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Unit 251 Working in the legal 
environment 

 

UAN: T/505/1725 

Level: 2 

Credit value: 12 

GLH: 104 

Assessment 
requirements specified 
by a sector or 
regulatory body: 

This unit will be assessed by an externally set 
and locally marked assignment 

Aim: The aim of this unit is to enable the learner to 
develop the knowledge and skills to 
understand and operate in different 
organisational structures and be aware of 
how relevant legislation, regulations and 
procedures apply to the legal and business 
environments. The learner will also develop 
an understanding of working relationships, 
effective communication skills and internal 
and external customer service. 

 

Learning outcome 

The learner will: 
1. Understand the roles and responsibilities of personnel within a legal 

office 

Assessment criteria 

The learner can: 
1.1 describe different departments found in a legal office and the 

work undertaken within these  
1.2 produce organisational charts showing the individual roles of 

personnel within a legal office  
1.3 describe main aspects of work carried out by the different levels of 

staff within a legal office 
1.4 identify the main points included in a written contract of 

employment 
1.5 describe the individual’s employment rights and 

responsibilities 
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Range 
Different departments 
Conveyancing, probate, criminal litigation, civil litigation, commercial, 
corporate, family 
Personnel within a legal office  
Solicitors, chartered legal executives, paralegals, legal secretaries, office 
services support staff 
Main points 
Hours, salary, dress code, statutory entitlement, notice period, start date 
Individual’s employment rights and responsibilities 
Safety of self and others, regular attendance, informing employer of non- 
attendance in event of sickness; non-compliance could result in 
grievance procedures, disciplinary procedures, rights. 

 

Guidance 

1.2 Learners will be able to produce an organisation chart that includes 
paralegals and support staff.  
1.2 Office services support staff, for example - reception, post room, 
reprographics, filing, security. 

 

Learning outcome 

The learner will: 
2. Understand the role and responsibilities of the legal secretary 

Assessment criteria 

The learner can: 
2.1 produce documentation according to styles and layouts 

acceptable for business correspondence 
2.2 describe how to maintain general office equipment in good 

working order 
2.3 explain the features and uses of a photocopier 
2.4 identify ways of minimising office waste 
2.5 describe the basic requirements of copyright legislation in relation 

to the copying of documents 
2.6 describe the use of manual and electronic information systems 
2.7 describe procedures for maintaining paper-based and electronic 

filing systems 
2.8 describe different types of media storage devices 
2.9 describe procedures for dealing with incoming and outgoing mail 
2.10 identify the advantages and disadvantages of postal methods 
2.11 use methods of communication according to the organisation’s 

policies and procedures 
2.12 describe barriers to effective communication and how they can be 

overcome 
2.13 perform simple calculations 

 

Range 
Documents 
Letters, legal documents, reports, notes, information sheets, checklists, 
data sheet 
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General office equipment  
Photocopier, fax machine, telephone equipment, audio/digital 
equipment, IT equipment (printers and scanners), laptop, projectors, 
laminators, heat binders, shredder, franking machine 
Features and uses  
Enlarge, reduce, copy double-sided, staple, collate, scan, diagnostic 
display panel, programming facility 
Ways of minimising office waste 
Photocopying double–sided, ensuring originals are clean, using soft copy 
instead of hard copy, using circulation lists rather than individual copies, 
only printing pages required  
Information systems  
Intranet, organisational polices and procedures, staff handbooks, 
telephone directories, internet 
Filing systems  
Manual – lateral, vertical 
Electronic - directories, sub-directories, folders 
Classification systems - alphabetical, numerical, chronological, alpha-
numerical, geographical, subject, centralised V departmental 
Media storage devices  
Hard drive, CD-Rom, memory stick, audio files 
Postal methods 
DX system, standard postal services, special delivery, couriers 
Methods of communication 
Telephone, letters, file notes, desk notes, fax, email, secure file transfer 
Policies and procedures 
House-style guidance, data protection and confidentiality policies, rules 
and regulations for making and receiving telephone calls, sending and 
receiving emails 
Calculations 
Postage, for billing, petty cash, stock records. 

 

Guidance 
2.2 Learners should know who to contact in the event of problems. 
2.6 Learners should be able to describe the advantages and 
disadvantages of using manual and electronic information systems.   
If the learner undertakes work experience, they should be encouraged to 
view specialist systems eg DX, databases and case management. 
2.7 Learners should be able to identify ways of maintaining an efficient 
filing system including storage and retrieval, cross-referencing, archiving 
files and file retention policy. The learner will be able to explain the 
importance of maintaining confidentiality and security of information. 
Learners should be able to describe the advantages and disadvantages 
of using paperbased and electronic filing systems. 

