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[bookmark: _Toc24284967]BSBLEG311 Work in a legal services environment 
Application
This unit describes the skills and knowledge required to work in a legal services environment including accessing legal information, drafting documents with assistance and seeking feedback on work performance. 
It applies to those who support administrative legal work under supervision.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Legal Services
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to work 
	1.1 Identify task requirements with supervision
1.2 Identify scope of own responsibility in relation to task 
1.3 Access information from client file or legislation or precedents according to task requirements 

	2. Undertake work 
	2.1 Communicate with clients using legal terminology with supervision 
2.2 Assist in drafting documents according to task requirements 
2.3 Organise despatch of documents with supervision 
2.4 Document activities and actions according to organisational policies and procedures 
2.5 Enter court or tribunal according to legislative and ethical standards 

	3. Finalise work 
	3.1 Self-check document and court behaviour for improvement according to organisational, legislative and ethical requirements 
3.2 Seek feedback from supervisor on document and court conduct 
3.3 Implement feedback into work behaviour or process 


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	SKILL
	DESCRIPTION

	Learning
	· Identifies gaps in knowledge and experience to assist with clarifying and extending understanding 

	Numeracy
	· Calculates and records time allocated to tasks and applicable fees 

	Oral communication
	· Uses questioning to clarify understanding 
· Uses industry-specific vocabulary to address key personnel 

	Reading
	· Interprets textual information to identify correct terms or processes 
· Proofreads text to ensure accuracy of content and format 

	Writing
	· Uses specific, accurate and relevant language to complete workplace documentation

	Teamwork
	· Follows accepted practices and protocols when communicating with internal and external parties 

	Initiative and enterprise
	· Adheres to organisational and legal requirements 

	Planning and organising
	· Plans and implements tasks to achieve outcomes according to organisational requirements 


Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBLEG301 Apply knowledge of the legal system to complete tasks
BSBLEG305 Use legal terminology in order to carry out tasks
BSBLEG306 Maintain records for time and disbursements in a legal practice.
Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _Toc24284968]Assessment Requirements for BSBLEG311 Work in a legal services environment 
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
· identify task requirements, scope of personal responsibility and access relevant information to prepare for work 
· communicate with clients, draft and organise despatch of documents with supervision on three separate occasions
· document activities according to organisational policies and procedures 
· enter a court or tribunal according to legislative and ethical standards
· self-check, seek and implement feedback into work processes and conduct. 
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
· spelling, abbreviations and appropriate use of legal terminology 
· roles and responsibilities of key bodies in the legal system 
· scope of support role and obligations to provide legal advice, complete legal work and appear in court according to relevant jurisdiction 
· key personnel within a legal practice and their responsibilities. 
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
· organisational policies and procedures relevant to staff responsibilities 
· information on courts, their jurisdiction and behavioural expectations.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.

Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _Toc24284969][bookmark: O_709816]BSBLEG3102 Carry out search of the public record
[bookmark: O_709817]Application
This unit describes the skills and knowledge required to complete a search of the public record. This involves planning and conducting the search; and obtaining, storing and reporting the information according to instructions. Searches may be carried out using digital databases.
It applies to individuals who must access public records in a work environment.
This unit describes the skills and knowledge required to complete a search of the public record. This involves planning and conducting the search, and obtaining and delivering the information according to instructions.
It applies to individuals who provide services to support legal practitioners, while under supervision. This unit underpins all units of competency in the Legal Services stream.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709820]Unit Sector
Technical Skills – Legal Services
[bookmark: O_709821]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan search
	1.1 Identify information required from search process
1.1 Arrange timelines for completing search and plan work
1.2 Identify information sources and procedure for obtaining information
1.3 Plan work according to specified timelines
1.2 Identify appropriate information sources for completing the search and identify procedure for obtaining information from sources and clarify if necessary

	2. Undertake  Conduct search
	2.1 Access and complete appropriate search request form accurately
2.2 2.2 Identify costs associated with the search
Prepare monies to pay for search if necessary
2.3 Organise self or other person to Lodge search request formlodge search request with the appropriate person/official at correct search location
2.4 Obtain record of lodgement and store according to organisational policies and procedures 

	3. Finalise search Receive outcome of search
	3.1 Obtain search results and check that information needs have been met	Comment by Author: Clarity; Remove references to in-person searches to reflect increasingly digital nature of task; Add performance standards
3.2 Store required documents according to organisational policies and procedures
3.3 File records of expense according to organisational policies and procedures
3.4 Advise required personnel of search outcome and report outstanding issues and matters than cannot be resolved within scope of own role3.1 Arrange process of obtaining information with the appropriate person/official
3.2 Organise self or other person to collect information from external agency in the arranged manner
3.3 File all records of expense
3.4 Check information to see that it meets identified needs and take appropriate follow‑up action with assistance if necessary

	4. Deliver information
	4.1 Deliver information intact to designated person
4.2 Identify and resolve difficulties within timelines
4.3 Document all activities, actions and outcomes and record time



[bookmark: O_709822]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Learning 
	Plans and organises a routine job, identifying possible risks and accessing relevant resources

	Reading
	Identifies Recognises and interprets textual information to determine job requirements
Checks information for accuracy

	Writing
	Completes a range of forms accurately and legibly using correct technical vocabularyCompletes forms legibly and correctly
Prepares documentation that communicates information clearly and effectively

	Oral Communication
	Listens to clear, sequenced instructions of several steps, and asks clarifying questions as requiredPresents information using language and structure appropriate to the audience and context
Uses listening and questioning skills to confirm understanding

	Numeracy
	Calculates and records details of search fees and time estimates

	Technology 
	Uses organisational file sharing and storage systems

	Navigate the world of work
	Identifies and follows correct search procedures

	Get the work done
	Plans, organises and implements tasks to achieve required outcomes in a timely fashion
Responds to routine problems directly related to own role
Use digital tools and systems to access and enter information



[bookmark: O_709824]Unit Mapping Information
Supersedes and is equivalent to BSBLEG302 Carry out search of the public record.
[bookmark: O_709831]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284970]Assessment Requirements for BSBLEG3102 Carry out search of the public record
[bookmark: O_709826][bookmark: O_709827]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
carry out a search of the public record at least three times.

In the course of the above, the candidate must:
identify search information requirements, information sources and plan work according to timelines 
complete and lodge search request and obtain proof of lodgement 
identify search costs and file according to organisational policies and procedures 
obtain, store and advise required personnel of search outcomes and outstanding issues.
search information sources to meet identified needs accurately and appropriately
provide clear and sufficient instructions and explanations to others
maintain detailed file notes at each step of the search process, including a record of lodgement
consulting the legal practitioner or supervisor proactively where difficulties cannot be resolved through standard procedures
preparing monies to pay for searches
maintain records of all activities, actions, outcomes, time and costs in accordance with the firm’s policies and procedures.
[bookmark: O_709828]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline the scope of legal practitioner/support role and own responsibilities and obligations to provide legal advice, complete or sign off on legal work and/or appear in court as described by relevant jurisdiction(s)
explain firm’s policies and procedures in relationrelating to carrying out searches
list key features of accepted codes of conduct including those relating to:
privacy and confidentiality
the use of company property
duty of care
ethical behaviour
non‑discriminatory practice
conflict of interest
explain compliance requirements with reasonable direction
discuss legal terminology in relationrelevant to the relevant area of law and the appropriate legal process
identify the location and appropriate search procedures of relevant search sources, including on‑line information locations
discuss standard problems and resolutions in the sourcing and delivery of information
outline the roles and responsibilities of internal and relevant external individuals/ and authorities.

[bookmark: O_709829]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
office equipment and resources required to complete search processes described in the performance evidence

llegislation and regulations relevant to public record searchescommon legal matters
background information on courts, their jurisdiction and behavioural requirements
people with expert knowledge.
.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_709832]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284971][bookmark: O_709850]BSBLEG3103 Lodge documents in a legal services environment Deliver court documentation
[bookmark: O_709851]Application
This unit describes skills and knowledge required to organise documents for lodgement at a court or non-judicial registry, plan and carry out lodgement, and return proof of document lodgement. Document lodgement may be carried out digitally.
It applies to individuals who provide administrative support in a legal services environment, while under supervision. 
This unit describes skills and knowledge required to organise court documents for delivery, plan a schedule of delivery, deliver documents to the appropriate courts and return proof of document lodgement.
It applies to individuals who provide services to support legal practitioners, while under supervision. This unit underpins all units of competency in the Legal Services stream.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_709854]Unit Sector
Technical Skills – Legal Services
[bookmark: O_709855]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan document lodgementOrganise self or other to copy and collate court/tribunal documents
	1.1 Identify task requirements, including registry for lodgement and documents to be lodged
1.2 Identify requirements for chosen method of lodgement
1.3 Copy and collate documents, where relevant, according to registry requirements and organisational policies and procedures
1.4 Obtain monies to pay for lodgement, where relevant, according to organisational policies and procedures1.1 Identify documents for the same courts/tribunals
1.2 Organise self or other to copy and collate documents according to court requirements and a firm’s policies and procedures
1.3 Attach file/matter number to copies of all relevant documents where appropriate
1.4 Appropriately file copies of all documents to be delivered

	2. Carry out document lodgement2. Plan court/tribunal delivery schedule
	2.1 Access registry safely and securely	Comment by Author: Safe / secure use particularly important in a digital environment
2.2 Submit documents according to registry and task requirements
2.3 Record relevant details where documents are deficient and cannot be lodged
2.4 Make payment, where relevant, according to registry requirements
2.5 Resolve barriers to lodgement within scope of own role or refer to relevant personnel2.1 Establish times of delivery to ensure court/tribunal timelines are met
2.2 Selected appropriate delivery method
2.3 Prepare monies for court filing fee and record disbursement appropriately

	3. Finalise document lodgementOrganise self or other to deliver documents
	3.1 Obtain record of lodgement and confirm that task requirements have been met
3.2 Store required documents according to organisational policies and procedures
3.3 File records of lodgement expense according to organisational policies and procedures
3.4 Advise required personnel of lodgement outcome and report outstanding issues3.1 Transport documents securely to court/tribunal
3.2 Hand over documents and monies if necessary for court filing fees to appropriate court official
3.3 Seek and record information regarding deficiency from court official if documents are deficient and cannot be lodged
3.4 Collect and file proof of lodgements and any associated documents appropriately
3.5 Appropriately resolve difficulties with lodgement or refer to designated person as appropriate



[bookmark: O_709856]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Learning 
	Plans and organises routine jobs, identifying possible risks and accessing relevant resources

	Reading
	Identifies and interprets textual information to determine job requirements
Checks information for accuracyRecognises and interprets textual information to identify relevant information according to job requirements

	Writing
	Completes a range of forms accurately and legibly using correct technical vocabularyRecords information according to requirements

	Oral Communication 
	Listens to clear, sequenced instructions of several steps, and asks clarifying questions as required

	Numeracy
	Calculates and records details of lodgement fees and time estimatesMakes mathematical calculations to record periods of time, to calculate expenditure and to establish timelines

	Navigate the world of work
	Identifies and follows required policies and procedures

	Get the work done
	Plans, organises and implements tasks to achieve required outcomes in a timely fashion
Responds to routine problems directly related to own role



[bookmark: O_709858]Unit Mapping Information
Supersedes and is equivalent to BSBLEG303 Deliver court documentation.

[bookmark: O_709865]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284972][bookmark: O_709860]Assessment Requirements for BSBLEG3103 Lodge documents in a legal services environment Deliver court documentation

[bookmark: O_709861]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
assemble complete and accurate documentation for lodgement relating to:
at least two different courts
at least one non-judicial registry.	Comment by Author: Broaden PE to apply to both court and non-court docs

In the course of each of the above lodgements, the candidate must:
plan submission schedule to accommodate agreed timelines	Comment by Author: Rephrase to accommodate digital and hard copy submission
prepare monies for filing fees
maintain records of activities, actions, outcomes, time and costs according to organisational policies and procedures. 
collate and lodge documentation for each court, with correct number of copies, signatures if necessary, and relevant attachments according to the firm’s policies and procedures and the court’s requirements
maintain communication with designated person/s regarding actions, activities and outcomes
plan court delivery schedule to accommodate agreed timelines, closing times of courts and the number of documents to be lodged
prepare monies for court filing fees
maintain records of all activities, actions, outcomes, time and costs in accordance with firm’s policies and procedures.
[bookmark: O_709862]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline scope of legal practitioner/support role and own responsibilities and obligations to provide legal advice, complete or sign off on legal work and/or appear in court as described by relevant jurisdiction(s)
organisational policies and procedures for document submission, including policies and procedures relating to:	Comment by Author: Consistency
disbursements	Comment by Author: Ref. PC 1.4, 3.3
document storage	Comment by Author: Ref. PC 3.2
discuss the firm’s policies and procedures in relation to handling of court documentation
explain accepted codes of conduct including those relating to:
privacy and confidentiality
use of company property
duty of care
ethical behaviour
non‑discriminatory practice
conflict of interest
compliance with reasonable direction
provide an overview of relevant; court processes, current legislation, legal processes and required documentation.

