INSTRUCTOR:

TEXT:

PREREQUISITE:

SUPPLIES:

COURSE
BESCRIPTION:

GRANDE PRAIRIE REGIONAL COLLEGE

OFFICE ADMINISTRATION

COLURSE OUTLINE

OA 2350 CIVIL LITIGATION PROCEDURES

Cindy Germtsen

Offtee: C-213

Office Phone: 539.2971

Home Phone; 339.5574

Email: cindy permitseninGPRE pbea

Chfice Hours Monday & Wednesday: & 10-9:10
Tuesday & Thursday. 10.00-11:00
Friday [1 20100
O by appointment

A 2350 Civil Litigatnion Procedures Course Notes and Precedents,
Legal Assistant Program Data Dhsk

Alberta Rules af Cowr

Biacks Law Dictionary, Abridged 6 Edition, West Publishing Co.

Department of Office Administration Formatting Guide

OA 23 1 and OA 2320, or permission of instrsctar.

3 disks (disk holder recommended)

Precedent Manual from LGP 13" 3-ring binder)
Chent Index Box from LOP |

One binder for class matenals and notes

3 legal sized file folders

This course will focus on contested and uncontested actions. They
will leamn the steps in ezch rype of Titigation matter, [rom the apening
ofa file, to recording services and disbursemnents incurred on the file,
o oblaining Judgment, and collecting and enforcing Judgment. The
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course will also cover settimg an action down for trig] preparauon of
lhe trial hook, and the lodgment granted Funally, the students wall
cover the process and procedures for Appeals

Ineach type of zction, the students will be able o ace urately prepare
all neceszary documents required, apply the rules and procedunss ser
out in thedfherta Mules of Coure, and understand and know the sleps
thal are to be taken, and what must be com pleted prios to taking the
next step,

COLRSE

OBJECTIVES: Upon completion of this course, the student will be able to

i

prepare all documents required for contested and uncontestied
actions for crvil swits over 575 000;

apply the requirements provided m the Ol Enfarcemen
Act, as the statute relates to collecting judgment by way of
parnishment and se1zure, including the accurate preparation
of all documents required;

prepare all documents required to appeal a Judgment, and
understand the process 1o be followed for an Appeal,

understand and apply the procedures set out in the Aher
Hudes af Courr, 10 contested actions, uncontested, actions, and

appeals

understand the process and prepare accurate documents for
going to trial, including the preparation of a Trial Book,

accurately record legal services  provided, and all
disbursements incurred on all files;

apply standard records management  procedires when
classifying, organizing, stormg, retrieving, and maming
electronic {iles for clients;

continue 10 butld on the precedent manual started m Lepal
Office Procedures [, by including all assignments, error-free,
assigned dunng this course, under the correct section,

Ul Covil Livganan Procedures Comrsg Dl
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ATTENDANCE: Attendance is mandatory. [ vou are (11, vou must notily vour
mstructor.  More than 3 missed classes will resull i a
recommendanon of being debarred from any exam  Onthe advice of
the mstructor and with concurrence of the Department Chair and the
Registrar, a student may be disbarred from an examination when
attendance requirements are not met. Students debarred from an
examination on lhe basis of attendance will be givena grade of zero
on the exam

GRADING: Daily anendance 1s essential for successful completion of course
material,

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

Asstgnments must have a document code in order to receive a prade

Missed assignments will receive a grade of zero

IF vou miss an exam, there are no make-ups. Missed exams MAY he
added o the final exam, with permussion from the instrucior. A
missed exam witheut the instructor’s PRIOR knowledee, will recerve
a grade of zero

The student 15 responzible for the maintenance of assignment mark
sheers

Your final mark will be determmed as tollows

1. Records Manapement Sy
L Production Assignments 20%
3 Theory Exams {1
4. Production Exams e
5 Precedent Manual & Client Index Rox 10%4
f Final Production Project 13%

S Y

ecords Management is praded as W}
! Al the heginming of each theory and prodisction exam, vou wall have to hand m vour

student data disk containing 1l assignments completed for that module, as well as
visur file register. invoice register il applicable, and yvour chent mdex box
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I will choose 3-5 assignments, prior to the class, that | will search for an viour disks
Each assipnment 1€ warth a total of 140 marks

3 IF1 canmot find it within 20 seconds, you will recenve a grade of zero (0} for tha
assigament. 1M1 can find it you will receive 104140

4 Your client index box must contam index cards for all pew clients for that module,
and are to be emmor-free, 1T will choose 3.5 clients pror to the class, 1hat | will search
for in your index box. Each will be worth 8 tetal marks. 11'] cannot find it within
20 seconds, vou will receive a grade of zero (0 for that assignment. 111 can (ind 1,
vou will receive a 3/5. If 1 happen to come across 2 ¢lien index card contamng
errors on it or is miskiled, 1 mark wall be deducted for each one found

! Your file regsster must be up-to-date, with no errors. 1t must be neal and legible
One mark will be deducted for each error, messy whiteout, fir example, and tllegible
fext [he file register i3 marked out of & total of 10

ing O i ents ueti ms j 0wWs:
! iach page of each assignment 15 worth a total of 10 marks,

2. An orimnal submission with no errors will receive 3 mark of [0 per page. 0 thers
arc any errors, even one, it will be retumned, with no mark, for 1t 1 be redone, along
with a mark sheet for that assignment. The mark sheet MUST be handed in wilh the
second subrmission to receive a mark of 10 on perfect pages completed on the first
submission,

LUpon the second and last submission, 1f there are no errors, a mark of 7 15 Assrgmed.
1Tt sl contams ervors, the grade can range from (-6, depending on the deductions
received.

3 Deductions are as follows:

(a)  Failure 1o submit assignment {cach page) I}
{by  Failure t include part of 8 document
g, Backer
Afladavit of Execution
il Calculation errors 5
id)  Spelling, proofreading, and capitalization errars 2
tel  Formatting crmor
e.g., Used left justification instend of full justification
Paragraphs not indented [0} spaces/not numbered

L

e
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i} Omission of necessary informatian 3
e, Attention ar subgect lines in letters
Special notations
ig)  Falare o lollow specific instructions 3
Final P i roject:
1 A comprehensive production exam, covering all major documents covered 1n the

course, Students will complete the project during class lime only  Stodent disk and
materals will not leave the classroom.

[ ]

Students can use any class notes, precedents, etc., m completing the assignment
However, they cannot ask a guestion of snother student, or of the instructor.

3 Duration of the exam will be approximately 10 hours

4 The project 1s marked in the same manner as production assimments and exams
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