,2,3,4     

	4. Creating a letter from a dictated message
	1

2
	1,2,3

3,4

	5. Assembling a new file
	2

3
	1,2,3

1,2,3,4

	6. Processing Incoming Mail
	1
	7



	8. Preparing and Delivering Documents
	1
	2

	10. Processing Inactive Files
	1
	4


BSALPP301A Apply knowledge of the legal system to complete tasks
To achieve this competency Tasks 1, 3, 6, 7 and 8 should be completed.

	Task
	Element
	Performance Criteria

	1. Our Firm and the Legal System
	1

2

5
	1,2 34 

1,2

1,2,3,4,

	3. Creating a Letter from a Memo
	3
	4,5,7,8

	6. Processing Incoming Mail
	2
	3

	7. Searching the Public Record
	4
	1,2,3,4,5,6,7

	8. Preparing and Delivering Documents
	3
	1,2,3,4,5,6,7


BSALF301A Maintain records for time and disbursements in a legal practice
To complete this competency, learners should complete Task 7. This should be reinforced with Task 8

	Task
	Element
	Performance Criteria

	2. Your Role and Responsibilities
	1
	1,2,3

	3. Creating a Letter from a Memo
	1

2
	1,4

3

	4. Creating a Letter from a Dictated Message
	1

2
	1,4

3

	5. Assembling a New File
	1

2
	1, 4

3

	6. Processing Incoming Mail
	1

2
	1,4

1,2

	7. Searching a Public Record
	1

2
	1,2, 34

1, 2, 3

	8. Preparing and Delivering Documents
	1

2
	1,4

1     


BSBADM303A Produce texts from audio transcription
To complete this competency, learners should complete Task 4.

Tasks 5 and 7 can be used as reinforcement
	Task
	Element
	Performance Criteria

	4. Creating a Letter from a Dictated Message
	1

2

3
	1,2

1,2,3,4,5

1,2

	5. Assembling a New File
	1

2
	1

1,2,3,4,5

	7. Searching a Public Record
	1

2

3
	1,2

1,2,3,4,5

1,2


BSBCMN201A Work effectively in a business environment
To complete this competency, learners should complete Tasks 1 and 2.

	Task
	Element
	Performance Criteria

	1. Our Firm and the Legal System
	1


	1,2


	2. Your Role and Responsibilities
	1

2
	1,2,3,4,5

1,2,3,4


BSBCMN202A Organise and complete daily work activities
To complete this competency, learners should complete Task 7. Task 5 can be used for reinforcement.

	Task
	Element
	Performance Criteria

	3. Create a Letter from a Memo


	2


	1,4



	5. Assembling a New File
	1

2
	1,2,3

1,3,4

	7. Searching the Public Record
	1

2

3
	1,2,3

1,2,3,4

1,2  


BSBFLM303A Contribute to effective work relationships
To complete this competency, learners should complete Tasks 2 and 7. Task 6 can be used for reinforcement.

	Task
	Element
	Performance Criteria

	2. Your Role and Responsibilities
	3

4
	1, 2, 3

2, 3

	6. Processing Incoming Mail


	1
	1,2,4

	7. Searching the Public Records 
	1

2

3

4
	1,2,3,4 
1,2,3,4

1,2

1,2,3,45


BSBCMN306A Produce business documents
To complete this competency, learners should complete Task 3. Tasks 4, 6, 7 and 9 can be used for reinforcement.

	Task
	Element
	Performance Criteria

	3. Creating a Letter from a Memo
	1

2

3
	1, 2,3 

1,2,3,4

1,2,3, 4

	4. Creating a Letter from a Dictated Message
	1

2

3
	1,2, 3
1,2,3,4

1,2,3,4

	6. Processing Incoming Mail
	1

2

3
	1, 2

1,2,3,4

1,2,3,4

	7. Searching the Public Record
	1

2

3
	1, 2

1,2,3,4

1,2,3,4

	9. Processing Outgoing Mail
	1

3
	1, 2
1,2,3,4


BSBCMN205A Use business technology
To achieve this competency, learners should complete Tasks 3 AND 6

Tasks 4, 7 and 9 can also be used for reinforcement.
	Task
	Element
	Performance Criteria

	1. Our Firm and the Legal System
	1
	1,3

	2. Your Role and Responsibilities
	1
	2,3

	3.  Creating a Letter from a Memo
	1

2
	1,2,3

1,2,3,4

	4. Creating a Letter from a Dictated Message
	1

2 
	1,
1,2,3,4

	6. Processing Incoming Mail
	1

3
	1

1,2,3

	7. Searching the Public Record
	1

2
	1,2

1,2,3,4

	9. Processing Outgoing Mail
	1


	1




BSALPP303A Deliver court documentation
To achieve this competency, learners should complete Tasks 8

	Task
	Element
	Performance Criteria

	8. Preparing and Delivering Documents
	1

2

3
	1,2,3,4

2,3

1
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