[bookmark: O_709863]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
office equipment and resources
appropriate legislation and regulations relevant to common legal mattersperformance evidence.
background information on courts, their jurisdiction and behavioural requirements
people with expert knowledge.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_709866]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24284973][bookmark: O_709903]
BSBLEG3104 Protect information in a legal services environment Apply the principles of confidentiality and security within the legal environment

[bookmark: O_709904]Application
This unit describes the skills and knowledge required to  protect information in a legal services environmentuse ethical behaviour when dealing with sensitive and confidential information in a legal environment.
It applies to individuals who provide services to support legal practitioners, while under supervision. This unit underpins all units of competency in the Legal Services stream.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_709907]Unit Sector
Technical Skills – Legal Services
[bookmark: O_709908]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Work within accepted codes of conduct
	1.1 Submit work for review and approval by the legal practitioner who delegated the task/s
1.2 1 Update documents and forward reports on the progress of matters to clients and legal practitioner according to instructions and organisational policies and proceduresKeep paperwork up to date and forward reports on the progress of matter/s to clients regularly according to instructions and relevant legislation
1.23 Identify personal role and responsibilities in relation to communication with relevant parties Ensure contact with the opposing party in legal disputes occurs only under the specific direction of the legal practitioner responsible for the matter	Comment by Author: Addresses PC 2.2
1.3 Communicate conflict of interest or potential conflict of interest in a legal matter to the legal practitioner responsible for the matter4 Promptly communicate conflict of interest or potential conflict of interest in a legal matter to the legal practitioner responsible for the matter
1.4 Follow organisation procedures for receipting trust account payments5 Treat clients and fellow workers with respect
1.5 Assess information regarding what is and what is not disclosable6 Take care to behave with honesty and integrity at all times
1.7 Direct trust account monies to legal practitioner for receipt

	2. Follow confidentiality procedures
	2.1 Store and secure documents according to organisational policies and proceduresAssess information with regard to what is and what is not disclosable
2.2 Use discretion and judgement in all communications
2.2 Follow storage processes for documents or exhibits according to organisational policies and procedures3 Discuss client‑related matters only within the confines of the practice and with appropriate personnel
2.3 Label and store all materials required by legislation to be stored for certain periods of time and according to organisational policies and procedures

	3. Follow security procedures
	3.1 Appropriately store and secure file related information, including electronically stored information
3.2 Hold discussions relating to client matters in a private location
3.3 Ensure all documents/exhibits relating to a file are locked away securely after use according to a firm’s policies and procedures
3.4 Ensure all materials required by legislation to be stored for certain periods of time are clearly labelled and stored securely according to a firm’s policies and procedures



[bookmark: O_709909]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Identifies Recognises and interprets textual information to determine and to adhere to the firm’s practices

	Writing
	Legibly and correctly completes and updates documentation

	Oral Communication
	Participates in spoken exchanges using structure and language to suit the audience
Uses active listening and questioning techniques to confirm understanding

	Initiative and enterprise Navigate the world of work
	Complies with legislative obligations and follows ethical requirements, policies and procedures relevant to own role

	Interact with others
	Follows accepted communication practices and protocols for submitting work or discussing client-related matters

	Planning and organising Get the work done
	Plans, organises and implements tasks to achieve outcomes according to organisational requirements
Addresses problems by implementing standard procedures, referring problems outside own scope of responsibility to others
Uses digital systems and tools to access and store information, understanding the need for security of all data

	Technology 
	Uses digital systems and tools to access and store information, understanding the need for security of all data



[bookmark: O_709911]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBLEG304 Apply the principles of confidentiality and security within the legal environment 

[bookmark: O_709918]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284974]Assessment Requirements for BSBLEG3104 Protect information in a legal services environment Apply the principles of confidentiality and security within the legal environment
[bookmark: O_709913]
[bookmark: O_709914]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply all relevant statutory legislation and including the Code codes of Conductconduct, Legal Practice Act and The Judicial Act toand ensure all work is performed with honesty and integrity
update documents according to instruction and organisational policy or procedures
identify and apply standard resolutions to breaches of confidentiality, security and conduct by self and others within the firm
provide clear, relevant and correct assistance and advice to co‑workers
handle, store and secure all electronic, and paper‑based, exhibits and confidential information according to firm’s policies and procedures
seek advice from appropriate sources where the level of confidentiality required in a situation is unclear.
[bookmark: O_709915]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
personal role and responsibilities in relation to contact with the opposing party, including 
confidentiality requirements 
outline the scope of the legal practitioner/support role and own responsibilities and obligations to provide legal advice, complete or sign off on legal work and/or appear in court as described by relevant jurisdiction(s)
trust account responsibilities
scenarios in which client‑related matters are discussed 
storage processes 
identify firm’s policies and procedures relevant to the performance evidence
outline accepted codes of conduct including those relating to:
privacy and confidentiality
use of company property
duty of care
ethical behaviour
non‑discriminatory practice
conflict of interest
compliance with reasonable direction
summarise relevant court processes, current legislation, legal processes and required documentation.

[bookmark: O_709916]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
office equipment and resources for confidentiality and security processes 
legislation and regulations relevant to common legal matters
background information on courts, their jurisdiction and behavioural requirements.
people with expert knowledge.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_709919]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24284975][bookmark: O_710198]
BSBLEG31508 Assist in prioritising and planning activities in a legal services environment practice

[bookmark: O_710199]Application
This unit describes the skills and knowledge required to assist others within a legal practice toby supporting the planning of activities in a legal services environmentorganise a legal schedule.
It applies to individuals who work under supervision to arrange appointments and other activities based on court dates and required legislative timeframes. In this role, individuals apply a broad range of administrative competencies in a legal office work environment, using some discretion and judgement. They provide support to legal practitioners and may provide technical advice and support to a team.
This unit underpins all units of competency in the Legal Services stream.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710202]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710203]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Record file-related critical dates and times
	1.1 Identify file-related deadlines
1.2 Record file-related deadlines according to a firm’s policies and procedures

	2. Make and record appointments on behalf of designated personnel
	2.1 Establish and clarify priorities of designated personneln/s
2.2 Agree and document Ensure timelines for achievement of priorities are agreed and documented/recorded
2.3 Arrange and and/or re‑arrange appointments to a time or date which is more convenient for parties involved

	3. Assist designated personnel/s to prepare for critical dates
	3.1 Check records daily for upcoming appointments and commitments
3.2 Remind designated personnel/s of critical file dates
3.3 Prepare and distribute information meeting task legislative requirements to designated person/nnels prior to critical dates
3.4 Set reminders to schedule Monitor timelines regularly inappointments in consultation with designated personnel

	4. Follow up outcomes of meetings or and other activities
	4.1 Plan and oOrganise appropriate follow-up actions and activities in conjunction with designated personnel and relevant parties
4.2 Update file notes according to aorganisational firm’s policies and procedures



[bookmark: O_710204]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Identifies Recognises and interprets textual data to identify and plan job deadlines to adhere to requirements

	Writing
	Uses clear, accurate and relevant language to organise, record and update information and complete workplace documentation

	Oral Communication
	Articulates clearly using specific terminology and relevant tone to convey requirements
Uses active listening and questioning techniques to confirm understanding

	Numeracy
	Uses basic mathematical formula to calculate and monitor work timeframes

	Initiative and enterprise Navigate the world of work
	Takes personal responsibility for adherence to legal and regulatory requirements
Identifies and responds to organisational policies and procedures

	TeamworkInteract with others
	Selects appropriate mode of communication for a specific purpose relevant to own role
Cooperates with others as part of familiar routine activities and contributes to specific activities requiring joint responsibility and accountability

	Planning and organising Get the work done
	Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficient and effective outcomes
Takes responsibility for outcomes of routine decisions related directly to own role




[bookmark: O_710206]Unit Mapping Information
Supersedes and is equivalent to BSBLEG308 Assist in prioritising and planning activities in legal practice.


[bookmark: O_710213]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284976][bookmark: O_710208]Assessment Requirements for BSBLEG31508 Assist in prioritising and planning activities in a legal services environment practice

[bookmark: O_710209]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
assist in planning at least six activities in a legal services environment. 

In the course of the above, the candidate must: 
schedule arrangements for demonstrate an understanding of responsibility involved in making arrangements for others according to task requirements and timelinesand legal consequences of not meeting critical timelines
interact courteously and efficiently with other parties when making, confirming and changing appointments
apply organisational skills and firm’s procedures to accurately and legibly diarise all relevant details of appointments and file deadlines and follow up as required
apply standard procedures to solve problems including (such as double-bookings or non‑attendances) promptly and satisfactorily
create and maintain up‑to‑date, legible, accurate and accessible records of all activities and outcomes according to firm’s policies and procedures.
[bookmark: O_710210]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline scope of legal practitioner/support role and own responsibilities and obligations to provide legal advice, complete or sign off on legal work and/or appear in court as described by relevant jurisdiction(s)
firm’s policies and procedures for organising appointments
key features of discuss firm’s administrative systems and files
adhere to codes of conduct applicable for performance evidence. including:
privacy and confidentiality
use of company property
duty of care
ethical behaviour
non‑discriminatory practice
conflict of interest
compliance with reasonable direction.


[bookmark: O_710211]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
 This includes access to:
office equipment and resources for scheduling activities

legislation and regulations relevant to planning activities 
common legal matters
people with expert knowledge.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710214]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284977][bookmark: O_710499]BSBLEG42113 Apply understanding of the Australian legal system Identify and apply the legal framework

[bookmark: O_710500]Application
This unit describes the skills and knowledge required to apply understanding of the Australian research legal system. s and jurisdictions within Australia. This includes understanding and applying knowledge of the Federal system, sources of law, and the trial system for resolving disputes.
It applies to individuals who use well-developed research skills to analyse and evaluate information from a variety of sources to provide support in a range of legal service settingsare in legal assistant job roles, as well as those who are required to apply basic legal knowledge in a work environment.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710503]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710504]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify Research sources of law
	1.1 Identify main institutions of government in Australia
1.2 Research 1.1 Identify sources of Australian law
1.2 Access sources of legislation according to organisational policies and procedures
1.3 Apply principles for reading and interpreting legislation
1.4 Identify hierarchy of sources of law
1.3 Assess rules for resolving conflicts of laws

	2. Identify and resolve inconsistencies between laws
	2.1 Resolve conflicts between pieces of statute law according to hierarchy of sources of law
2.2 Resolve conflicts between pieces of common law according to hierarchy of courts
2.3 Resolve conflicts between statue and common law according to hierarchy of sources of law

	3. Research the trial system
	3.1 Examine elements of the adversary trial system
3.2 Identify and examine differences in law and procedures between civil and criminal proceedings

	2. Identify and analyse relationships between the Federal and the states and territories governments
	2.1 Identify legislative powers of Australian Federal Government and limits of that power
2.2 Analyse legislative powers of states and territories
2.3 Evaluate relationship between legislative powers of the Federal Government and state and territory governments

	3. Differentiate between civil and criminal proceedings
	3.1 Identify and examine differences in law and procedures between civil and criminal proceedings
3.2 Analyse findings and determine which court would hear particular cases

	4. Examine elements of adversary trial system
	4.1 Identify main features of adversary system of trial
4.2 Evaluate these features and determine how they apply in the legal environment

	5. Examine elements of precedent
	5.1 Identify main features of principles of precedent
5.2 Analyse how precedent is applied in the legal environment
5.3 Examine and document outcomes of precedent

	6. Examine legislation
	6.1 Examine principles for reading and interpreting legislation
6.2 Apply principles for reading and interpreting legislation in the legal environment



[bookmark: O_710505]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Identifies, analyses and evaluates complex text to obtain information about federal, state and territory government systems and determine specific requirements within the legal environment

	Writing
	Records results of investigations using clear and comprehensible language and grammar to convey detailed information and capture different perspectives

	Navigate the world of workInitiative and enterprise
	AppliesEnsures knowledge of legislation, regulations, jurisdictions and procedures relevant to role is accurately and, comprehensively and current

	Get the work donePlanning and organising
	Organises, plans and sequences tasks required to achieve required outcomes
Uses systematic, analytical processes in non-routine situations, gathering relevant information and identifying and evaluating options



[bookmark: O_710507]Unit Mapping Information
Supersedes and is equivalent to BSBLEG413 Identify and apply the legal framework.
Supersedes but is not equivalent to BSBINT407 Prepare business advice on export Free-on-Board Value.
[bookmark: O_710514]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284978][bookmark: O_710509]Assessment Requirements for BSBLEG42113 Apply understanding of the Australian legal system Identify and apply the legal framework

[bookmark: O_710510]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
explain differences between Australian law making institutions, including courts and legislative bodies
explain relationship between legislative powers of Federal Government and state/territory governments, including limitations on legislative authority
identify appropriate institutions bodies to hear civil versus criminal proceedings
explain how adversarial system of trial operates
explain application and outcomes of principles of precedent
access, read and interpret legislation.
[bookmark: O_710511]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
list institutions and main features of the Australian legal system
rules for resolving conflicts of laws 
identify legal terminology in relation to areas of practice of law and relevant legal processes
outline methods used to identify appropriate information about sources of Australian law
list scope of own responsibilities in context of legal framework.

