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. INTRODUCTION

. The paralegal movement has had a dramatic impact on
the delivery of legal‘services in the-Un;ted States. -
/Many large prxvate law firms now employ as many as 25
paralegals to do work formerly done, by attorneys Some
lawyers have systemati;fd enEire areas of their practice,

such as personal injury, wprkmeﬁ's-compensation, and
L]

. ditorce, so—that most of the work is performed by para-

legals. American Bar Association (ABA) president James N
Fcllers has asserted that paralegals are the most
promising available means for extendlpg legal services
to millions of.citizensl

Within the Community Services Administnagion (CSA;
formerly bEO) Legal Services, the impact.Bf parﬁlegals
has been no less dramatic: Between 1972 and 1974 the
number bf paralegals working in Legal Services has
doubled and their’range of responsibijlities has

substantially increased. Some Legal Services project

directors estimate that paralegals handle, almost half

the case- load. f . ‘
‘ & - .
The only rules governing the paralegal movement are

unauthorized practice laws which restrict paralegals

~
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"a definition eferges trom an analys1q of pzfalegal func®

-

« L)
from pexforming certain functions reserved for lawyers.. .
i Y '

There are no educational reqqiréments, certification, or
<* -’

.

- . . -~ ,
licensing rules. Nor is there an agreed upon definition

of "paralegal," although thhxn Legal Services projects

tions. . Sy’ '

~ .

This report addresses the need for clear, information
and statistics on paralegals and analyzes their role in -

Legal Services. It reports the results of surveys and
] o~

studies performed by the-National Paralegal Institute:
(NPI), consolidates the findings of demonstrations run

by NPI over 2 yecars, offers recommendaﬁioﬁs and models *
‘ p
for projects to follow, and presents recommendations to

CSA and the Legal Services Corporation. -

. . .
The report is divided into three sections, each with Q
snbsections. i

I. Current Knowledge on Paralegals -

~

A. A summary of the paralegal movement in public
and private law, including training programs,
organizations active in the tield, and current
issues.
. A L4
B. A statistical profile of ‘Legal Services
paralegals, summarizing the findings of two
national survey questionnaires sent by NPI to
project directors and to Legal Services
paralegals. Itgprovides a Pprofile of paralegals'
. . age, education, background, work experience, and
othey demographic characteristics. It analyzes
the functions, working structures, funding, salaries,
amdunts and Kinds of training recelved and opiniongs
- of paralegals.

“e
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IT.

A survey of 14 Legal Services,projects which.
Systematically utilize paralegals--the 14 pro-
jects employ almost 20% of Legal Services'
paralegals. The survey_is based on direct

inquiries for information not available through’
written questionnaires. 7 .

- ~ .
An outline of various sources of non-CSA funding
available and being used by Legal Services
projects to pay paralegals. : ‘

Designing and Implementing a Paralegal

Utiiization Plan '

Caseload analysis in Planging for paralegal .
utilization. °* -

Types of paralegal functions: an analysis of
the generalist, specialist, intake interviewer,
and outreach worker. ° .

. How.a project should plan for and structufe

employment and utilization.of paralegals.

Recommended recruiting, screening, and testing
devices for hiring paralegals,

Developing an orientation-apprenticeship period
for new paralegals. : -

~

Training and Supervision Options @and Models

Current state of Legal Services paralegal training.
~ 3

1. The NPI program and experiments in ’
disseminating training throughout the country.

2. The characteristics of, and resources™needed
tor, effective training, and the cost of such
training. R ?

3. The distinction between those projects which
can and those which cannot provide effect ive
in-house training. N

Models for orientation and supervision

Training options and models for larger projects
capable of prowiding substantial training.
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IV. Recommendationg to CSA and the Legal
Services CoYpotation

»

This report is broad in scoée. We recognize that

many readers, while interested in various aspects of the
¢

° A
report, will not choose to read all of it. Thus, we

have maintained @icertain independence among thesreport’s
various sections so that ecach may be read independently
by those interested in a specific topic. A} a result,

certr~in information and assertions are repeated through-

out the report.

Aside from the creation of NPI in 1972 to develop
and dissemirate training materials and techniques,
perform studies, and provide training, demonstrations,

and~¥@chnical assistance, CSA has not develuped policies

or guidelines for the Legal Services projects regarding

paralegals. This has resulted in part from lack of
information on who paralegalé are and what thHey do.-
Morcover, there has beép“insufficient analysi's of
paralegal heeds and chchities._ This feport.attempts to
provide sufficient information'fortpolicy decisions.
Tpe report substantiates the important role paralegalé
tplay in delivering legal services and discusses the
trgining and utilization expefiences which 2 years of
demonstration qprk by NPT has produced.
. v

.
-



The repart does not analyze the nontraining functions
of NPI, such as technical assistance, surveys, studieg,
dig%emination of materials, and liaison to other organi-
Zations. .

The capacity of paralegals working in conjunction

with lawyers to extend quality le%§; services appears to

be well established. The potential for dramatic expansion
has.barely been tapped. As demonstrated in the report,

it is important that CSA and the Legal Services
Corporation provide systematic and $ubstantial support

in order to make possib}e the expanded utilization of

paralegals in Legal Services,

ERIC,
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SECTION 1 )
" CURRENT KNOWLEDGE ON 'PARALEGALS

Lo



"~ A SHORT REVIEW
OF THE PARALEGAL MOVEMENT

o

DEFINITION OF A PARALEGAL*

There is no precise definition of the term

*ERIC

Aruitoxt provided by Eic:

"parhlegalﬂ" Because the occupation is relative1§—new

and Ets potehtial remains‘unredlized, paralegal job B
functions axe %till being ddentified and described.
However, those in the field, including paralegals them-
selvés; tend to use the term in a certain way. Ié is
generally accepted, that a paralegal must be specifically
trained, qither'on the’gob or in a formaf training .
‘program. Paralegals berfofm work breviousiy regarded

. “as within only an attorney's capabilities. Paralegals
almost always work under the supervision of an attorney;
some wprk without an attorney's direct supervision where
authorizéd by statute or regulation or wifh special

court permission. For example, paralegals may represent

clients in some administrative agency proceedings, such

*The use of paralegal in this report is not meant to
indicate a préference over the terms 'legal assistant,"
"attorney's assistant,™ "legal paraprofessional,"
"advocate,!" or others.

