

	Title:
	Casework management

	Level:
	3

	Credit value:
	4

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1 understand the general principles of casework management
	1.1 describe the systems used for casework management
1.2 describe the time limits that apply to different cases

1.3 explain the roles and responsibilities of different individuals and agencies in relation to casework management
1.4 explain the procedures for dealing with new information
1.5 explain the procedures for monitoring case progression
1.6 identify organisations and agencies entitled to access the contents of case files

	2 understand the principles of casework management prior to court hearings
	1.7 describe the policies and procedures relevant to preparing for court hearings and other formal hearings
1.8 describe the systems used to prepare for court and other formal hearings
1.9 describe methods for reviewing, evaluating and selecting appropriate evidence for use at court and other formal hearings

	3 be able to carry out casework management tasks
	3.1 process indictments on the relevant system(s)
3.2 confirm availability of witnesses for hearings with witness care unit
3.3 deal with correspondence about the case, ensuring correct procedures are followed
3.4 comply with judges orders in accordance with organisational procedures
3.5 coordinate case conferences between relevant parties
3.6 negotiate expert fees within own authority
3.7 obtain outstanding evidence from the agencies or individuals responsible for its provision
3.8 evaluate additional material and select appropriate evidence for use at court
3.9 deal with unexpected developments in line with relevant policies

	Additional information about the unit
	

	Unit aim(s)
	This unit is for Paralegal Officers and Assistants managing casework. This unit may also be relevant for Casework Progression managers and Casework Progression Officers.

	Unit expiry date
	[End of accreditation]

	Details of the relationship between the unit and relevant national occupational standards (if appropriate)
	

	Details of the relationship between the unit and other standards or curricula (if appropriate)
	N/A

	Assessment requirements specified by a sector or regulatory body (if appropriate)
	This unit requires the workplace assessment of occupational competence wherever practicable.  For the knowledge and understanding component of the unit, assessment from a learning and development environment is allowed.

	Endorsement of the unit by a sector or other appropriate body (if required)
	This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice

	Location of the unit within the subject/sector classification system
	[Unit code]

	Name of the organisation submitting the unit
	Skills for Justice

	Availability for use
	

	Availability for delivery
	[Start of accreditation]

	GLH
	10
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