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The “One Day in Court” Training Course 
 

This short course was designed to help a person break into law and has, 
over the years, helped thousands to do just that. 
 
Unlike our other courses this one is not distance learning. You will be 
trained on location within the environs of the civil High Court in London. 
You will also receive a training manual that will add to your knowledge. 
 
Even though you will be given the above mentioned training manual after 
your ‘day in court’ it will be the work sheets given to you on the day that 
will form the back bone of the days programme in the High Court. 
 
Below are extracts from the course. On the court training day your 
instructor will hand you work assignment sheets and in addition to your 
work sheets he will also give on site instructions.  
 
Working in small groups (never on your own) you will be asked to carry 
out various tasks as though you were representing a firm of lawyers. The 
tasks will take you all over the Royal Courts and will give you hands on 
experience of working in law. 
 
The first extract below is a work sheet, it outlines assignments you will be 
asked to carry out at the Royal Courts of Justice. 
 
The second extract we have included is some of the home study training 
material you will be provided after your court training day. 



sample from a work sheet 
 

…Imagine that you have been sent on your very first job by a busy firm of lawyers. 
How do you find out where departments are? Who or what do you ask for?... 

 

…The assignments are simple but require that you ask for information. (Note: apart 
from the names, which have been changed, assignments 1- 4 are an exact word for 
word duplicate of an original assignment given to a legal assistant/outdoor clerk by a 
firm of London solicitors and is therefore typical of this type of work… 

 

THE ASSIGNMENTS ARE AS FOLLOWS:- 

1/ RE:  SMITH v SMITH - PAY FEE FOR JUDICIAL REVIEW AT FEES ROOM. 
CHEQUE ENC. THEN LODGE JUDICIAL REVIEW AT THE ADMIN OFFICE. 

 
In addition to carrying out the instructions which will be given to you by your trainer 
seek to find out what a Judicial Review is. 

2/ RE.- PERKS v THOMAS - ISSUE CLAIM (WRIT) 
 
In addition to carrying out the instructions which will be given to you by your trainer 
seek to find out what the word WRIT means. 

3/ RE: JONES v COTE - COLLECT ORDER ISSUED IN A FAMILY COURT 
 
In addition to carrying out the instructions which will be given to you by your trainer 
seek to find out what must have already taken place before you can collect an ORDER. 

4/ RE: PARSONS DECEASED - PLACE CONSENT ORDER BEFORE MASTER. 
 
In addition to carrying out the instructions which will be given to you by your trainer 
seek to find out what a CONSENT ORDER is and what a MASTER is. 



sample from the home study training material 

19 Our course starts AT THE LAWYERS 

20 On arriving at the lawyer's office inform the receptionist of your 
name and who you’re 'clerking for’(state the name of the lawyer who 
booked you and the case name). 
 
21 If the case is a civil dispute and the lawyer is there at the time, he 
or she will normally spend a few minutes going over the history and 
background of the case. 
 
22 Don't be surprised if the speed and delivery of this so called 
background to the case is fast and furious. Lawyers are often very busy 
and under a lot of pressure, especially those involved in Legal Aid 
work… 
 

ON THE WAY TO COURT 

29 You are now ready to set off to complete your assignment. 
Between the lawyers office and the court house there are a couple of 
things you need to make sure that you accomplish. The first thing is, you 
must 'make sure that you know what is required of you'. The journey to 
the court is not the time to be doing the crossword, planning your holiday 
or day dreaming. Your assignment should be clear in your head, because 
sometimes the minute you step through the court house doors things will 
happen in a rush and it will be easy to make mistakes. 
 

ACTION 
Read page 2 of your CM-BL1 and highlight the words  'make sure you know what is 
required of you'. 

30 This is one of the important principles of good clerking and you 
should have it firmly imbedded in your mind. The reason being that when 



a lawyer sends you off on an assignment he or she wants to feel confident 
that he/she can entrust their clients' welfare into your hands. A particular 
assignment may seem inconsequential yet in fact may carry a heavy 
penalty if not carried out properly and in accordance with the lawyer’s  
instructions. We will look at a set of instructions in a little while. 