[bookmark: O_710512]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
office equipment and resources for fulfilling performance criteria 
legislation and regulations relevant to fulfilling the performance criteria. common legal matters
people with expert knowledge.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710515]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284979][bookmark: O_710556]BSBLEG42214 Maintain a file Establish and maintain a file in a legal services environment 

[bookmark: O_710557]Application
This unit describes the skills and knowledge required to maintain manage the conduct of a file under the instruction of a designated individual.
It applies to individuals who apply well established, sound theoretical knowledge in the provision of administrative support in a legal services environment.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710560]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710561]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Initiate preliminary file activities
	1.1 Arrange meeting with designated individual to discuss new file, and to plan and prioritise preliminary work
1.12 Obtain details of the legal matter from the client according to instructions and organisational’s policies and procedures
1.23 Develop a quote in line with organisation’s fee structure and forward it to instructing legal practitioner for approval
1.4 Forward quote and instructions for establishing a trust account to client on behalf of instructing legal practitioner
1.35 Clarify terms of engagement with instructing legal practitioner and client and ensure expectations are agreed upon and documented
1.4 Complete and record results of conflicts of interest check

1.61.5 Prepare initial file documentation

	2. Carry out conflict of interest check
	2.1 Organise self or other person to carry out conflict of interest check
2.2 Record results of conflict of interest check in preliminary file notes, and discuss and resolve areas of potential conflict

	23. Open file
	23.1 Locate, access and extract relevant information for initiating files according to organisational policies and procedures
23.2 Select and brief support staff to assist on file, in consultation with designated individual
23.3 Forward confirmation of instructions, details of those working on the file, a summary of work to be performed and associated timelines to client on behalf of instructing legal practitioner
23.4 Plan work in conjunction with designated individual and allocate resources

	34. Contact other persons about the file
	34.1 Communicate with relevant parties and document outcomes
Undertake liaison with other persons and obtain statements if necessary
4.2 Undertake liaison with experts where appropriate
34.23 Update file notes detailing activities, actions and outcomes and record time

	45. Undertake legal process according to plan
	5.1 Carry out legal process as planned with designated individual
45.12 Maintain information flow to relevant parties designated individual on progress of matter
45.23 Immediately refer issues or problems outside own range of responsibility to designated individual for resolution
45.34 Confirm enough money is left in the trust account Monitor trust account to ensure sufficient monies are present and contact instructing legal practitioner to facilitate the transfer of additional funds if necessary
45.45 Support development of a progress reportKeep client up-to-date on matter through progress reports and, where necessary, meetings with designated individual

	56. Facilitate file administration and closure
	56.1 Reconcile final costing and prepare invoiceOrganise self or other person to reconcile time records with costing
6.2 Organise self or other person to undertake final costing
6.3 Organise self or other person to prepare invoice
56.24 Arrange meeting with relevant personnel designated individual to review final invoice and relevant documentation in order to facilitate sign-off before forwarding to client
56.35 Update and complete file notes
56.46 Confirm Ensure final accounting of trust account and resolve outstanding disbursements
56.57 Close and archive file according to organisation’s policies and procedures



[bookmark: O_710562]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Reviews text from both hard copy and online sources to identify correct procedures and processes, to maintain information flow and to obtain specific information relevant to the current client and/or file

	Writing
	Uses correct terminology, grammatical structures, spelling and organisational style guides to prepare documentation
Uses clear and detailed language and paraphrasing techniques to accurately transcribe events

	Oral Communication
	Uses effective questioning and listening techniques to clarify needs and to obtain information from others
Relates information obtained, progress made and requirements using clear and concise language appropriate to the audience and environment

	Numeracy
	Extracts and evaluates numerical information and using a calculator or relevant software applies basic arithmetic functions, fractions and percentages to calculate billable hours, prepare invoices, monitor trust accounts and finalise disbursements

	Initiative and enterpriseNavigate the world of work
	Takes personal responsibility for following explicit and implicit policies, procedures and legislative requirements

	Teamwork Interact with others
	Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role

	Planning and organising Get the work done
	Takes responsibility for planning and organising own workload, determining when to allocate work to team members
Makes routine decisions and implements standard procedures for routine tasks, using formal decision makingdecision-making processes for more complex and non-routine situations
Uses familiar digital technologies and systems to access information, enter and store data, present information and communicate with others

	Technology 
	Uses familiar digital technologies and systems to access information, enter and store data, present information and communicate with others



[bookmark: O_710564]Unit Mapping Information
Supersedes and is equivalent to BSBLEG414 Establish and maintain a file in legal services.
Supersedes but is not equivalent to BSBLEG403 Maintain trust accounts.

[bookmark: O_710571]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284980][bookmark: O_710566]Assessment Requirements for BSBLEG422 Establish and mMaintain a file in a legal services environment 

[bookmark: O_710567]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
maintain a minimum of four files in a legal services environment.

In the course of the above, the candidate must: 
document and file information according to organisation’s policies, procedures and legal requirements, and within agreed timeframes
apply organisation’s financial systems and procedures according to legal requirements and within agreed timeframes
provide appropriate information, advice and assistance to clients within own scope of responsibility
communicate with relevant parties to obtain and confirm information.  
explain legal and legislative requirements underlying actions.
[bookmark: O_710568]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline scope of role and responsibilities, and obligation to refer matters to supervisor
outline organisation’s policies and procedures, including relating to the following :
quotation and invoicing procedures
list accepted codes of conduct, including those relating to:
privacy and confidentiality
use of company property
duty of care
ethical behaviour
non-discriminatory practice
conflict of interest
compliance with reasonable direction
identify legal terminology applicable to performance evidence, including that specific to area of law
outline archiving procedures and appropriate file retention periods
outline relevant court processes, current legislation, legal processes and required documentation.

[bookmark: O_710569]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
workplace manuals and reference materials to fulfil the performance criteria
information on courts, their jurisdiction and behavioural requirements
people with expert knowledge
legislation and regulations relevant to fulfil the performance criteria common legal matters.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710572]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24284981][bookmark: O_708683]
BSBLEGRES42304 Conduct simple legal research Research legal information using primary sources

[bookmark: O_708684]Application
This unit describes the skills and knowledge required to work under supervision to conduct simple legal research researching primary sources of legal information, locating relevant information and writing up a basic summary.
It applies to individuals who provide legal support services while under supervision. Its application in the workplace will be determined by the job role of the individual and the legislation, rules, regulations and codes of practice relevant to different jurisdictions. 
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_708687]Unit Sector
Technical Skills – Legal Services
[bookmark: O_708688]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Receive and processProcess  request for information
	1.1 Document request using appropriate recording system
1.2 Confirm client identity and other party’s right to receive information
1.3 Clarify client needs and establish relevant criteria in consultation with designated person to ensure client needs are met  
1.4 Select response methods according to task requirementsResearch and identify appropriate response methods and format  
1.5 Forward request for information to others where appropriate

	2. Identify information sources
	2.1 Identify and research relevant sources and locations of information 
2.2 Obtain access to identified sources  
2.3 Resolve problems with accessing information promptly and efficiently  

	23. Prepare to extract informationCarry out legal research
	23.1 Identify relevant sources and locations of information according to organisational and task requirements Locate and extract information relevant to particular request   
23.2 Access identified sources and escalate where problems arise  
2.3 Extract information relevant to request for information
Discuss and implement resolutions to problems in accessing information with designated person where appropriate  
3.32.4 Copy Store extracted information according to organisation’s security and confidentiality procedures  
3.4 Maintain integrity of content/information 

	4. Ensure information meets request
	4.1 Analyse, evaluate and edit extracted information to fit client needs
4.2 Combine different types of information, where appropriate, to provide response to request 

	35. Summarise research Compose report or correspondence
	5.1 Develop plan and synopsis for report or correspondence   3
5.12 Evaluate extracted information for relevance according to task requirementsWrite report or correspondence using clear and concise language
3.2 Maintain integrity of information
3.3 Develop a summary of research findings to relevant parties for review and action5.3 Check spelling, punctuation and grammar, and amend where necessary

	6. Prepare to format report or correspondence
	6.1 Format report or correspondence according to organisation’s requirements, policies and procedures  
6.2 Check report or correspondence for accuracy and to ensure that intended meaning will be readily understood by recipient  

	7. Finalise report or correspondence
	7.1 Arrange review and sign-off of report or correspondence with designated person within designated timelines  
7.2 Apply organisation’s information-recording procedures  
7.3 Forward report or correspondence to client 



[bookmark: O_708689]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Identifies nterprets information from a range of texts to determine the procedures and strategies needed to perform a range of tasks
Identifies, accesses, analyses and evaluates information from a range of sources
Proofreads documents for accuracy of content, layout, grammar, spelling and punctuation

	Writing
	Gathers, evaluates and integrates information from a range of sources to develop plans
Presents finished document in required format using language, structure and style appropriate to audience
Creates required records according to organisational recording procedures and systems 

	Oral Communication
	Participates in discussions using listening and questioning to elicit the views of others and to clarify or confirm understanding

	Initiative and enterprise Navigate the world of work
	Identifies Recognises and follows legislative requirements and organisational policies and procedures associated with own role

	Interact with others
	Selects and uses appropriate conventions and protocols when sharing information with others

	Planning and organising Get the work done
	Plans, organises and implements tasks to meet organisational requirements
Uses the main features and functions of digital technologies and tools to complete work tasks 
IdentifieRecognises and takes responsibility for addressing predictable and some less predictable problems in familiar work contexts



[bookmark: O_708691]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBRES404 Research legal information using primary sources.
[bookmark: O_708698]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284982][bookmark: O_708693]Assessment Requirements for BSBLEG423RES404 Conduct simple legal research Research legal information using primary sources

[bookmark: O_708694]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
conduct simple legal research in relation to at least three different requests for information. 

In the course of the above, the learner must: 
follow organisational correct procedures for receiving, documenting and processing requests for information
source and access information that meets the requirements of the request
process and format information correctly and in accordance with organisational policies and procedures, particularly with regard to security and confidentiality 
summarise findings finalise documents within designated timelines and according to organisational procedures.
[bookmark: O_708695]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
describe the organisational’s policies and procedures that must be followed when completing the the full range of tasks coveredrelating to performance evidence
list relevant information sources includingand for each source briefly explain:
how each source is accessed process for accessing the information source 
barriers to access for information sources
the type of information  
briefly explain the legislative requirements that apply when researching, accessing and using legal information.