I-‘)' “

———— -
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as Social Security or_ welfare hearings. In addition,
paralegals aré allowed to appear in some small claims
courts. ‘ \ - )

" The paralegal concept excludes somé fairly wells
defined legal support roléé: secretary, clerk, librarian,
social worker, community aide, and office administrator.

Paralegals should be trained in basic legal knowledge,

skiltss—and—one—or-more specialties. What is done with

this training varies as the following picture of
paralegal Bivorsity reveals. The profile of paralegals
was obtained by classifging them as to where they work,
what “they do, where they are trained, etc. These

classifications are purely for ‘convenience--they have

i}
o

no formal significance. \

WHERF PARALEGALS WORK

Paralegals may be found almost anywhere legal work

is performed. For convéﬁicnce, this report divides

paralegals i&to two broad categories according to their

place of emprgyment: private sector and publig sector
- * ¢+ paralegals. Private sector paralegals work in private,

<

profitmaking law firms; phblic sector paralegals in

11

nonprofit legal services delivery systems or government

agencies. The two categories are not exclusive; paralegals

‘ - 17 - ‘
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may move from one sector to the other just as lawyers
"may apply their sKills to many areas of law.

Private Sector -

_Large, urban law firms are the biggest private
sector employers. However, as lawyers are becoming
omore familiar with the benefits of employing paralegals,
;maller firms are finding paralegals a practical solution

———————to..meetding both their needs and those of their clients.

+ Businesses, especially large .corporations, also are

hiring paralegals to work in their in-house counsel
A . .
divisions.

Public Sector )

1. Community Services Administration Legal Services?*

Approximately 50 percent of Community Services Administra-

tion (CSA, formerly OL0O) Legal ‘Services projects empldy
paralegals. A few prQ{ects employ as many as 30 paralegals
although ﬁost emp loy only 1 or 2. -More than 85 percent

of the pardlegals have‘had some, college training; over 45
percent are‘coliege gradhates.c Few have received any : by

formal paralegal training before entering a Legal Services

»

program. -« oo : - .

~*On October 13, 1975, all CSA Legal Services activities
were turned over toéthe Legal Services Corporation.

s . ’
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A single paralegal may perform a wide range of
servicés. Virtuail& all interview clients. A large

: percentage negotiafé with government agencies on béha]f i
of clients in public entitlement cases, represent clients
at administrative hearings, and do investigative work.
Many also do legal research and drafting.

CSA Legal Services éroject directors report sub-
stantial satisfaction with the work of pardlegals; however,

2

-—-———- lack-of funds prevents them from hiring mo

-
——

2. Government Federal, state, and local governments
employ many paralegals and are exploring new ways in which
to use them. The Civil Service Commission (CSC) estimafes
that the Federal Governmen; employs 30,000 paralegals and
envisions an even larger role for them in the near future.
. . . CSC has developed a new Paralegal Assistance Series that o
includes the following functions: (a) analyzing legal
material and preparing digests of points of law for
internal agency use; (b) maintaining legal reference

files and furnishing attorneys and others with citations

iy

to pertinent decisions; (c) selecting, assembling,
summarizing, and compiling substantive information oﬁ
statutes, treaties, and specific legal subjeﬁt;; (d)
collecting, analyziné, 9nd evaluating evidence as to
activities under specific Federal laws before an agency

- hearing or decision; (e) analyzing facts and legal

| - ¢

s . .
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questions presented by personnel administering specific
Federal laws; answering questions by collecting
intérpretatiohs of applicable legal provisions, regula-
tions, precedent,~and agency policy; and, occasionally,
preparing informational and instructional material for
general use; and (f) perform%ng other paralegal duties
Jrequiring discretion and independent judgment™ in

applying specialized knowledge c¢f particular laws,

regulations, precedent, or agency practices based thereon.

| Paralegals-arc_employed by the National Labor *

Relations Board; Federal Trade Commissﬁow; Equal
Employment -Opportunity Commission; Depar;@ent of

Justice; and Department of Health, Education, and Welfar

. Other Paralegal Jobs ’ S

. Group and prepaid legal services plans promise to
provide paralegal jobs as those delivery systems gain
porularity.

A number of law communes throughout the country

also employ paralegals, generally trained by commune

lawyers. It is a commune tenet that lawyers, paralegals

and other staff are equal in rcsrénsibility, salary, and

capacity. - .
Some criminal justice agencies, for example, public

defender programs, prosecutors' offices, and bail prdjec

. M - &7

-

N

I'4

N

-

e —————
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use trained lqymen to assist lawyers, and there has been
talk of greatly expanding the paraleg11 role in criminal

-

) law. . »

WHERE PARALEGALS ARE TRAINED »
On the Job

--In addition to._Legal Services projects, mahy law )

firms and government ag;ncies also employ paralegals
trained on the job. The Ch}cago Asgggiati&n of Paralegal
Assistants found that 60 percent of their members who
responded to a recent survéy had no formal paralegal

tralnlrg——‘This—s1tuat1onuhlllhpxobab1y change as para-

legal training programs become more available and gear

R the1r curricula to the ngeds of the job market. v
Many lawyers and paralegals *stress the nece551ty
and des1rab111ty of on-the-job 1nstruct10n even for
paralegals who have completed formal training programs,
and most law.firms ang Legal Services projects provide
on-the-job training by individual lawye{s. Training, of
course, varies considerably. In additiaa, some Legal
Services projects, law firms, and government agencies

have inauguarated regular in-house training programs.
‘ .