 

Learning outcome 

The learner will: 
3. Understand the roles and responsibilities of personnel within a legal 

office know the relevant legislation, policies and procedures that 
apply to the business environment 

Assessment criteria 

The learner can: 
3.1 state current legislation in terms of health, safety and welfare of 

employees and visitors 
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3.2 describe the role and responsibilities of the first-aider and/or 
appointed person in the organisation 

3.3 identify potential hazards and risks in a given work area. 

 

Range 
Current legislation 
The Health and Safety at Work Act 1974, The Electricity at Work 
Regulations 1989, The Health and Safety (Display Screen Equipment) 
Regulations 1992, RIDDOR Regulations 1995, The Control of Substances 
Hazardous to Health Regulations 2002 (COSHH), The Management of 
Health and Safety at Work Regulations 1999, The Workplace (Health, 
Safety and Welfare) Regulations 1992, Data Protection Act 1998, 
Freedom of Information Act 2000, Human Rights Act 1998, Equality Act 
2010, Disability Discrimination Act 1995, Provision and Use of Work 
Equipment Regulations (PUWER)1998. 

 

Guidance 
3.1 The learner will be able to explain how a healthy and safe working 
environment affects:  

personal rights and responsibilities the organisation.  
3.3 The learner will be able to identify potential hazards and risks, 
including the safe use of display screen equipment and general office 
equipment. 

 

Learning outcome 

The learner will: 
4. Understand how to work as a member of a legal team 

Assessment criteria 

The learner can: 
4.1 organise and prioritise tasks to manage own workload in order to 

meet deadlines 
4.2 identify tools to manage own workload 
4.3 explain ways of maintaining a manageable workload in order 

to maximise the use of time 
4.4 describe circumstances in which deadlines cannot be met 
4.5 explain the importance of creating and maintaining productive 

working relationships with others 
4.6 describe ways of communicating within a team 
4.7 describe different channels of internal communication 

 

Range 
Tools 
Diaries (paper and electronic), timesheets, planners, to do lists, 
schedules 
Ways of  maintaining a manageable workload  
Prioritisation, team working, smart working  
Circumstances 
Interruptions, distractions, taking on extra work, staff absence, technical 
breakdown 
Maintaining productive working relationships  
Methods - communicating, effectively supporting others, co-operating, 
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empathising, demonstrating loyalty 
Delegating tasks  
Importance - meeting deadlines and targets, motivation, sharing 
workloads, support and advice 
Ways of communicating 
Methods - speech, written, signs and notices, action, silence, non-verbal, 
general behaviour and attitudes 
Techniques - formal, informal, one-way, two-way, including the benefits 
to staff and the organisation. Verbal techniques -  preparation, active 
listening skills, tone of voice, confirming understanding of key points, 
recording full details of messages 
Non-verbal techniques - use of clear simple language, style and tone, 
accuracy of information, following house-style guidance, use of business 
conventions eg complimentary close, significance of body language, 
dress codes 
Channels of internal communication  
Meetings, staff notices, one to ones, interviews 

 

Learning outcome 

The learner will: 
5. Understand the importance of establishing and maintaining customer 

relationships in the legal environment 

Assessment criteria 

The learner can: 
5.1 identify different types of internal and external customers 
5.2 explain the benefits of establishing and maintaining 

customer/client relationships that promote business 
5.3 describe organisational methods that create and maintain 

positive customer/client relationships 
5.4 explain the role of the individual in creating a positive and 

professional image to meet customer expectations 
5.5 state the limit of own authority and what to do once that is reached 
5.6 describe procedures for dealing with customer/client complaints 

 

Range 
Benefits 
Customer focused business, organisational benefits, increased customer 
satisfaction, improving image and reputation of organisation, reduction 
in complaints, individual satisfaction (greater enjoyment, greater job 
security, better promotion prospects) 
Organisational methods  
Promotion of mission statements/customer charters, style of written and 
verbal communications, feedback from customer satisfaction surveys 
Role of the individual 
Interacting effectively with customers and clients, using appropriate 
verbal and non-verbal communication skills, using questioning and 
listening skills, identifying potential communication problems and 
offering solutions. 

 
 
 