[bookmark: O_708696]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
appropriate legislation and regulations relevant to common legal matters
organisational policies and procedures for formatting of documents, security and confidentiality
office equipment and resources for conducting simple legal research.
 
case studies and, where possible, real situations.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: O_708699]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24284983][bookmark: O_710689]BSBLEG42418 Support the drafting of complex legal documents Produce complex legal documents

[bookmark: O_710690]Application
This unit describes the skills and knowledge required to support the drafting of produce complex legal documents that meet organisational and legislative requirements, including by using advanced features of relevant software packages.
It applies to individuals who use a broad knowledge base and well-developed skills to provide administrative support in a legal environment.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710693]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710694]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Establish drafting requirements Establish document design and structure
	1.1 Identify task requirements of task in line with instructions
1.2 Select software according appropriate to task requirements 
1.3 Establish Determine document design and structure
1.4 Design and structure document to meet legislative and task requirements
1.5 Review and update existing precedent documents

	2. Prepare to draft Develop precedents for document design
	2.1 Develop and use precedents to ensure consistency of design and layout
2.2 Evaluate and amend templates to ensure document requirements can be met
2.3 Recommend improvements to design and/or structure of existing documents and facilitate a review process of suggested improvements

	3. Develop  draft Prepare to produce documents
	3.1 Prepare documents using appropriate and available precedent documents according to organisation’s policies and procedures
3.2 Enter and edit relevant data
3.3 Use a range of advanced software functions to ensure accurate completion of task
3.4 Check documents for spelling, grammar, numeric data and layout
3.5 Proofread documents for accuracy of content and consistency of layout and style
3.6 Make modifications to meet required specifications
3.7 Manage any difficulties to produce completed documents within agreed timelines

	4. Finalise draft Prepare to print documents
	4.1 Print Publish documents as required
4.2 Arrange review of documents with designated person
4.3 Undertake final printing publishing of documents
4.4 Save and store document according to organisational procedures 

	5. Save file and exit system
	5.1 Save and store document in appropriate folder
5.2 Close file and exit application programs
5.3 Make back-up copies of file according to specified procedures
5.4 File and store data according to organisation’s policies and procedures



[bookmark: O_710695]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Investigates and interprets a variety of texts to determine and adhere to requirements
Applies accurate and systematic reviewing techniques to scrutinise precedent documents, templates and new documentation

	Writing
	Develops and amends documents to accurately display relevant information using a design and structure appropriate to task and audience

	Oral Communication
	Uses active questioning and listening techniques, when interacting with colleagues and ascertaining task requirements
Uses appropriate language and features to effectively convey opinions and recommendations

	Initiative and enterprise Navigate the world of work
	Monitors adherence to organisational policies and procedures and legislative requirements

	Teamwork Interact with others
	Cooperates with others as part of familiar routine activities, and contributes to specific activities requiring joint responsibility and accountability

	Planning and organising Get the work done
	Uses planning and organisational skills to perform tasks within designated timelines
Makes a range of decisions in relatively complex situations, taking a range of factors into account
Uses analytical thinking techniques to identify issues and generate possible solutions, seeking input from others as require
Uses formal and informal processes to monitor implementation of solutions and reflect on outcomes
Uses digital applications to access, extract, organise, integrate and share relevant information
Considers purpose, needs and limitations when selecting devices, applications and features for different tasks

	Technology 
	Uses digital applications to access, extract, organise, integrate and share relevant information
Considers purpose, needs and limitations when selecting devices, applications and features for different tasks



[bookmark: O_710697]Unit Mapping Information
Supersedes and is equivalent to BSBLEG418 Produce complex legal documents.
[bookmark: O_710704]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284984][bookmark: O_710699]Assessment Requirements for BSBLEG42418 Support the drafting of complex legal documents Produce complex legal documents

[bookmark: O_710700]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
support the drafting of a complex legal document on at least three occasions. 

In the course of the above, the candidate must: 
demonstrate that confidentiality and security of information are maintained
design and produce accurate documents that conform to specified standards within agreed timelines
use advanced functions of at least one software package, or integrate functions of at least two different software packages, in document production.

[bookmark: O_710701]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
explain the organisational’s policies and procedures in relation to precedent design and use
outline relevant legislation, rules, regulations, and codes of practice for drafting legal documents 
explain the process for developing and testing templates.

[bookmark: O_710702]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. This includes access to:
office equipment and resources
relevant industry software required to support document drafting process packages
organisational policies and procedures for drafting documents

relevant legislation and regulations for drafting legal documents to fulfil the performance criteria. 

appropriate sources of information.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710705]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24284985]
BSBLEG425 Apply principles of legal project management  
Application
This unit describes the skills and knowledge required to apply project management skills in a legal context to assist in the delivery of project to time and cost requirements.
It applies to those who have a broad knowledge of project management who contribute well-developed skills to creating solutions to unpredictable problems. They may have responsibility to provide guidance or to delegate aspects of these tasks to others.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Legal Services
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan project 
	1.1 Identify project scope according to client instructions 
1.2 Identify project resources  
1.3 Identify project risk and mitigation measures 
1.4 Plan delivery of deliverable according to client and organisational requirements 

	2. Execute project 
	2.1 Support in developing deliverable according to client and organisational requirements 
2.2 Confirm deliverable with management according to organisational policy 
2.3 Assist in monitoring project progress against project objectives 
2.4 Contribute to rectifying contingencies according to organisational policies and task requirements

	3. Maintain project 
	3.1 Seek feedback from relevant stakeholders on project management processes 
3.2 Analyse and amend processes according to feedback
3.3 Document project processes and feedback according to organisational policy and procedures 


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	SKILL
	DESCRIPTION

	Learning
	· Evaluates effectiveness of plans and results to inform improvement decisions 

	Reading
	· Extracts and analyses relevant information from texts of varying complexity

	Writing
	Develops a range of documents using structure and vocabulary appropriate to audience, context and purpose 

	Teamwork
	· Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction 

	Initiative and enterprise
	· Adheres to organisational and legislative requirements 

	Planning and organising
	· Determines job sequence and works logically and systematically to undertake defined tasks

	Technology
	· Uses familiar digital technologies and systems to access information, prepare information and support projects 


Unit Mapping Information
No equivalent unit. New unit. 
Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _heading=h.30j0zll][bookmark: _Toc24284986]Assessment Requirements for BSBLEG425 Apply principles of legal project management  
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
· apply project management principles to legal projects on at least three occasions. 

In the course of the above, the candidate must: 
· identify project scope, resources, risk and mitigation measures to develop a deliverable according to client requirements 
· execute the project according to client and organisational requirements 
· seek and analyse feedback to identify lessons learned 
· document project processes and feedback according to organisational policies and procedures. 
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
· legislation and regulations relevant to legal project management 
· techniques to identify and document client expectations
· legal project risks and mitigation techniques 
· organisational policies and procedures for legal project management  
· monitoring processes to track project delivery 
· methods to obtain feedback for identifying lessons learned from relevant personnel.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
· relevant legislation and regulations relevant to legal project management 
· organisational policies and procedures for legal project management 
· relevant software for legal project management. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.

Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _Toc24284987][bookmark: O_708721]BSBRES52102 Conduct and apply legal researchResearch legal information using secondary sources

[bookmark: O_708722]Application
This unit describes the skills and knowledge required to undertake and apply legal research using secondary sources and under supervision. This includes identifying research requirements and sources of information, applying information to a set of facts, evaluating the quality of the information, and preparing and producing reports.
It applies to individuals who apply a well-established, sound theoretical knowledge base and use a range of specialised, technical or managerial competencies to plan and carry out work in a legal context in accordance with legislation, regulations and codes of practice relevant to different jurisdictions.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_708725]Unit Sector
Technical Skills – Legal Services
[bookmark: O_708726]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to research Identify specific legal data and information requirements
	1.1 Confirm task requirements Liaise with designated person to clarify specific legal data and information needs
1.2 Prepare research plan and prioritise activities according to task requirements  
1.3 Identify available resources and technical requirements  
1.4 Delegate tasks according to timelines and task requirements Assign timelines to tasks and delegate tasks where appropriate 

	2. Undertake research
	2.1 Identify sources of legal data and information
2.2 Research and identify key information to be extracted

	3. Review research
	3.1 Check information for compliance with to ensure that extracted details are acknowledged and recorded for copyright and other legal requirements 
3.2 Analyse legal data and information for relevance to facts
3.3 Edit and collate legal data and information according to to fit task, research and relevant legal and ethical requirements

	4. Apply research Prepare drafts
	4.1 Draft document in appropriate format according to task and organisational requirements taking into account precedent documents and using appropriate language  
4.2 Present legal data and information according to organisational organisation’s policies and procedures and legal requirements 
4.3 Evaluate draft against previously identified criteria and take action to address identified gaps or deficits
4.4 Review Liaise with supervisor to review document in consultation with supervisor
4.5 Make amendments where necessary  

	5. Prepare final draft
	5.1 Identify key points and pPrepare executive summary, where appropriate
5.2 Prepare appendices, bibliography and table of contents as required  
5.23 Check final draft and present it to supervisor for review and sign-off  
5.34 Make arrangements to disseminateFacilitate distribution of report as required 



[bookmark: O_708727]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Identifies Interprets documents to determine legal requirements from documents
Identifies and analyses complex texts to  assess relevance to research task
Compares prepared drafts against criteria to evaluate whether it meets requirements
Proofreads documents for accuracy of content, layout, grammar, spelling and punctuation

	Writing
	Documents research plans in accordance with organisational or regulatory requirements
Composes and edits texts, selecting appropriate vocabulary, structure and format for audience and purpose

	Oral Communication
	Explains issues and requirements clearly and obtains information from others by listening and questioning

	Numeracy
	Analyses task requirements to  calculate the duration of activities

	Initiative and enterprise Navigate the world of work
	Adheres to Appreciates the implications of legal and regulatory responsibilities related to own work

	Teamwork Interact with others
	Collaborates with others to achieve required outcomes
Selects and uses appropriate communication practices and conventions for the purpose and audience

	Planning and organising Get the work done
	Plans, prioritises, organises and implements tasks to meet organisational requirements, liaising with others when required
Systematically analyses information against set criteria  in order to decide on amendments needed to draft reports
Uses the main features and functions of digital tools to complete work tasks and access information.

	Technology 
	Uses the main features and functions of digital tools to complete work tasks and access information.



[bookmark: O_708729]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBRES502 Research legal information using secondary sources.

[bookmark: O_708736]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284988][bookmark: O_708731]Assessment Requirements for BSBRES52102 Conduct and apply legal research Research legal information using secondary sources

[bookmark: O_708732]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
conduct and apply legal research on at least four occasions. 

In the course of each of the above, the candidate must: 
prepare a research plan including:
consulting liasing with others to clarify needs or to delegate tasks
prioritising required tasks
identifying resources, technical requirements and timelines
conduct research using both primary and secondary sources, according to organisational and legal requirements 
edit research findings and use relevant information to prepare a draft report
review draft, seek feedback from relevant person(snel) and implement modifications
produce a final report using appropriate format and language, according to the requirements of the request and within agreed timelines.
[bookmark: O_708733]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
common primary and secondary list and describe sources of legal data and information
explain some situations where there would be an obligation to refer matters to supervisors and/or obtain sign-off on legal work 
briefly explain the organisation’s policies and procedures relating to researching, accessing and using legal information
briefly explain the legislative requirements that apply when researching, accessing and using legal information
describe the format for presenting written reports.