'E]{[C ' AZL
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Community Colleges

| ~moon

About 70 community colleges offer paralegal training.

o A

S

The curricula are almost entirely geared to private law

S
i

QO
.

v e A
.""-.“-;

jobs. The colleges generally take no responsibility for
placement of students, and the prggrams are so new that

employmcnt'success has not been measured._, Common elements

-
'

; of most community college curricula are law office

- administration, leéal writing, and legal research. Beyond
that, most offer a potpourri of courses designed to pro-
gduce a generalist: corporations, tax, real estate,

family law. Witﬂ few exceptions, C9mmunity colleges do
not provide courses relevant to either Legal Services or
other publit séctor employment.

Colleges and Law Schools

Although most paralegal training programs are offered

at the community college 1evei, some colleges and law
schools also offer them.  Most college programs prepare
students for work in the private sector.

. Only a few law schools offer para1e£;1 training.
‘The University of West Los Angeles Law School conducts a
continuing educatdon paralcgal program which, for the °
academic year 1971 72, enrolled 195 students {184 women;
138 éormen or present legal secretar1es, 56 high ;ch;ol
graduates). The Utah College of Law Institute designs

systems for training paralegals in routinized areas of

<
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private law ﬁ?actices. At Antioch School of Law about ’

. —’
15 paralegals a year are trained to enter either the

[P

l public or private sector. The University of Southern

' California_law Center regularly holds intensive training

———— . cqs
- programs, primarily on specialization subjects for

—

legal secretaries.

Proprietary Schools: - o °

.

The nuTber of proprietary schools qffering paralegél
courses is still small. This ;ay change as job markets
for paralegals develop. As there is no clearinghouse
for information on proprietary schools, it is difficult
to estimate their number. The Institute for Paralggal
Training in Philadelphia, a subsidiary of Bell § Howell,
. Inc., probabi}‘offg{s the best known trﬁ}ninm program

«in this category. Established 4 years ago,- it carefully
selects and screens college graduates, mainly women, '
and brovides 3 té6 4 months of 1n£ensive training in one
specialty. Job placement is guaranteced.

Other proprietary schools tend to be general career/

vocational institutions offering short courses. D

Ahg

Short-Term Intensive Training Programs *

Short-term intensive programs are useful for para-
legals who cannot spepd much time away from their jobs

and who need only to vaui}p specific skills and

o

FRIC

! .
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information. The cost in time and honey is tolerable
for those who cannot afford college tuitions. Such
o programs permit training as the need arises for specific
. . - .
skills development.
The National Paralegal Institute (NPI) provides
¢ Such training: Apfew Legal Services proﬁects have also

developed short, intensive training programs for their

own staffs., In addition, some colleges and.law schools

occasioirally-offer, short sessions in such aréas as civil

- rights, probate, divo}ce, and legal research. For -

) .
example, in 1969 .Columbia Law School trained ‘20 paralegals,
slated.fai OEO Legal Services jobs, in a 6-week intensive

-

program. N

WHAT PARALEGALS DO

-

Paralega{f may be divided into two broad categories.

according to the work they perform: generalist and . . -

specialist.
. 3 .
. Generalist '

Paralegals in this category are expected to handle
a wide range of responsibilities, such as interviewing, ] v
fact gathérihg, research, and document drafting.

/
. Generalists are usually found in small law offices.. -

-
“ F > )
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Jost paralegals are specialists. Their training . )

1 . * .
usually focuses on one’ area of the law, such as wills,

* ' -'- . .
real estate, trusts, criminal law, puhblic assistance,
.

\
or landlord-tenant. ° '

.
-

. ~
4 ' Specialization allows efficient program operation
<
and training. Many paralegals with adequateé training
] ] and supervision become experts in one area and handle

most of the work ‘involved in processing cases in that

area,
.. (,h= g ~Fedéral and state regulations permit laymen to e - ’
represent clients at many different kinds of ad;inséra-
tive hearlnﬁs. A group of paralegals has emerged that Lo
represent clients at such hearings. These paralegals--
’ administrative specialisés:-are fouand in Legal gegvice§
o ¢+ tand also in non-profit organi:aiions such as welfare

fights organizations, tenant's groups, and senior

citizen agencies. ) : ) .
. . .,
rORGANIZATIONS ACTIVE IN THE PARALEGAL FIELD !
- . In addition to lLegal Services p}ojects and law .

“firms involved in the paralegal field, several national

.
[N

“organizations have taken an interest in how the
4

: occupation develops.

~ A \
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‘Paralegal Professional Associations

N

As the'Paaalegal mov?mgnt gained momentum and
recognition, pa;albgals‘began forming\associatioﬁ§.~
Soﬁe were started by students in paralegal ;raining
programs, others by &orkang paralegals. The first
grOups were pr;mar11y composgd of private sector paxa-

s

legals. However, it soon hecame apparent that the

1nterests, géals, and nqeds of all paralegals were '
similar, and the organlzatlons attempted to reflect the
diversity found within the ?ccupation. ) '

"In May 1974 ‘representatives of eight associatiops,
-met aﬂd'founded_the‘National ﬁederptibn of Paralegai

Associations. During its.first year, the Federation
‘ 0

séryedfas a communications network to alert and inform
)
members of issues qnd‘qvent§'that affected paralegals.
At their 1975 meetirg, representagzseb resplved
that the Federaticn wouid assume a ;ew structure and
become a brofissional ussociéziqn for paralegals. Tt

was further resolved that Federation members would take

an active role in develoﬁéng and regulating the occupation.

There are about 20 new'dérganizations in the process of
1)

forming and joining thg'Fédgration.

The lekal assistant section of the Natignad

)

Association of 'Legal Secretaries has formed a separate



.
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drganfzation,\thg National Associatior of Legal

N .

.

Assistants (NALA). Unlike thé Federation, which consists
of organizations, membership in NALA is on an individual

basis.

. American Bar Association
& In 1968 the American Bar Associatiion's<(ABA's)
Special Committee'on the Availability of Legal Services
yeported to the House of Delegates that "legal‘services
would ‘be more fully available to the public" if the -
legal profession were to recognize that "freeing a

v

Tawyer from tedious and routine detail" would conserve

the iqyyér'sf;ime ang‘egergy\forAftruly legal probhlems."
Accordingly, three recommendations were made:

" 1. The legal profession should recognize that
. there are many tasks in serving a client's
negds which can.be performed by a trained .
non-lawyer assistant working under the
direction and supervision of a lauyer,

2. tThe legal profession should encourage “the '
! training and employment of such assistants; and
£
3. A special committee of the ABA should be
created to consider the subject of lay assis-
. tants for lawyers.

