

	Title:
	Prepare case files and case progression

	Level:
	3

	Credit value:
	6

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1 understand organisational requirements for preparing and submitting case files
	1.1 identify and describe the key features of current and relevant organisational, policies, procedures, codes of practice and guidelines for preparing case files

1.2 explain the importance of adhering to national guidelines relating to working appropriately with different groups of people when preparing case files
1.3 describe methods for reviewing, evaluating and selecting case material for incorporation into case files

1.4 explain the principles of classifying information according to its sensitivity and origins within the case

1.5 describe the process of compiling case file content

1.6 explain the procedures for submitting case files

1.7 describe the systems that are used for processing case files

1.8 identify organisations and agencies entitled to access the contents of case files

1.9 explain the differences between preparing case files for crown court and magistrates court

	2 understand the information relevant to casework preparation
	2.1 explain the information that may be needed for casework preparation and its purpose including:
· case package

· case analysis

· brief

· applications

	3 be able to prepare case packages
	3.1 Collate information about the case

3.2 prepare the committal pack following relevant organisation procedures
3.3 develop the outline of allegations

3.4 determine any information outstanding, and the parties responsible for its provision

3.5 request any papers and information outstanding, ensuring:

· they are in line with the target dates 

· information is set out clearly on what is sought

· a correct timescale is requested for its provision
3.6 evaluate information and remove any that is not relevant

	4 be able to prepare the case analysis
	4.1 evaluate the features of the case including:

· issues

· strengths and weaknesses

· evidential difficulties
4.2 Assist in the resolution of issues and evidential difficulties associated with cases

4.3 Provide information to counsel based on the case analysis and seek their advice

	5 be able to prepare the brief for relevant parties
	5.1 prepare case brief in line with organisational standards
5.2 make judgements about and remove any information not relevant to the brief

5.3 make information available promptly to those who need it and who have a right to it

5.4 highlight and discuss key points with the relevant officials
5.5 resolve any difficulties in collating the brief with the relevant department
5.6 write instructions to counsel gaining approval from the relevant parties

	6 be able to identify the applications required in respect of cases
	6.1 decide what applications are necessary
6.2 prepare applications that are relevant to cases
6.3 send applications to relevant parties

	Additional information about the unit
	

	Unit aim(s)
	This unit is for Paralegal Officers preparing case files and case progression.

	Unit expiry date
	[End of accreditation]

	Details of the relationship between the unit and relevant national occupational standards (if appropriate)
	DB4,  DA6,  HF15

	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
	20
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