[bookmark: O_708734]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
appropriate legislation and regulations relevant to common legal matters
workplace documentation and resources relevant to performance evidence.
case studies and, where possible, real situations
secondary research sources for legal matters.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: O_708737]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284989][bookmark: O_710613]BSBLEG522415 Apply legal principles in contact law mattersthe principles of contract law

[bookmark: O_710614]Application
This unit describes the skills and knowledge required to analyse and evaluate information from a variety of sources and supply solutions to contractual issues in a legal environment.
It applies to individuals who provide support in a range of legal service settings with a degree of responsibility to plan and complete investigations. It also applies to individuals in a range of work environments that a required to apply a basic understanding of contract law principles.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710617]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710618]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Establish Determine nature and meaning of contract	Comment by Author: Can be expanded – get a better understanding of contract terms 
	1.1 Confirm task requirements Access sources of legal information on nature and meaning of contract
1.2 Identify type of contract Distinguish between common law and legislation in contract
1.3 Research key elements of contract Assess significance of contracts and contract law in business, and document outcomes of this assessment
1.4 Assess the validity of contract 

	2. Determine principles of contract lawApply principles of contract law
	2.1 Analyse legal matter involving contractual issues using principles of contract lawDefine legal principles governing simple contracts
2.2 Evaluate key issues arising from contractual issue Identify and document key elements of a simple contract matter
2.3 Assess applicable remedies 

	3. Enhance professional practice through application of relevant principles of contract lawFinalise application of contract law 
	3.1 Assess a legal matter involving contractual issues by applying principles of contract law
3.2 Analyse and evaluate key issues
3.13 Review analysis with supervisor as requireddesignated person
3.2 Identify and flag unresolved contractual issues 
3.3. Document analysis according to organisational requirements  

	4. Distinguish between a contract being discharged or breached
	4.1 Specify procedures for discharge of contracts
4.2 List available remedies for breach of contract
4.3 Apply procedures for discharge of contracts to workplace legal matter
4.4 Apply identified remedies to a relevant workplace legal matter



[bookmark: O_710619]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Identifies, analyses and evaluates complex text to clarify contractual definitions, principles and legal requirements  

	Writing
	Prepares specific information based on results of research, analysis and evaluation conveying an understanding of outcomes and alternatives, and using terminology appropriate to relevant personnel

	Oral Communication
	Articulates key issues, identified remedies and organisational procedures using detailed language and suitable tone appropriate to audience and environment
Elicits views and opinions of others by active listening and questioning

	Initiative and enterprise Navigate the world of work
	Identifies Understands own legal rights and responsibilities and is extending understanding of general legal principles applicable across work contexts
Adheres to organisational policies and procedures
Identifies Understands nature and purpose of own role and associated responsibilities and how it contributes to work of others in immediate work context

	Planning and organising Get the work done
	Plans and implements tasks required to achieve organisational requirements
Makes a range of critical and non-critical decisions in relatively complex situations, taking a range of information into account
Uses formal analytical thinking techniques to identify issues and generate possible solutions, seeking input from others as required



[bookmark: O_710621]Unit Mapping Information
Supersedes and is equivalent to BSBLEG415 Apply the principles of contract law.

[bookmark: O_710628]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284990][bookmark: O_710623]Assessment Requirements for BSBLEG522415 Apply legal principles in contract law mattersthe principles of contract law

[bookmark: O_710624]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply principles of contract law on at least six occasions. 	Comment by Author: Types of contracts/agreements case study
- terms (express, implied terms etc.)


In the course of the above, the candidate must: 
establish the nature and meaning of a contract 
analyse a contract to identify a breach and applicable remedies 
review and document analysis according to organisational requirements.
demonstrate the steps for discharge of a contract.	Comment by Author: Identify breach of contract also 

[bookmark: O_710625]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
define commonly used legal terminology, institutions and main features of Australian legal system
outline methods used to identify appropriate information sources of Australian law
explain nature, aims and rationale of contracts, including agreements, intention to create legal relations, consideration, and capacity to contract
procedures for discharge of contracts including for a workplace legal matter
available remedies for breach of contract
explain remedies for breach of contract
describe illegal and void contracts
explain privacy of contract and assignment of contract.

[bookmark: O_710626]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
office equipment and resources
legislation and regulations relevant to contract law
sources of information about contract law.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710629]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284991]BSBLEG523416 Apply legal principles in tort law mattersthe principles of the law of torts
[bookmark: O_710632][bookmark: O_710633]Application
This unit describes the skills and knowledge required to assess, analyse, and evaluate tort law matters, and apply the principles of the law of torts.
It applies to individuals who provide support in a range of legal service settings with a degree of responsibility to plan and complete investigations.It applies to individuals who provide administrative support in a range of legal service settings.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710636]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710637]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to apply principles of tort law Define nature and meaning of law of torts
	1.1 Identify task requirementsAccess sources of legal information on nature and meaning of law of torts
1.2 Identify key tort law elements for analysis according to task requirements Distinguish tort from crime, breach of contract, or other legal obligations
1.3 Identify key provisions of legislation and common law, policies or procedures according to task requirements 

	2. Identify principles of law of torts
	2.1 Define legal principles in application of law of torts
2.2 Determine key elements of law of torts matters

	23. Apply principles of tort law relevant elements of tort
	23.1 Analysessess legal matterrs for relevant to possible torts
23.2 EAnalyse and evaluate identified torts according to task requirements information
23.3 Extract and document information relevant to task the particular matter

	34. Finalise application of tort law Identify remedies for breaches of law of torts
	4.1 Identify circumstances giving rise to liability in law of torts
34.2 1 Identify and document damages remedies applicable for to identified tortsbreach
34.3 2 Submit findings to designated person according to organisational policies and procedures
3.3. Analyse and amend findings with supervisor according to task requirements 




[bookmark: O_710638]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Identifies, reviews and interprets complex legal text from a range of sources and determines how content may be applied in application of torts law

	Writing
	Documents research findings, analyses and evaluations using format, language and structure suitable to audience and environment

	Oral Communication
	Uses questioning and listening techniques to elicit information
Presents factual information and recommendations using specific and relevant language and features

	Initiative and enterprise Navigate the world of work
	Takes personal responsibility for following organisational policies and procedures

	Teamwork Interact with others
	Selects appropriate form, channel and mode of communication for a specific purpose relevant to own role

	Planning and organising Get the work done
	Plans, organises and implements tasks required to achieve organisational outcomes
Makes a range of critical and non-critical decisions in relatively complex situations, analysing a range of factors to inform decision-making
Uses formal analytical thinking techniques to identify issues and generate possible solutions



[bookmark: O_710640]Unit Mapping Information
Supersedes and is equivalent to BSBLEG416 Apply the principles of the law of torts.

[bookmark: O_710647]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284992][bookmark: O_710642]Assessment Requirements for BSBLEG523416 Apply legal principles in tort law matters the principles of the law of torts

[bookmark: O_710643]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply legal principles in tort law matters on at least three occasions. 

In the course of the above, the candidate must: 
identify key tort law elements and legislation according to task requirements 
analyse and evaluate a legal matter to identify torts and applicable damages 
review and document analysis according with supervision according to task and organisational requirements.locate legal information from a range of sources
document central tenets and applications of torts law
provide a documented explanation of burden in law of torts.

[bookmark: O_710644]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
define commonly used legal terminology, institutions and main features of Australian legal system
distinctions between tort and crime, breach of contract, and other legal obligations
outline methods used to identify appropriate information about sources of Australian law
identify torts relating to:
negligence
negligent misrepresentation
person, goods and land
explain meaning of:
occupier’s liability
vicarious liability
explain law of defamation.

[bookmark: O_710645]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
office equipment and materials
legislation and regulations relevant to tort law
sources of information on tort law.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710648]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284993][bookmark: O_710670]BSBLEG524417 Apply principles of evidence law in matters under litigation the principles of evidence law

[bookmark: O_710671]Application
This unit describes the skills and knowledge required to analyse and evaluate key issues associated with evidence law for matters under litigationin a legal environment.
It applies to individuals who provide support in a range of legal service settings with a degree of responsibility to plan and complete investigations.It applies to individuals who use well-developed skills and a broad knowledge base to provide administrative support in a legal service setting.

No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710674]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710675]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to apply evidence law Define nature and meaning of evidence law
	1.1 Access sources of legal information on nature and meaning of evidence law
1.2 Distinguish between case law and legislation related to evidence
1.3 Assess significance of evidence law in various contexts in a legal environment

	2. Identify principles of evidence law
	2.1 Define and document legal principles governing evidence
2.2 Determine key concepts underpinning evidence law

	32. Employ Enhance professional practice through application of relevant principles of evidence law
	32.1 Apply principles of evidence to relevant legal matters arising in the workplace
32.2 Analyse and evaluate key issues 
32.3 Review analysis with designated person

	43. Finalise application of principles of evidence law Identify relevant and admissible evidence
	43.1 Distinguish relevant and admissible evidence in context of a legal matter
43.2 Identify consequence of evidence not being relevant and/or admissible



[bookmark: O_710676]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Identifies, reviews and interprets complex legal text from a range of sources and determines how content may be applied in the application of evidence law

	Writing
	Prepares documentation that incorporates an evaluation of information using specialised and cohesive language in a format and style appropriate to a specific audience

	Oral Communication
	Uses questioning and listening techniques to elicit information
Presents results findings clearly and concisely using appropriate language, terminology and tone

	Enterprise and initiative Navigate the world of work
	Identifies Appreciates implications of legal responsibilities related to own work and recognises specific legal principles applicable in evidence law

	Planning and organising Get the work done
	Plans and organises data collection tasks
Uses systematic analytical process to access, investigate and compare information about legal matters



[bookmark: O_710678]Unit Mapping Information
Supersedes and is equivalent to BSBLEG417 Apply the principles of evidence law.

[bookmark: O_710685]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284994][bookmark: O_710680]Assessment Requirements for BSBLEG524417 Apply principles of evidence law in matters under litigation the principles of evidence law

[bookmark: O_710681]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply principles of evidence law on at least four occasions.

In the course of the above, the candidate must:
demonstrate application of legal principle relating to admissible admissibility law in a range of contexts.
[bookmark: O_710682]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
define commonly used legal terminology, institutions and main features of Australian legal system
outline methods used to identify appropriate information about sources of Australian law
explain nature and meaning of evidence law, including:
standard and burden of proof
relevance of evidence
hearsay evidence
competence and compellability of witnesses
opinion evidence
evidence of character.

[bookmark: O_710683]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
 This includes access to:
office equipment and resources
legislation and regulations about evidence law
sources of information on evidence law.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710686]Links
Assessment Requirements for BSBLEG534 Take instructions in a legal services environment	Draft

Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc24284995][bookmark: O_646508]BSBLEG525 Apply legal principles in intellectual property law matters IPR401 Use and respect copyright

[bookmark: O_646509]Application
This unit describes the skills and knowledge required to  apply legal principles in intellectual property law mattersuse and respect copyright. It covers maintaining control over the copyright owner’s work, commercialising copyright material, preventing the unauthorised use of an original work and using other party’s original work legitimately.
It applies to individuals who provide support in a range of legal service settings with a degree of responsibility to plan and complete investigations.
It also applies to people who may be authors, creators or other owners of works covered by copyright. It also applies to, as well as employees who have a role in ensuring that their organisation’s copyright is protected and/or that their organisation uses others’ copyright appropriately to benefit the organisation without infringing the rights of copyright owners. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_646512]Unit Sector
Technical Skills – Legal Services
[bookmark: O_646513]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to apply principles of intellectual property  Identify extent of copyright protection for original works 
	1.1 Identify task requirements Research copyright and its application to original works
1.2 Identify key principles of intellectual property law according to task requirements  Identify legislative requirements governing copyright
1.3 Identify key provisions of legislation and common law, policies or procedures relevant to task requirements Determine the copyright owner of original works within or used by the organisation
1.4 Research the rights of the copyright owner, including moral rights
1.5 Determine whether a copyright notice is required
1.6 Identify sources of information and advice regarding copyright issues and use copyright professionals where required

	2. Employ principles of intellectual property  Ensure that copyright protection is effective when using original works
	2.1 Apply principles of intellectual property law to relevant legal matters arising in the workplaceIdentify material within the organisation that may attract copyright
2.2 Analyse and evaluate key issues Identify and review organisation policies and procedures to ensure that own and others’ original works are protected against direct or indirect infringement of copyright
2.3 Develop recommendations of legal and economic implications of copyright infringement Implement policies and procedures to protect the organisation’s copyright, recognising exceptions that allow the legitimate use of own copyright material by others
2.4 Provide advice to relevant personnel about the legal and economic implications of copyright infringement
2.5 Evaluate and make recommendations for the commercialisation potential of copyright material
2.6 Research issues that need to be considered when licensing or selling copyright rights, including the use of copyright collection societies

	3. Finalise application of intellectual property principles Monitor policies and procedures for use of own copyright materials by other parties 
	3.1 Review analysis with designated person Monitor policies and procedures to ensure that the organisation’s copyright is respected locally and internationally 
3.2 Amend advice according to feedback Create and maintain documentation in relation to copyright agreements where established
3.3 Store documents and data used according to organisational policies and procedures  Implement procedures to limit or deter infringement of organisation’s copyright and/or encourage the proper use of the organisation’s copyright
3.4 Make recommendations to appropriate personnel when real or potential infringements of organisation’s copyright may require further action