'

These recommendations were adopted by the House of

. - S
b

Belegates and the Special Committee on Lay A§sistants

(now the,&tandlng Comm1ttee on Legal Ass1stants) was

<

,,,A-f-A-estubr“”ﬁéd In 1969 the Spec1a1 Comnmittee sponsored .

11m1ted surveys of law firms around the country and
found that, there was "a sxgnlflcant" use of nonlawyers.

* e * N
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. In 1971 the Special Committee published a set of.
recommendations for paralegal training. It suggested

that 1-, 2-, énd 4-year college programs, be made

. t

available for legal secretaries, legal assistants, and

legal administrators, respectively. The proposed
e}

curricula were slanted entirely towards private practice

/ L]
of law.

0

In 1973 the House of Delegates adopted '"Guidelines"
1 ~

of recommended standards for operating 2-year paralegal
- R 4 Y

-

- programs in .colleges.

°

.In 1974 the Special Committee received permission

. from the House of Delegates to begin approving (i.e.,

accrediting) paralegal training programs that met the
"Guideline" standards.
> L .
There has been much opposition from lawyers, .
paralegal educators, and paralegals to ABA control of

) ~
accreditation of paralegal training programs. One

-~

« objection is that the paralegal occupation is new and

acc}editation.standards, based on limited knowledge of

o ‘

the field, are prematﬁre. In addition, the ABA's

R “Guidelines" are.aimed at meeting the needs of only one

. ‘narrow sector of the law. Institutions that structure

their paralegal programs in order to gain ABA approval

Wyrisk not being able to weet ‘demands for paralegal

’ .
¢

-

\
b
~

e
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N
training in other areas. For example,'aé governnmnent
agencies cont}nue to find new ways to use paralegals, !
flexibility in training curricula will be crucial in
order to meet’theirlnoeds. ; ™ L8

0b3ections to the "Guidelines" are directed not
only ta the substance, but also to the ]ength'of the
p%oposed programs. A 2-year course is inappropriate
for colleg? graéuates, working paralegals, and sehior

citizens, among others. . €
k]

. Finally, there is the issue of ABA* control of the -

ERIC

Aruitoxt provided by Eic:
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paralegal profession. Paralegals, and many educators —

~

and lawyers, seek a broadly representative group to » N

accredit paralegal training, arguing that there is a

vital public interest in the way the occupation evolves.®

The National‘Paralegal Institute

NEI was formed.in June 1972 under a OEO grant, to
support and promote the use of paralegals in the public
seqéor of the law, particularly in Legal Services. NPI's
broad mandate~inc1udes°acting as liaison with colleges,
law schools, Sar @ssociations, and paralegal associations;
developing strategies for the érowth and development "
of the paralegal movement; designing training materials

and conducting training for CSA paralegals; and doing

research on training, ugilization, and other impoftant

issues. -

S . ’

29




NPI conducts, and helps other Legal Services trainers .
conduct l-week intensive training sessions for CSA .
paralegals around the country.
I The Association of American Law Schools

\ .
In 1970 the Association of Américan Law Schools

(AALS) created a Committee on Paraprofessional legal

Education. That Committeg recommended that AALS

-- commission two studies: a law review symposium -
on paralegals (24 Vanderbilt Law Review 10837
1971) and a study and evaluation of present
training programs; )

-- consider commissioning a paralegal curriculum
. development project; h

-- instruct the Committec on Pre-Legal Education
and Admission to Law Schools to consider spe-
cial admission standards for paralegals to law
schools;

-- instruct the Committee on Teaching Gutside Law
Schools to consider the emerging need- for
paralegal teachers; and

<~ offer to work with the ABA, CSA, and others on

L certificatiop, supervision, and similar issues
= p .
affecting the paralegal movement. .
- In November 1974 the Committee released its report
.presenting a broad overview of the paralegal movement
. and the issues and organizations affecting its development.
Included were recommendations to the AALS Executive

Committeé about the role law schools should play in
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develop;ng the paralegal occupation.* The report
recommended that, among other things, AALS work to
promote a broadly representative body of lawyers,
pa}alegals, educators, and citizens. to dsfablish rules
of accreditation of training and certification of

-

paralegals.

\

{
National Consumer Center for Legal Services

In 1972;}epresentatives of the Nation's major unions
held a cahference on prepaid and group legal services
plans. Those attendiqg favored the creation of such
programs and emphasized the use of "closed'" panels of
lawyers in which preselected groups of lawyers hhndle\
all legal problemsggenefated by g}oup members. In contrast,
in the "open'" panel approach, favored by most bar
associations, all-lawyers in the community are eligible

-

to render services.

The conferees formed the Natiqnal Consumer Center

.

for Legal'Services, interested in efficiency techniques

to'reduce the cost of legal services to its members.

*Copies of the report may be obtained from the Association
of American Law Schools, Onec Dupont Circle, Washington,
D.C., 20036 :

L
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Substantial paralegal components will be built into its
plansf The group has established 5 national technical :
assistance, program to help unions establish prepaid

legal programs.Q A 1973 amendment of the Taft-Hartley

Act makes prepaid legal services, as a fringe benefit,

an itep of collect1ve bargalnlng This development

could dramatlcally increase the need for lawyers and

paralegals.

ISSUES AFFECTING THE PARALEGAL MOVEMENT

Accreditation

Accreditation is the process by which an agency or
organization evaluates and recognizes a program of study
or an inglitut{on as meeting gertain predetermined
qualifications or standards. Whether paralegal training
progfﬁms should‘now be subject to accyeditation; how
such an accrediting agency should be established; and
who should control it are all pending—issues. ,

A possible approach would be to c¢reate a broadly

representative accrediting body, including not only N

paralegals but also lawyefs, legal and paralegal educators,



-

J . . . . .
i Certification or Licensing

‘.