31 After making sure of your instructions, summarize and detail them 
onto your Paralegal/Clerk Day Sheet. We will look at one later. 
 
32 The second thing you should accomplish before arriving at the 
court, is make sure you know what the case is all about. To do this you 
will need to read the following documents from the client's case file:- a/ 
Brief To Counsel, b/ Client's Affidavit/Statement of Truth, c/ Witness 
Statements. 
 

MEANINGS 

Counsel: Another word for a Barrister. 
Brief to Counsel: Lawyers instructions to Counsel, detailing the case 
explaining what needs to be accomplished at court on the day of the hearing. 
Affidavit/Statement of Truth: A sworn  statement.  

SUMMARIZE 
Paragraphs 29 - 32 onto page 2 of your CM-BL1. 

33 You may be wondering why Counsel would want to ask you 
questions about the case. One reason is that sometimes the Counsel in 
attendance may have just been given the case the previous day and 
therefore may know very little about the background and lead-up to the 
hearing. In such a situation, Counsel would be looking to the clerk to 
provide additional information to what was provided in Counsel's brief.   
 
34 Looking over your instructions and reading up on the case is 
usually done on the way to court; i.e. on the bus or the train. This is 
something you must get used to. Although you may be able to obtain  the 
case file the night before you will soon learn that it does not make good 
practice. 



35 Earlier, we mentioned the need for you to make sure you know 
what is required of you. This is done by reading carefully over your 
instructions, and then, after you have done that, to detail your instructions 
and requirements onto the Paralegal/Clerk Day Sheet… 
 

SUMMARIZE 
Paragraphs 70 and 71 onto page 10 of your CM-BL1. 

Note taking at Civil Trials

72 Finally your case in called, you and your client follow Counsel into 
the courtroom and your client sits down beside you. Again you 
wonder to yourself 'as it's my first time in court, what things should 
I include in my notes?'   

 
73 The first thing you must always remember to do is to note down 

the actual time the hearing starts… 
 

81 Often, the end of the hearing will take your client by surprise. The 
Judge's order makes little sense to them. Have they won or lost? 
Let your client know that Counsel will explain the Judge's order 
outside the courtroom. 

 
82 Sometimes, even after a conference with Counsel the client may 

still not fully understand what has happened and the implications 
of the Judge's order.  

 
83 After Counsel has said goodbye ask your client if everything is 

clear. If not try and re-explain and also make a note to let the 
lawyer know that the client could do with a letter explaining things 
in full detail… 



INSTRUCTIONS 
 

TO: JOHN CARTER 
FROM: LOUISE 
RE: LINA JANOS - 912242 - WILLESDEN COUNTY COURT 
EX PARTE APPLICATION - 1ST DECEMBER 2006 – 
COUNSEL: LORNA TAGLIAVINI 
DATE: 30TH NOVEMBER 2006 
 

The Janos case is a very complex one. I am sending you down to 
clerk Lorna Tagliavini usually on a District Judge's appointment 
because of the complexity of the case and the number of things 
that need to be done. 
 
Could you please attend to the following:- 
 
1. In the blue ring binder file under the Legal Aid section you 
will find behind the yellow marker labelled 912242 defend 36303 
a blue offer of Legal Aid Ms Janos must accept this offer of Legal 
Aid. If she does not her Legal Aid certificate numbered 1 91 
36303B will be revoked and all her Legal Aid will be put in 
jeopardy. There is already a long history of Legal Aid Board 
problems on this file and I am absolutely certain that if she does 
not sign the offer of Legal Aid immediately we will not be able to 
do anything further for her because we will not be able to get 
Legal Aid to do so. Please ask Ms Janos' interpreter to explain 
that she needs to sign the offer of Legal Aid and give it to you. I… 
 

2/ 
 

3/ 