	4. Monitor policies and procedures for legitimate use of others’ copyright materials
	4.1 Research when permission is needed to use copyright material belonging to others
4.2 Advise appropriate personnel about restrictions on and licensing requirements for the use of others’ copyright material, and implement training if required
4.3 Advise appropriate personnel of legislative exceptions that allow use of copyright material without permission
4.4 Monitor policies and procedures covering organisational use of others’ copyright material to ensure it is to the benefit of the organisation
4.5 Monitor organisational use of others’ copyright material to reduce the risk of infringement 
4.6 Take action to minimise damage if infringement of others’ copyright material occurs 



[bookmark: O_646514]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Researches and analyses complex texts, including legislation, to identify relevant information
Monitors and reviews organisational policies and procedures to ensure compliance with legislative requirements

	Writing
	Summarises research findings relevant to the organisation 
Records and maintains copyright documentation according to organisational and legislative requirements
Reviews and updates organisational policies and procedures to ensure compliance with legislative requirements  

	Oral Communication
	Provides advice using language and terminology appropriate to audience
Obtains information from others by listening and questioning

	Navigate the world of work
	 Identifies and complies with legislative requirements associated with own role
Implements, monitors and reviews policies and procedures to ensure organisational compliance with legislative requirements 

	Interact with others
	Follows accepted communication practices when seeking or providing advice about intellectual property 

	Get the work done
	Plans, organises and  implements tasks needed to ensure compliance  with organisational and legislative requirements
Systematically gathers and analyses information to decide on action needed to prevent or address copyright infringements
Uses digital technologies or tools to access and record information 



[bookmark: O_646516]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBIPR301 Comply with organisational requirements for protection and use of intellectual property
BSBIPR401 Use and respect copyright
BSBIPR402 Protect and use new inventions and innovations
BSBIPR403 Protect and use brands and business identity
BSBIPR404 Protect and use innovative designs
BSBIPR601 Develop and implement strategies for intellectual property management.

[bookmark: O_646523]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284996][bookmark: O_646518]Assessment Requirements for BSBLEG525 Apply legal principles in intellectual property law mattersIPR401 Use and respect copyright

[bookmark: O_646519]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply principles of intellectual property law matters on at least four occasions. 

In the course of the above, the candidate must: 
review and interpret information to determine how copyright applies in the organisation 
implement and review organisational policies and procedures to ensure that own and others’ original works are protected
recommend actions to address risks and infringements 
communicate advice or recommendations about copyright to relevant a range of stakeholders. 
identify the need for training on copyright and implement training as appropriate.

[bookmark: O_646520]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline the legislative framework for copyright and its application to the organisation including: 
copyright owner of original works within or used by the organisation
policies and procedures for use of own copyright materials by other parties
policies and procedures for legitimate use of others’ copyright materials
list and describe the types of works that attract copyright
where a copyright notices is required 
licensing and selling copyright rights including: 
commercialisation potential of copyright material
potential benefits for the organisation
intellectual property agreement documentation requirements 
further actions where intellectual pretty rights are breached 
identify sources of information and advice on copyright
explain methods to limit or deter unauthorised use of copyright material
explain direct and indirect infringement 
give examples of action to take if infringement occurs
give examples of when authorisation for use of copyright material is needed and how to obtain it
outline different types of licenses and how they apply to the organisation
outline options for commercialisation of copyright and potential benefits for the organisation.

[bookmark: O_646521]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
relevant legislation, regulations, standards and codes relevant to intellectual property 
relevant workplace documentation and resources 
case studies and, where possible, real situations  
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: O_646524]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc24284997][bookmark: O_710746]
BSBLEG52611 Apply legal principles in criminal law matters

[bookmark: O_710747]Application
This unit describes the skills and knowledge required to carry out administrative tasks within criminal law frameworks.
It applies to individuals who use well-developed skills and a broad knowledge base to provide support in a range of legal service settings. They apply solutions to a range of unpredictable problems, and analyse and evaluate information from a variety of sources.
Its application in the workplace is determined by the job role of the individual and legislation, rules, regulations and codes of practice relevant to different jurisdictions.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710750]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710751]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to apply principles of Identify laws related to criminal law 
	1.1 Identify task requirementsSource legislation, regulations and policies relevant to criminal law
1.2 Identify key criminal law elements for analysis according to task requirementsInterpret key legal principles as they apply to criminal law matters
1.3 Identify key provisions of legislation and common law, policies or procedures according to task requirements

	2. Apply elements Enhance professional practice through application of relevant principles of criminal law
	2.1 Analyse legal matter relevant to criminal lawIdentify different criminal matters, defences, types of hearings, criminal jurisdictions and types of courts and explain relationships between them
2.2 Evaluate information according to task requirements Receive calls from client or police and communicate details of client charge and bail status to legal practitioner
2.3 Prepare deliverable according to task and organisational requirements 

	3. Finalise deliverable Draft and process documents involved in criminal law matters
	3.1 Review deliverable with supervisor 
Prepare letters and other documents for legal practitioner for review and sign-off according to organisation’s policies and procedures
3.2 Amend and sign-off according to organisational policies and proceduresDetermine types of costs in accordance with legislative and regulatory requirements for costing legal services
3.3 Despatch document according to organisational requirements Ensure documents are despatched according to instructions
3.4 Facilitate liaison and communication between the parties
3.5 Maintain files, noting critical dates and reminders



[bookmark: O_710752]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading	
	Gathers, interprets and analyses complex textual information from a range of sources and identifies relevant and key information

	Writing
	Uses clear, accurate and relevant language to organise, liaise, record and update information and complete workplace documentation according to organisation’s protocols

	Oral Communication
	Provides clear explanations using language and features appropriate to the audience
Employs listening and questioning techniques to confirm understanding

	Numeracy
	Interprets numerical information and makes mathematical calculations to determine legal services costs

	Navigate the world of work
	Takes full responsibility for following policies, procedures and legislative requirements

	Interact with others
	Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role

	Get the work done
	Plans, prioritises and completes complex tasks according to organisational and legal requirements




[bookmark: O_710754]Unit Mapping Information
Supersedes and is equivalent to BSBLEG511 Apply legal principles in criminal law matters.

[bookmark: O_710761]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc24284998][bookmark: O_710756]
Assessment Requirements for BSBLEG52611 Apply legal principles in criminal law matters

[bookmark: O_710757]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply legal principles in criminal law matters on at least four occasions. 

In the course of the above, the candidate must: 
prepare to apply principles of criminal law according to task requirements appropriate documentation according to organisation’s policies and procedures and provide it to required people at the appropriate time
apply elements of criminal law to prepare a deliverable 
communicate with clients in a sensitive, discreet and professional manner
review and amend deliverable according to feedback from supervisor 
despatch deliverable according to organisational policies and proceduresconduct work according to legislative requirements and within accepted codes of conduct.
[bookmark: O_710758]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline the scope of job role in the context of legislation, regulations and codes of practice
explain relevant court processes
key principles of criminal law 
types of criminal matters, defences, hearings, criminal jurisdictions
types of courts and their interrelationship 
process for receiving and relaying calls regarding client charge and bail status 
document preparation process for letters and documents 
content and formatting requirements of selected deliverable 
key provisions ofsummarise current criminal law legislation
outline documentation required in criminal law matters
identify the organisational’s required policies and procedures for criminal law matters. pertinent to this role.

[bookmark: O_710759]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
workplace policies and procedures and reference materials relevant to performance evidence
background information on courts, their jurisdiction and behavioural requirements
appropriate legislation and regulations relevant to fulfil performance criteria. common legal matters.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710762]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24284999][bookmark: O_710708]
BSBLEG52710 Apply legal principles in family law matters

[bookmark: O_710709]Application
This unit describes the skills and knowledge required to apply legal principles within the family law framework.
It applies to individuals who use well-developed skills and a broad knowledge base to provide support in a range of legal service settings. They apply solutions to a range of unpredictable problems, and analyse and evaluate information from a variety of sources.
Its application in the workplace is determined by the job role of the individual and the legislation, rules, regulations and codes of practice relevant to different jurisdictions.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710712]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710713]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to apply principles of Identify laws related to family law
	1.1 Identify task requirementsSource legislation, regulations and policies relevant to family law
1.2 Identify key family law elements for analysis according to task requirementsInterpret key legal principles as they apply to family law matters
1.3 Identify key provisions of legislation and common law, policies or procedures according to task requirements

	2. Apply principles of family law in relation to marriage dissolution, property settlement and dealing with minors
	2.1 Analyse legal matter relevant to family law according to task requirements Identify and apply steps involved in marriage dissolution
2.2 Evaluate information according to task requirementsEstablish facts about proposed dissolution and client interests
2.3 Prepare deliverable according to task and organisational requirementsDetermine if agreement has been reached before filing on all issues regarding property, support and parenting

	3. Finalise deliverableIdentify and prepare appropriate costing documentation
	3.1 Review deliverable with relevant organisational personnelIdentify legislative and regulatory requirements for costing legal services
3.2 Amend and sign-off according to organisational policies and proceduresDetermine types of costs that apply
3.3 Despatch document according to organisational requirementsPrepare relevant costing documentation according to organisation’s policies and procedures

	4. Prepare and despatch documentation
	4.1 Organise self and others to file documentation and administration in accordance with organisation’s policies and procedures
4.2 Obtain and forward relevant background documentation to designated person for review
4.3 Prepare and present relevant documents to designated individual for review and sign-off



[bookmark: O_710714]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Gathers, interprets and analyses complex textual information from a range of sources and identifies relevant and key information

	Writing
	Uses clear, accurate and relevant language to organise, record and update information and complete workplace documentation

	Oral Communication
	Clearly articulates requirements and explains legal procedures using language and features appropriate to the audience
Employs active listening and questioning techniques to confirm understanding

	Numeracy
	Interprets numerical information and makes mathematical calculations to determine maintenance obligations

	Initiative and enterprise Navigate the world of work
	Monitors adherence to organisational policies and procedures
Keeps up-to-date with relevant legislation or regulations relevant to own responsibilities and considers the implications of these when planning and undertaking work

	Interact with others
	Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role

	Planning and organising Get the work done
	Plans, sequences and completes tasks to achieve required outcomes, coordinating aspects with others, when required
Analyses information to make decisions in relatively complex situations, taking a range of factors into account



[bookmark: O_710716]Unit Mapping Information
Supersedes and is equivalent to BSBLEG510 Apply legal principles in family law matters.

[bookmark: O_710723]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24285000][bookmark: O_710718]Assessment Requirements for BSBLEG52710 Apply legal principles in family law matters

[bookmark: O_710719]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply legal principles in family law matters on at least four occasions. 

In the course of the above, the candidate must: 
collect accurate and detailed facts from clients about property, support and parenting, and interpret and communicate outcomes according to law
provide appropriate information and documentation to clients at appropriate stages of legal process 
calculate and document relevant costing according to organisational requirements
complete and present documentation for review.
[bookmark: O_710720]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
explain relevant court processes for family law matters
outline legal processes required in this role
family law matters including: 
marriage dissolution
property settlement 
dealing with minors 
describe family law as it applies to scope of workplace responsibilities
outline documentation required in family law matters
summarise the organisation’s required policies and procedures pertinent to this role.