Certification is the voluntary process by which a "

non-governmental agency or association recognizes an
individual who has met certain predetermined qualifica-

tions specified by that 4gency or association.

y,

Licensing is the process by which an agency of

I

government grants permission to persons mgeting
predetermined qualifications to engage in a given
occupation and/or use a particular title. Only licensed
individuals may 'engage in the given activity.

Licensing of paralegalsnhas never been seriously
discussed; however, certification has been proposed by
several state bar associations. Most authorities iy ot
believe that a valid certification program is not . ”.".i&é}?
feasible, at least until current paralegal job functions
have been more fully explored. Even so, some bar
associations are pressing for certification of paralegals

r

in order to control the development of the paralhgél
occupation.

Certification at this time, especially if contgolled
by the organized bar, would have a chilling effect on
the deveiopment of the field. Some paralegals, motivated

s by a desire for status, higher salaries, and greater

recognition, support certification. However, the

v

»
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-
~

overvhelming trend among paralegals, paralegal educators,
and others seems to favor deferring certification until
the occupation has been bétter defined. Because .the
occupation is very new and for other reasons.oﬁtlined
above, certification for paralegals has begun in only

one state.*

*The certification movement in Oregon was initiated by
the State Bar Association and ha§ been wholly organized
and controlled by the Bar. The first cert1f1cat1on
examination is scheduled for Fall 197S.

ERI!

s . .
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STATISTICAL PROFILE OF' PARALEGALS ~

In the Spring of 1974 NPI sent all Legal Services

projéct directors a questionnaire concerning their use ‘
of paralegals. The survey focused on paralegal job
functions, kinds of training they have received,

attitudes regarding the value of paralegals, and what
project directors and supervising attorneys considered

to be priorities for future training and oéhér rglaéed
'activities of NPI. The study attempted to identify

areas of the country in which NPI's training programs

were most needed, which projeéts could supply trainers

to participate in NPI's training sessions, and the:

@

number and location of paralegals. The questionnaire

-

is attached as appendix A.

The questionnaire was designed to be answered by
each branch office of a Legal Services project. Main
and branch project offices number approximately 900;

and in some cases projects have 10 or more separate

)
L .




offices. During the Spring and Summer of 1974, NPI
sent reminders and additional questionnaires and made
telephone calls'to solicit responses. By November 1974
approximately 80 percent of all offices had réturned
the questionnaire. A telephcne survey of the others
provided statistics on another 10 percent.

What .follows is a summary of the findings,
reflecting data from 90 percent of all projects on
numbers and functions of paralegals. Information on

|
caseload and project opinions of paralegals comes from
A &

a computer analysis done in September 1974 using data _

-

from the approximately 50 percent of the projects which
had then resﬁonded.

Baseé on the 90 percent data (with several large
Jprojeqts not reporting) there are 1,012 paralegals
working in Legal Services pfojects throughout the
country. These paralegals constitute slightly less
than one-fifth of all personnel employed by .both

back-up centers and neighborhood projects. The




‘majority of these paralega’ls work full time. Statistics

for Lehal Services personnel follow:

-
D

LEGAL SERVICES EMPLOYMENT .

) 1974
e N Total
. Staff Full Time Part Time
(Percent)___—
Paralegals 17.51 69.86 30.14
Attorneys 39.41 94.30 5.70
Secrefaries and
. ) "Receptionists 29.56 91.70 8.30
Social and
Community Workers 2.47 64.34 35.66
Investigatot's : 1.51 68.97 31.03 -~
Others . 9.54 36.74 " 60.26 ‘
,100.00 .

There has been an increase of over 100 percent in
the number of paralegals and in the percentage they
constitute of Legal Services personnel since 1972 when
NPI administered a simildr questiongaire. At that time .
there were 451 parfalegals, 364 of whom were employed . \
full time. :

The number og paralegals hQ§ risen dramyticaily
even though few Legal Services projects have been hble
to }ncrease their bﬁdgets to provide adequagg salaries

for paraleﬁals. The majority of Legal Services para-

legals receive a salary less than fhat paid to beginning

secretaries. Neayly two-thirds (64.51 percent) of the
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., '\ *
‘ full-time paralegals are paid part’or all of their
salaries. from pr?ject funds; almost half (44 percent) .
) are paid entirely by project fufjds. Volurteers in L

Service to America (VISTA) provid;s salaries for 19,35
. percent of the full ,time paralegals, and outsidezagencies, _
such as the Department of Health Educatlon, and Welfared
(HEYW), Community Agglon Programs, and state projects
provide 16.12 percent of the full time paralegals"' -
salariés. _ .
Several larger projects have hired two or three
paralegals to replaq: one or two lawyers when iawyer
vacancies have'oceyrred. Whether hiring paralegals for
oAncw job slot% or in place of lawyers, 83 percent qf the

projects employing parZlegals reported an increased .

office caseload which.projhct directors and supervising T

Y

A

attorneys attributed to the paralegals' presence. Only

-13 percent reported no increase in caseload -once para-

legals were hired, and 4 percent of the respondents . - m—
- . - Y
_ were not sure whether the caseload had increased.
. S T
. \ &'
\
o -
o 1
o h]
0(3
, -
Q .
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Y}v‘;‘ o '
" Statistics ‘from projects which gave specific percertages -
I . .
. regardlng the1 ; aseload increase are as .follows:
By ’
\ ' .ig ..
A 2
) . " Respondents Reportlng These »
Caseload Increase Increases
(Percent)
<~ 11 to 20 25 . .
21 to 30 . 25 -
31 to 40 25 )
‘41 to S0 «25
T00

N -

As the following statistics indicate, aralegals

'

also handle a significant portion of the pro;ect

’

caseloads: o
~
Caseload Handled Projects Reporting Specific
by Paralegals Caseload Handled by Paralegals ,
(Percent)
~1 to 10 21 :
11 to 20 33 N
21 to 390 21 .
31 to 40, 15 - i
41 tg 50 6
51 to 80 4
g To0

Perhaps because of the increased caseload

attributed to paralegals as well as the substantial .

