

	Title:
	Supporting court processes and outcomes 

	Level:
	3

	Credit value:
	3

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1 understand the processes of court hearings
	1.1 identify court policies, procedures and codes of practice

1.2 explain the rights, roles and responsibilities at court and other formal hearings for different individuals including:
· Paralegal

· Associate Prosecutor

· Magistrates

· Court Clerk

· Defence Lawyer

· Probation Officer

· Police

· Witnesses
1.3 explain the typical support needs of individuals in court and other formal hearings

1.4 describe appropriate behaviours that are relevant to those attending court and other formal hearings
1.5 describe the procedures relating to providing support and direction to those at court and other formal hearings

	2 understand evidence and information requirements in relation to attendance at court
	1.6 explain how to process and record new evidence and amendments to existing evidence

1.7 describe the key information that needs to be recorded during a hearing
1.8 explain the importance of recording different types of key information

	3 understand how to progress the outcomes of a court or other formal hearing
	3.1 describe the process for recording the outcomes of a hearing
3.2 explain the correspondence that needs to be completed after a hearing and who this should be sent to

3.3 explain the timescales and deadlines associated with different types of cases

	4 be able to prepare for court and other formal hearings
	4.1 respond promptly to any orders, citations or notifications received from courts or other formal hearings
4.2 deal with issues that arise prior to the hearing
4.3 liaise with agencies and individuals involved in the case in line with organisational policy and procedures
4.4 ensure that sufficient copies of evidence are available for the hearing

	5 be able to support the formal hearing process
	5.1 record relevant information including:
· times

· dates

· notes of evidence

· custody/bail status

5.2 respond to requests for additional information 
5.3 keep confidential information secure
5.4 process and record changes to evidence

	6 be able to support different parties attending court and other formal hearings
	6.1 explain the relevant court/tribunal proceedings to witnesses, including:

· where they will be seated

· procedures that they will be expected to follow 

· appropriate behaviour and relevant protocols

6.2 agree with any person(s) requiring support the assistance needed

6.3 take relevant actions to address a persons’ needs

6.4 respond to queries addressing the needs of individuals

	7 be able to progress the outcomes of a court or other formal hearing
	7.1 prepare and send correspondence to relevant parties on the outcomes of a hearing
7.2 request additional information that may be needed as a result of a hearing
7.3 record the outcomes of a hearing

7.4 adhere to the timescales and deadlines associated with different types of cases

	Additional information about the unit
	

	Unit aim(s)
	This unit is for Paralegal Officers and Assistants attending and supporting court and other formal hearings, and supporting witnesses at these hearings.

	Unit expiry date
	[End of accreditation]

	Details of the relationship between the unit and relevant national occupational standards (if appropriate)
	DA5, DC2, DC3

	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


Supporting court processes and outcomes
2/3