[bookmark: O_710721]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
appropriate legislation and regulations relevant to family law and common legal matters
workplace reference materials
background information on courts, their jurisdiction and behavioural requirements
office equipment and workplace resources to fulfil performance criteria.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710724]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24285001][bookmark: O_710765]BSBLEG52812 Apply legal principles in property law matters

[bookmark: O_710766]Application
This unit describes skills and knowledge required to apply legal principles in real in the conduct and administration of straightforward property law matters.
It applies to individuals who use well-developed skills and a broad knowledge base to provide support in a range of legal service settings. They apply solutions to a range of unpredictable problems, and analyse and evaluate information from a variety of sources.
Its application in the workplace is determined by the job role of the individual and the legislation, rules, regulations and codes of practice relevant to different jurisdictions.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710769]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710770]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to apply principles of real Define nature of property law
	1.1 Identify task requirementsSource legislation, regulations and policies relevant to property law
1.2 Identify parties and key property law elements for analysis according to task requirements
1.3 Identify steps involved in buying and selling a property according to task requirementsOutline difference between real and personal property and make distinctions about their method of transfer
1.43 Identify key provisions of legislation and common law, policies or procedures according to task requirementsIdentify titles of ownership and their legal implications
1.4 Identify types of mortgages, their legal implications, processes for obtaining and discharging them, and rights of mortgagees

	2. Enhance professional practice through application of relevant principles of property law matters
	2.1 Identify parties involved in buying and selling a property and their respective roles
2.2 Identify steps involved in buying and selling a property

	23. Apply principles of real property law Prepare documentation associated with property law matters, including costing
	23.1 Obtain relevant documents from authorities and service providers with supervision 
3.2 Ensure documentation associated with sale or purchase of property is prepared according to organisation’s policies and procedures
23.23 Draft lease with supervision according to task requirements Determine types of costs in accordance with legislative and regulatory requirements for costing legal services
23.34 Determine types of costs in accordance with legislative and regulatory requirements for costing legal services Draft leases according to instructions
3.5 Identify duties of lessor and lessee
3.6 Ensure documentation is reviewed and signed off by designated person

	34. Facilitate file administration
	34.1 Verify and review documentation with supervisor Arrange meetings and conferences as appropriate
34.2 Register and lodge relevant documents with land titles office and or other relevant government agencies according to organisational policies and procedures with supervision 
34.3 Check documentation and maintain Ffile documentation according to organisation’s policies and procedures
34.4 Address Attend to post-settlement procedures with supervision 



[bookmark: O_710771]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Interprets numerical and complex legal information from relevant sources to determine and adhere to requirements
Checks documents for accuracy and consistency of information

	Writing
	Uses clear, accurate and relevant language to organise, liaise, record and update information and complete workplace documentation according to organisation’s protocols

	Oral Communication
	Provides  instructions or information using relevant language suitable to diverse audiences
Employs listening and questioning techniques to cConfirms understanding listening and questioning techniques

	Numeracy
	Interprets numerical information to determine costs and makes calculations to record duties and transact monies

	Navigate the world of work
	Takes full responsibility for following policies, procedures and legislative requirements

	Interact with others
	Selects appropriate form, channel and mode of communication for a specific purpose relevant to own role

	Get the work done
	Plans, sequences and implements tasks within timelines and according to required procedures
Uses familiar digital technologies and systems to access and present information



[bookmark: O_710773]Unit Mapping Information
Supersedes and is equivalent to BSBLEG512 Apply legal principles in property law matters.

[bookmark: O_710780]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24285002][bookmark: O_710775]Assessment Requirements for BSBLEG52812 Apply legal principles in property law matters

[bookmark: O_710776]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply legal principles in real property law matters on at least four occasions. 

In the course of the above, the candidate must: 
prepare, give and obtain appropriate and accurate information and documents from the parties at the required stages of the legal process
conduct duties according to organisational and legislative requirements
apply the principles of property law in the buying and selling of property and preparation and execution of leases
prepare documentation and carry out the administrative activities associated with buying and selling property and preparing leasing contracts.
[bookmark: O_710777]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline the scope of job role in context of legislation, regulations and codes of practice
explain relevant court processes for property transfer, disputes 
mortgages including: 
 legal implications
 processes for obtaining and discharging
rights of mortgagees
difference between real and personal property including distinctions in their method of transfer
titles of ownership and their legal implications
documentation processes associated with property law matters, including costing
processes to obtain relevant documents from authorities and service providers
content and process for drafting a lease including duties of lessor and lessee
summarise key principles of current property law
outline key elements of legal processes required in this role
outline documentation required in property law
discuss the organisation’s policies and procedures pertinent to this role.

[bookmark: O_710778]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
appropriate legislation and regulations relevant to property law and common legal matters
relevant workplace policies and procedures and reference materials
background information on courts, their jurisdiction and behavioural requirements.
office equipment and resources.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710781]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24285003][bookmark: O_710784]BSBLEG52913 Apply legal principles in corporation law matters

[bookmark: O_710785]Application
This unit describes the skills and knowledge required to establish business structures and prepare associated documentation within corporation law frameworks.
It applies to individuals who work under supervision and evaluate information from a variety of sources to complete and despatch required information.
Its application in the workplace is determined by the job role of the individual and legislation, rules, regulations and codes of practice relevant to different jurisdictions.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710788]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710789]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify laws and principles of corporation law
	1.1 Source knowledge of corporation law and related legislation
1.2 Identify different types of business structures and clearly outline their structure, personnel, legal obligations, establishment procedures and purpose
1.3 Identify differences between proprietary companies and public companies, and clearly outline the legal obligations, criteria and purpose of each

	12. Prepare to apply principles of corporation law Enhance professional practice through application of relevant corporation law principles to business structures
	12.1 Identify task requirementsIdentify consequences of incorporation
12.2 Identify key corporation law elements for analysis according to task requirementsIdentify structure, contents and purposes of an organisation’s memorandum of association and articles of association
12.3 Identify key provisions of legislation and common law, policies or procedures according to task requirementsIdentify other specific activities relevant to corporation law

	23. Apply principles of Undertake administrative tasks associated with corporation law
	3.1 Prepare forms, documents and annexures at appropriate time, present to designated person for review and sign-off, and lodge with appropriate government department
3.2 Make arrangements for documents to be despatched, signed and witnessed by appropriate parties
3.3 Provide assistance in preparing company prospectus where required
3.4 Arrange meetings as necessary to discuss nature of debenture and assets underwriting the charge
23.15 Analyse legal matters relevant to corporations law according to task requirementsUndertake appropriate searches and obtain search documents from relevant agencies
23.26 Evaluate information according to task requirements Prepare forms and documents related to administration of charges at appropriate time, present to designated person for review and sign-off, and lodge with appropriate government department
23.37 Prepare deliverable according to task and organisational requirementsDetermine types of costs for legal services in accordance with legislative and regulatory requirements
3.8 Make arrangements for documents to be despatched, signed and witnessed by appropriate parties

	3. Finalise application of corporations law 
	3.1 Verify and review documentation with relevant organisational personnel 
3.2 Amend and sign-off according to organisational policies and procedures
3.3 Store or despatch document according to task and organisational requirements



[bookmark: O_710790]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Gathers, interprets and analyses complex textual information from a range of sources and identifies relevant and key information
Checks documents for accuracy and clarity of meaning

	Writing
	Uses clear, accurate and relevant language to record information and to complete workplace documentation

	Oral Communication
	Participates effectively in spoken interactions using appropriate language and features for each audience and situation
Uses active listening and questioning techniques to confirm and clarify understanding

	Numeracy
	Interprets numerical information to determine costs

	Initiative and enterprise Navigate the world of work
	Identifies implications of law to organisational policies and procedures
Keeps up-to-date with relevant legislation or regulations and considers these when planning and undertaking work 

	Teamwork Interact with others
	Selects appropriate form, channel and mode of communication for a specific purpose relevant to own role
Assists others as part of familiar workplace activities

	Planning and organising Get the work done
	Plans, organises and implements work activities that comply with organisational and legislative requirements, including timelines
Evaluates information to decide on relevance to organisation



[bookmark: O_710792]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBINT302 Apply knowledge of legislation relevant to international trade to complete work
BSBLEG513 Apply legal principles in corporation law matters.

[bookmark: O_710799]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24285004][bookmark: O_710794]Assessment Requirements for BSBLEG52913 Apply legal principles in corporation law matters

[bookmark: O_710795]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply legal principles in corporation law matters on at least four occasions. 

In the course of the above, the candidate must: 
identify corporation law elements and key provisions of legislation, policies or procedures according to task requirements prepare and lodge accurate and appropriate documentation at required stages of legal process
analyse and evaluate corporations law information to prepare a deliverable according to task and organisational requirements conduct all duties according to legislative and organisational requirements
review and amend documentation with relevant organisational personnel 
store or despatch documentation according to task and organisational requirements.provide assistance to others to achieve joint outcomes when necessary.
[bookmark: O_710796]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline scope of job role in the context of relevant legislation, regulations and codes of practice
corporations law forms or documents for lodgement with appropriate government department
structure, contents and purposes of an organisation’s memorandum of association and articles of association
documentation required in corporation law matters
organisation’s required policies and procedures pertinent to this role
explain relevant court processesdifferent types of business structures including their structure, personnel, legal obligations, establishment procedures and purpose
structure, contents and purposes of an organisation’s memorandum of association and articles of association
differences between proprietary companies and public companies including legal obligations, criteria and purpose of each
types of costs for legal services relevant to corporations law according to legislative and regulatory requirements.
summarise current corporation law principles 
outline legal processes required in this role
outline documentation required in corporation law matters
discuss organisation’s required policies and procedures pertinent to this role.

[bookmark: O_710797]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. This includes access to:
appropriate legislation and regulations relevant to corporations law and common legal matters
workplace policies and procedures and reference materials relevant to performance evidence
background information on courts, their jurisdiction and behavioural requirements.
office equipment and resources.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards. 
[bookmark: O_710800]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24285005][bookmark: O_710841]BSBLEG53015 Apply legal principles in wills and probate matters

[bookmark: O_710842]Application
This unit describes the skills and knowledge required to prepare wills and probates, powers of attorney and other deceased estate documentation.
It applies to individuals who work under supervision, use legal principles and evaluate information from a variety of sources to provide support in a range of legal service settings.
Its application in the workplace is determined by the job role of the individual and legislation, rules, regulations and codes of practice relevant to different jurisdictions.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710845]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710846]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify laws and principles of wills and probate law
	1.1 Source legislation, regulations and policies relevant to wills, probate and administration
1.2 Interpret key principles as they apply to wills, probate and administration matters

	12. Prepare to apply principles in Enhance professional practice through application of relevant principles of wills and probate matterslaw
	12.1 Identify task requirementsEstablish relevant information in context of the particular matter
12.2 Identify key wills and probate elements for analysis according to task and organisational requirementsEnsure client’s needs are met, obtain testamentary, solicitor, deceased estate instructions and other details
1.3 Identify key provisions of legislation and common law, policies or procedures according to task requirements

	23. Apply principles in wills and probate mattersPrepare and execute documentation
	23.1 Analyse legal matter relevant to corporations law according to task requirementsDraft documentation according to instructions of designated individual
23.2 Evaluate information according to task requirementsForward documentation to designated individual for review and sign off in accordance with organisation’s policies and procedures
2.3 Prepare deliverable according to task and organisational requirements

	34. Finalise application of principles in wills and probate mattersProcess documentation
	34.1 Verify and review documentation with relevant organisational personnelEnsure documents are despatched to appropriate agencies according to instructions
34.2 Amend and sign-off according to organisational policies and proceduresDetermine types of costs in accordance with legislative and regulatory requirements for costing legal services
34.3 Store or despatch document according to task and organisational requirementsFacilitate liaison and communication with the parties
4.4 Maintain files, noting critical dates and reminders



[bookmark: O_710847]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Gathers, interprets and analyses complex textual information from a range of sources and identifies relevant and key information

	Writing
	Uses clear, accurate and relevant language to organise and record information and complete documentation

	Oral Communication
	Participates effectively in spoken interactions using appropriate language and features for each audience and situation
Uses active listening and questioning techniques to confirm and clarify understanding

	Numeracy
	Uses straightforward mathematical calculations to determine costs

	Initiative and enterprise Navigate the world of work
	Adheres to organisational policies and procedures
Keeps up-to-date with relevant legislation, regulations and policies and considers implications of these when planning and undertaking work

	TeamworkInteract with others
	Selects appropriate form, channel and mode of communication for a specific purpose relevant to own role

	Planning and organising Get the work done
	Plans, sequences and implements tasks according to legislative and organisational requirements and specific instructions
Evaluates information to decide on relevance to situation



[bookmark: O_710849]Unit Mapping Information
Supersedes and is equivalent to BSBLEG515 Apply legal principles in wills and probate matters.
[bookmark: O_710856]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24285006][bookmark: O_710851]Assessment Requirements for BSBLEG53015 Apply legal principles in wills and probate matters

[bookmark: O_710852]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply legal principles in wills and probate matters on at least four occasions. 