-«




-

- percentaée of the caseload that paralegals handle, 82
‘percent of the projects inciicated that paralegals are
"of great value.J THT?T&&Q percent of the respon@ents ;
\ " indicated that paralegals are éf "some vafue,“ and 5 .
percent felt they could not aqsvér becgpse.their . i
persogg}& had poE worked with paralegals, None of the ‘ .

o projects Eonsidered paralegals to be of "slight or
. hegLLgible value" or of “n; value," t ] -

" Th . need %ﬂr and value.?f éhralegalsvwas furthe}

l"

- emphasized in a questién requesting projects to describe.
. .

&
- their needs regarding.paralegais.‘ Only 6 percent felt
that they did not nced paralegals, and another 2Y

perceni'said they did not need additional paralegals.
N *

éeventyxfour perc%nt felt they n€eded more paralegals.

ProjECt-directers and supervising atﬁorneys;&ere . L
. - ?lso asked which type-.of payalegql they. most neede ; . ~
\ Community legal yorke;s, knowledgeable in grouﬁ'lega} . .
™ rights; technicians who specializé in handling volume
. «, -cases in routine areas, sdch ‘as diVO%Ce, eviétfbn, and

v v

application for publfn housing; or advocates who can

. ~

S [}

-

in
i,
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prépare for administrative hearings in welfare, workmen's

° 9
comp2nsation, Social Security, SSI, etc. Res?onses to

" this question are as follows:

s

] -

PROJECTS' NEEDS FOR PARALEGALS

-

- Kl

Need Most Need More Have No Need

(Percgnt)
nicians T 42 C32 26
*‘Advocates 40” 34 26
Community Legal
—--Workers . 17 41 - 42

" v

4
-

Priority needs o%_projects are ‘equally divided ¢
between.techgician-speciglfsts and administrative
heariﬁg advocates, w}th a relatively low emphasis on
community and group workers.

, Along with the need for more paralegals, the
projects indicated that tﬁe.vast majority of their
paralegals needed more training. Only 6.74 percent

- >

indicated that no additional training was necessary

for thei; paralegals; whereas 83.26 percent of the

respondents felt that more paralegal training was both

desirable and necessary. Over 97 percent of the
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respondents provide at Ieast some training opportunities

for their paralegéis. The type of training offered'is

shown below: -

™

k]

.

PARALEGAL TRAINING

~

-

. Percentage of Projects
. Type of Training Available Providing this Training

In-hoise:
Staff-lawyers only ) 25
OQutside lawyers only
Staff and outside lawyers
Programs outside the project only
In-house by staff lawyers and in . o
outside programs - . 33
In-house by outside lawyers and
in outside programs 1
In-house staff, outside staff, '
and outside training programs 24

N

)

~ O =

Those projects which provided little or no
training were asked to explain why. Although the
variety of answers made it imposs}ble to computerize
replies,‘lack.of funds, staff, and time were the over-
whelming responses. An indication of the péojects'
nced for funds for hiring paralegals and for training
paralegals was emphasized in the last section of'éhe
questionnaire. Here project directors anq supervising

attorneys were asked to assign priorities to services"

now provided by NPI. Over half (55.26 percent) of

Y



. the project directors and supervising attorneys placed

o ®
a high priority on the task of locating funds for new Ry
Aparalegal positions on the local level.

As.fhe following chart shows, projects placed a

high priority on NPI's training activities:

¢ . .
PROJECT PRIORITIES FOR NPI .
Avtivity High Priority Low Priority
. (Percent) . .
' - f
Offering training courses P
at local level 58.06 41.94
Preparing training manuals 52.53 47.47
) (Offering training courses .
’ oft the national or o .
* regional level - 42.39 57.61 \
. Providing office systems
and manuals ! 41.01 58.99

Supplying technical
assistance personnel
for training at the .
local 1level 40.19 59.81 :
Supplying instructions
on recruiting, training,
.t and supervising

&
paralegals 29.03 70.97
Encouraging community w .
. ¢olleges and universities
to offer paralegal . ,
programs 22.58 77.42
Disseminating information :
about paralegals 16.58 83.42
’ Recruiting paralegals 5.66 94.34
' ! |
'i l; ’
‘
O
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Of'part1cu1ar 51gn1f1cance is the f1nd1ng that only

21 percent of lthose responding indicated that they have

¢ personnel who could act as trainers at training sessions.
The projects prefer local training to regional or °*
national training. However, since so few can provide
staff to assist with local traigingf it would be
inordinately expensive to offer NPI training to indivj-
dual local projects. Combining the expressed need for
either lobél, regional,»or national training with the

indicated lack of local training staff suggests that

—— M

.regional or national training, rather than local
/ . . ’ . .
training with reliance on local trainers, is appropriate.

i

1975 SURVEY OF LEGAL SERVICES PARALEGALS

In early 1975 NPI, using the nﬁme% of paralegals
. listed on its 1974 project direcFor questionnaire
:responses, surveyed CSA Legal Services paralegals. A
response rate of over 50 percent provided statistital
validity. The questionnaire is attached as append}x B..
The responses provide ? detailed profile of paralegals:
where they are and who they are; theit backgrounds, . .

ages, job experience; titles, salaries, and functions; .

K

S
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training received and needed; and a series of
interrelations, such as tra}ning received compareé with
time on the job-compa;ed with function.*

; The survey tends to rebut some common hisconceptions
and confirm some presumptions. It reveals that Legal - .
Services paralegals are highly educated; almost half are .
males; they afe undertrained, undersupervised, and low
paid; responsible for a substantial percenfage of Legal
Services work; likely to stay on the job; aqg tend to
specialize in’'at least one area of substanti;e legal
work.

More detailed data is availabie from NPI upon .

request, : .
te,

DEMOGRAPHIC VARIABLES
Geographic

Legal Services paralegals are utilized more N

-

frequently in some areas of the country .than in other;i

Paralegals who responded to the 1975 questionnaife
were heavily concentrated in the four regions whose
headquarters are in Boston (1), Atlanta (IV), Chicago (V)
and San Francisco (IX). With the' exception of three

regions, the percentage of respondents per region did

*The terms ”pafélegal" and "paralegal population" as
used in tHis section of the report refer to those
responding to the questionnaire.

40
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not deviate more than 3 percent from the percentage of

paralegals per region as reported by the project P

directors in 1971. In Region y a higher propértionvtﬁan
average responded, and in RegionsVVI and IX a lower
proportion responded.

A breakdown of respohdents and the regions in which

they work follows: N .

Req | Absolute 1 Relative

egion Frequency Frequency.
. ' iPercent;2

* I (Boston) . 80 , 15.0

IT (New York) T 44 8.3

III (Philadelphia) 38 7.2

IV (Atlanta) <71 13.4

V (Chicago) 77 14.5

VI (Dallas/Forth Worth) 23 4.3

VII (Kansas City) 21 3.9

VIII (Denver) 19 3.6

IX (San Francisce) 114 21.5

X (Seattle) _44 8.3

531 100.0

IActual numper of requndents answering (or not answering)
the question (i.e., 80 ‘paralegals who returned the
questionnaire work in Region I).

2The ratio of numbers to the total number of returned
questionnaires in a particular category.

Paralepals are also heavily concentrated in certain

b

states--Arizona, California, Florida, Georgia, Illinois,




e
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Massachusetts, Michigan, New York, New Jersey,

‘Pennsylvania, and Washington. This concentration seems

to result from one or more of the following factors:

l. The state contains one or more large city
projects;

2. Large urban projects are usually better
financed than rural projects serving similar
populations; .

- 5. Urban areas attract more people in the 21 to 30
age group--the primary age group of Legal
. Services paralegals;

4. The urban projects in these states szem to be,
more fortunate ih finding alternative funding
for paralegal job positions,

5. Some projects within these states are located
in areas which have high unemployment rates.
Therefore, they qualify for Comprehensive v
Employment and Training Act (CETA) and other
manpower funds.

Twenty-three percent of the respondents work in
projects with only one office, while 49.9 percent work
in projects with four or more offices. One-office
projects constitute 44.9 percent of all projects,
whereas projects of four or more offices make up only

26.9 percent; obviously the paralegal population is

skewed toward larger projects.




Sex and Age
Of the 531 paralegals responding to the 1975 !

questionnaire,'43.7 percent (230) were male and 56.3
percent (296) were.female.* These figures deviate
only 5 percent from the male-female population of the
United .States. However, these percentages are in sharp
contrast to the overwhelmingly female paralegal pépula-
tion of the private sector.
All regions do not, however, have a representative
proportion of males and females. Females represent'
. 66.7 percent of ;he paralegal population in Region VII;
65.9 percent in Region II; and 63.2 percent in Region
VIII. Only Region X has a substantially higher
ﬁercentage of male paralegals (56.8 percent).
Paralegals'are young; 63.4 percent are 30 years of
age or younger and 85 percent 40 years of age br younger .
The following table, which breaks EOwn the number as

well as percentage of paralegals according to age

*Pcople were not requested to identify thelr sex on the
questionnaire; as a result, five people whose sex could
not be determined by their names were not included in
these percentages.

fi(i ’
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group, shows that the largest single group of paralegals

is in the 21 to 30 age bracket. &
Frequency,
1 Cumulative
Age <'Absolute Relative Adjustedl Adjustedl
(Percent)
Under 21. 18 3.3 3.4 3.4
21-30 317 59.7 60.0 63.4
31-40 : 114 21.5 21.6 85.0
41-50 45 8.5 8.5 93.6
51-60 20 3.8 3.8 97.3
61 & up - 14 2.6 2.7 100.0
No response 3 0.6 -- --
53T 1000 100.0

ladjusted frequency shows percentages excluding the "no
response' category. Cumulative adjusted frequency shows
the total percentages below each category; e.g., 85
percent are age 40 or below. .

A few regions deviate substantially from the abové
peréentages. Regions IV and X have 70.5 percent and
68.1 percent, respectiiely, of the paralegals in‘the ?}
to 30 age group. Regions II, V, and VIII have a larger
proportion of paralegals in the 41 to 61 and over age
bracket. ) .

It is interesting to compare the male and female
distributions to the age distribution. Females are more
heavily represented in the under 21, 31 to 40, and

.

41 to 50 age groups than are male paralegals., Male
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paralegals, onéthe other hand, are more heavily
represented in the 51 to 60 and 61 and over age groups.
Therc are two possible reasons for this. First, while
young people are willing to accept both the limited
salaries and the limited upward mobi{ity which .
characterize Legal Services paralegal jobs, males seem
less willing to accept these conditions once tﬁey reach
gheir thirties. Femgles; on the other hand, especially
those over 30 years of age, may be reentering the job
market after marriage and children and thus may be more
willing to take lower salaries.

Although low salary and low upward mobility

characterize paralegal work in both the public and

private law sectors, tﬁe attitude that paralegal wor&
* is "female" is almost non-existent. Perhaps an important
element of job satisfaétion for both male and female
paralegals\in’thé public sector is the direct client
contact and responsibility for the work product. « Such
contact and responsibility is ra;e in priv§te law fitms.
¥emale.pdra1egals seem to work for Legal Services
projects longer than male paralegals with.one exception.
‘Male paralegals who have worked 5 years or longer slightly
outnumber female paralegals in that category, both as’
paralegals and in other capacities before being classi-

s

fied as paralegals. .

-

J J




Ethnic Background .

Most of the paralegals responding to{the 1975
questionnaire were Caucasians‘ Blacks, and Chicanos.*
This is not surprising, considering the general popula-
Fion statistics, aithough Blacks, who constitute 9.0i

. percent of the general population, represent 21.1

percent of the pavalegal popalation.