In the course of the above, the candidate must: 
prepare to apply wills and probate principles according to task requirements 
apply elements of wills and probate principles to prepare a deliverable
review and amend deliverable according to feedback from supervisor 
despatch deliverable according to organisational policies and procedures.
determine and obtain information required to handle will and probate matters
prepare appropriate documentation, including wills, probate and other deceased estate documentation
conduct all work according to legislative and organisational requirements.
[bookmark: O_710853]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
outline the scope of the job role in the context of legislation, regulations and codes of practice
summarise the organisation’s policies and procedures for wills and probate matters
contents and process to prepare documents required for task 
sources of instructions including testamentary, solicitor and deceased estate 
outline the roles and responsibilities of parties involved in wills and probate matters
briefly outline the forms, documents and annexures relevant to wills and probate.

[bookmark: O_710854]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
appropriate legislation and regulations relevant to wills and probate matters
workplace policies and procedures and reference materials relevant to performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710857]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc24285007]
BSBLEG531 Apply legal principles in administrative law matters 
Application
This unit describes the skills and knowledge required to support administrative law matters.
It applies to individuals who work under supervision, use legal principles and evaluate information from a variety of sources to provide support in a range of legal service settings including community legal centres.
Its application in the workplace is determined by the job role of the individual and legislation, rules, regulations and codes of practice relevant to different jurisdictions.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Legal Services
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to apply principles of administrative law 
	1.1 Identify task requirements 
1.2 Identify key administrative law elements for analysis according to task and organisational requirements 
1.3 Identify key provisions of legislation and common law, policies and procedures according to task requirements 

	2. Apply principles of administrative law 
	2.1 Analyse legal matters relevant to administrative law according to task requirements 
2.2 Evaluate information according to task requirements 
2.3 Prepare deliverable according to task and organisational requirements 

	3. Finalise application of administrative law principles 
	3.1 Verify and review documentation with supervisor 
3.2 Amend and receive sign off according to organisational policies and procedures 
3.3 Store or despatch document according to task and organisational requirements 


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Numeracy
	· Uses straightforward mathematical calculations to determine costs 

	Oral communication
	· Participate effectively in spoken interactions using appropriate language and features for each audience and situation 
· Uses active listening and questioning techniques to confirm and clarifying understanding 

	Reading
	· Gathers, interprets and analyses complex textual information from a range of sources and identifies relevant and key information

	Writing
	· Uses clear, accurate and relevant language to organise and record information and documentation 

	Teamwork
	· Selects appropriate form, channel and mode of communication for a specific purpose relevant to own role 

	Initiative and enterprise
	· Complies with organisational policies and procedures 
· Keeps up-to-date with relevant legislation, regulations and policies and considers implications of these when planning and undertaking work 

	Planning and organising
	· Plans, sequences and implements tasks according to legislative and organisational requirements and specific instructions 
· Evaluates information to decide on relevance to situation 


Unit Mapping Information
No equivalent unit. New unit. 
Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _Toc24285008]Assessment Requirements for BSBLEG531 Apply legal principles in administrative law matters
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
· apply legal principles in administrative law matters on at least four occasions.  

In the course of the above, the candidate must: 
· prepare to apply principles of administrative law according to task requirements 
· administrative apply elements of administrative law to prepare a deliverable 
· review and amend deliverable according to feedback from relevant supervisor 
· despatch deliverable according to organisational policies and procedures.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
· scope of job role in the context of legislation, regulations and codes of practice
· key principles of administrative law 
· elements of administrative law action
· types of administrative law matters
· bodies of review for administrative decisions and their processes 
· types of administrative law remedies.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
· workplace policies and procedures and reference materials relevant to performance evidence
· background information on courts, tribunals, their jurisdiction and behavioural requirements
· legislation and regulations relevant to common administrative law matters.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.

Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _Toc24285009]BSBLEG53214 Assist with court civil procedure
[bookmark: O_710803]
[bookmark: O_710804]Application
This unit describes the skills and knowledge required to assist in court civil procedure contexts and processes of litigation.
It applies to individuals who work under supervision and apply solutions to a range of unpredictable problems, and analyse and evaluate information from a variety of sources.
Its application in the workplace is determined by the job role of the individual and legislation, rules, regulations and codes of practice relevant to different jurisdictions.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_710807]Unit Sector
Technical Skills – Legal Services
[bookmark: O_710808]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify laws and structures related to civil procedure
	1.1 Identify jurisdictional limits of federal, state and territory courts and tribunals in relation to dispute resolution
1.2 Source legislation, regulations and policies relevant to civil procedure
1.3 Identify roles of court personnel

	12. Assess matter in dispute
	1.1 Identify task requirements 
12.12 Liaise with designated individual about the matter in dispute
12.32 Prepare relevant costing documents
12.43 Identify and consider options to litigation

	23. Prepare and assist in litigation proceedings
	23.1 Determine steps prior to litigation
23.2 Obtain and prepare relevant documentation for designated person according to organisation’s policies and procedures

	34. Assist with interlocutory process
	34.1 Identify purpose of discovery and associated legal obligations
34.2 Undertake administrative tasks associated with discovery process



[bookmark: O_710809]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Gathers, interprets and analyses complex textual information from a range of sources and identifies relevant and key information
Check documents for accuracy and consistency of information

	Writing
	Uses clear, accurate and relevant language to organise and record information and complete workplace documentation 

	Oral Communication
	Participates effectively in spoken interactions using appropriate language and features for each audience and situation
Uses active listening and questioning techniques to confirm and clarify understanding

	Numeracy
	Uses mathematical calculations to determine costs

	Initiative and enterprise Navigate the world of work
	Understands and adheres to organisational policies and procedures
Keeps up-to-date with relevant legislation or regulations and considers implications of these when planning and undertaking work

	Planning and organising Get the work done
	Plans, sequences and implements tasks according to legislative and organisational requirements
Evaluates information to decide on relevance to situation



[bookmark: O_710811]Unit Mapping Information
No equivalent unit. Supersedes and is not equivalent to BSBLEG514 Assist with civil procedure.

[bookmark: O_710818]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24285010][bookmark: O_710813]Assessment Requirements for BSBLEG53214 Assist with court civil procedure

[bookmark: O_710814]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
apply understanding of court procedure in at least one civil matter and at least one criminal matter.

In the course of the above, the candidate must:
assess matters in dispute and prepare accurate costing documents
obtain and prepare accurate, compliant and complete litigation documents according to legislative and organisational requirements
complete administrative tasks for the discovery process.

[bookmark: O_710815]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
distinction in court procedure between civil and criminal proceedings
explain alternative methods of dispute resolution
explain what purpose of discovery means in civil matters
outline documentation required for civil procedure matters
identify the organisation’s policies and procedures pertinent to civil procedures
summarise the legislation and accepted codes of practice relevant to civil procedure matters
jurisdictional limits of federal, state and territory courts and tribunals in relation to dispute resolution
legislation, regulations and policies relevant to civil procedure
roles of court personnel
outline the role of the courts and associated personnel for civil matters.

[bookmark: O_710816]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
legislation and regulations relevant to civil law and common legal matters
workplace policies and procedures and reference materials relevant to performance evidence
background information on courts, their jurisdiction and behavioural requirements.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_710819]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24285011]BSBLEG533 Support alternative dispute resolution processes  
Application
This unit describes the skills and knowledge required to support alternative resolution processes including 
It applies to those who apply well established theoretical knowledge in the provision of support for the resolution of disputes.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Legal Services
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to support resolution 
	1.1 Identify task requirements 
1.2 Confirm scope of role in dispute resolution with supervisor 
1.3 Identify key facts of dispute, position of parties and desired outcomes 
1.4 Assess applicable legislation and common law principles for resolution of case

	2. Support resolution of dispute 
	2.1 Access and prepare documents for note-taking according to organisational policies and procedures 
2.2 Develop notes of mediation or arbitration proceedings according to task and organisational requirements
2.3 Collate additional information or documents for final documentation 

	3. Finalise support for dispute resolution 
	3.1 Discuss and analyse dispute resolution process and outcome with supervisor 
3.2 Review and amend dispute resolution paperwork with supervisor 
3.3 Despatch information and paperwork to parties according to task and organisational requirements 


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	· Listens to clear, sequenced instructions of several steps and asks clarifying questions as required 

	Reading
	· Identifies and interprets textual information to determine job requirements 

	Writing
	· Completes a range of forms accurately and legibly using correct technical vocabulary 
· Uses clear, accurate and relevant language to transcribe events and complete documentation 

	Teamwork
	· Cooperates with others as a part of familiar routine activities and contributes to specific activities requiring joint responsibility and accountability 

	Initiative and enterprise
	· Takes personal responsibility for adherence to legal and regulatory requirements 

	Problem solving
	· Takes responsibility for routine decisions related directly to own role 
· Takes responsibility for planning, sequencing and prioritising tasks and own workload for efficient and effective outcomes 

	Technology
	· Uses familiar digital technologies and systems to access information, and enter and store data


Unit Mapping Information
No equivalent unit. New unit. 
Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _Toc24285012]Assessment Requirements for BSBLEG533 Support alternative dispute resolution processes  
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
· support alternative dispute resolution processes on at least three occasions, including at least one mediation and at least one arbitration. 

In the course of the above, the learner must:
· identify task requirements, scope of own role, key facts of dispute and applicable legislation or legal principles to support dispute resolution
· access and prepare documentation to develop notes of dispute resolution proceedings
· collate additional information to prepare final documentation 
· discuss and review dispute resolution process and paperwork with supervisor for despatch according to task and organisational requirements.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
· features of alternative dispute resolution processes
· dispute resolution processes for conflicts including alternative dispute resolution processes 
· types of alternative dispute resolution processes 
· advantages and disadvantages of types of alternative dispute resolution processes 
· key facts, position and intended outcomes of case
· content and preparation of alternative dispute resolution documents 
· organisational policies and procedures for alternative dispute resolution processes  
· alternative dispute resolution legislation 
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
· legislation and regulations relevant to alternative dispute resolution processes 
· workplace policies and procedures and reference materials relevant to performance evidence
· background information on alternative dispute resolution processes.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.

Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _Toc24285013]BSBLEG534 Take instructions in a legal services environment 
Application
This unit describes the skills and knowledge required to take instructions from a client in a legal services environment to support firm operations. 
It applies to those work under supervision and apply solutions to a range of unpredictable problems and analyse and evaluate information from a variety of sources. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Technical Skills – Legal Services
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to take instruction 
	1.1 Identify task requirements  
1.2 Consult with supervisor to establish scope of personal responsibility in relation to task 
1.3 Source resources required to take instructions 
1.4 Develop key questions to ask during instruction 

	2. Take instruction 
	2.1 Greet and establish rapport with client with supervision and according to task requirements 
2.2 Gather information using questioning techniques according to task and legislative requirements 
2.3 Clarify client information according to task requirements 
2.4 Complete documentation according to task and legislative requirements 

	3. Finalise and follow-up instruction 
	3.1 Review client instruction process with supervisor 
3.2 Analyse and organise information gathered according to task and organisational requirements 
3.3 Document and store information according to organisational policies and procedures 
3.4 Identify and implement client-instruction follow-up process 


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Oral communication
	· Uses active listening and questioning techniques to confirm understanding 

	Reading
	· Gathers, interprets and analyses textual information and identifies relevant and key information 

	Writing
	· Uses clear, accurate and relevant language to organise, record and update information 

	Initiative and enterprise
	· Adheres to organisational policies and procedures 

	Planning and organising
	· Plans, sequences and completes work tasks to achieve required outcomes 
· Analyses information to make decisions in relatively complex situations, taking a range of factors into account 


Unit Mapping Information
No equivalent unit. New unit. 
Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL


[bookmark: _Toc24285014]Assessment Requirements for BSBLEG534 Take instructions in a legal services environment 
Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
· take instructions from at least four clients in a legal services environment. 

In the course of the above, the candidate must: 
· source resources and develop key questions to ask the client questions during instruction 
· greet, gather and clarify client information with supervision according to task and organisational requirements 
· complete documents according to legislative and task requirements 
· review, analyse and organise client information according to task and organisational requirements 
· document and store information according to organisational policies and procedures 
· identify and implement follow up processes.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
· common client instruction process and techniques
· organisational policies and procedures for taking instruction including follow-up processes 
· legislation relevant to taking instruction in a legal environment 
· key client information required for task requirements 
· documentation storage processes.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. 
This includes access to:
· legislation relevant to taking instruction in a legal environment 
· workplace reference materials relevant to performance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.

Links
Companion Volume Implementation Guide is found on VETNet: Insert link to URL