.

i < -
i Frequency

Ethnic Background Absolute Relative Adjusted
(Percent)
Black - 109 20.5 21.1
Spanish . 25 4.7 4.8
Chicano 34 6.4 6.6
Caucasian . 301 56.7 58.3
Indian 14 2.6 - 2.7
Oriental 6 1.1 1.2
Mexican 5 1.0 1.0
Other 22 4.2 4.3
No response 15 2.8 --
: 53T [00.7

Ethnic group representation is not evenly
<
distributed across the regions. Blacks represent 28.6

percent of the paralegal population in Region VII; 28.9

*'Chicanos'" are Mexicen-Americans whose background 'is
part Mexican-Indian a part Mexican-Spanish. "Mexicans"
~ are Mexican-Americans ith no Indian background. Both

\ Mexicans and Chicanos consider themselves to be of
different ethnic backgrounds than "'Spanish" people who
. are, in this survey, primarily Puerta Rican and
Argentinian Spanish-speaking people.
- \
‘ Q . .
| WJ:EEE ' Di .
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percent of the paralegal_sopulation in Regioﬁ I1T; 32.6
percent‘of the pafalegalfpopulation in Region Il; and
42.9 percent of the paralegal ‘population in Region V.
Furthermbre, 27.5 percent of the total Black paralegal
population is concentrated in Region IY. White paré-
legalssare highly comcentrated in Reg;on X, where they
constitute 85.7‘percent of the paralegal populat;on.
Paralegals who said they wére of Spanish origin are
concentrated in Region II (New York, New Jersey, and
Puerto Ricvu), where they represeni 25.6 percent of the
paralegal population. Almost half (44 percent) of the

total number of Spanish-origin paralegals are employed

in that region. Chicanos and Mexicans are concentrated

in Regions VI, VIII, and IX, where they constitute 13 __

percent, 61.2 percent, and 17 percent, respectively, of

those regions' paralegal populations. Programs in Region

i
IX employ 47.1 percent of the Chicano and 40 percent of

A

the Mexican paralegals,
Only 14 Indians responded to the questiopnaire;
- |
71.4 percent work in Region IX, where thﬁy constitute

9.4 percent of the paralegal populafion.'

ot
o
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In rblat1ng ethnic groups to sex, it is interesting
!

to note that most ethnlc groups are close to the norms ¥

that is, males constitute approximately 44 percent and

females approximhtely §6 percent of the paralegals in

“each ethnic group. Exceptions are the Chicanos, where

females constitute §9.7 percent of that grodp'é paralegal.

population, and the Indians, where males constitut®é 78.6
percent of that group's p%ralegal popu%ation., It is hot
clear why this is so for the Chiéanbs, For: the Indians,
it may be attributable t© ‘high unemployment on the Indlan

reservatlons. . . *

EDUCATIONAL BACKGROUND

General Education . :
While a high level of formal education is not a pre-
requdsite éor paralegal employment in Legal Services

prbjectsf paraleéals are, nevertheless, higﬁly gducated:

As indicated below, 85.5 perceat of the paralegals have

had some tollege educatlon, 48.1 percent have completed

college; and 13 percent have either completed graduate

s

school or had some graduate work.

a
-
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‘o : AdJu&ted
Highest Level Absolute -Frequency Cumlilative Adjusted
Achieved- Frequency Percent ,;qupency (Pelcegg)
Grade School ) .1 - 0.2 0.2, N
Some High School 13 ' 2.5 2.7
tHigh School 6.2 11.9 ‘ ¢ 14.5
tome College 157 30.0 - 44.6
Jun:.or College 38 7.3 51.8 A ’
College : 1§§\_ 34.4 86.2 <
Postgraduate )2 EAY & R - ¢

Studies N 10.3 96.6-
Masters Degree 12" 2.3 N .98.9
Masters’ Degree+ 6 1.1 100.0
Unknowun 8 Y- --

. 531 I00.0 .
—

‘ Some interesting observations can be made s«concerning

- >
the educational statistics. \}n general, mhlq paralegals
\ N
are somewhat more educated than female parhlega%s.

" Females, who constjtute 56.3 percent of the paréiegal -

population, constitute 61.5 percent of those wh6 only

comp{eted some bigh school and 67.7 percent of those wh;‘
completed h;gh school. Males comprise only 38 S percent

of those having less than a hlgh school dlploma On the )
other hand, malesg, who const}tute 43.7 percent of the ‘ 5?? .
total paralegal popuiatlon, constitute 51.7 percent Of, 5
those who finished college.: Far those with mofe'than a
college education, the propirtion of males and females

is about the same as in the overall pagalegal population. -

Certain age and ethnic groups tend to have completed . »

* higher levelé of formal educﬁ%ion. ‘College-educateh

people, inéluding those with graduate degrees,  constitute

-,

LY 4
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- 74.2 percent of the 21 to 30 age.group and 37.9 percent
‘ of:the eatire paralegal population. In other-words,
over one-third of the paralegal work‘forcé are college-
educqted people between the ages of 21 and 30. The
e level of formal education drops sharply after the age

.

of 30, ﬁerhaps a refliction:of the increased accessibility
to college in the past decade. !
Wﬁite.paralégal§ have had more formal education

(38.7 perce;t have completed college or gone beyond) than

parsiegals belonging to ﬁinority groups, although a

large portioﬂ of each minority group has completed high»\

school, has had some coilege, or has completed junior

collegg. Perhaps this reflects the fact that eollegé— : .
- educaé@d mino;ity‘group member§ have. more employment .

options than white college graduates.

Formal Paralegal Education .

Although few educaticnal ﬁrograms.offer courses |
directly related: to Legal Services wori, 12.3 percent of‘
the paralegal respondents have been or are how atfending
a collcge:based paralegal program. Of\these, 5.5 percent

have completed such a program.

Law School
Thirty-five paralegals, or 6.6 percent of the
paralegals employed by the projects, are attending, have

L}

\
\
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attended, or have completed law school. Eight people
who are attending or who have attended law school and
two who have completed law school are labgled "legal

interns.": The remainder, including seven who have

"completed law school, have been hired as "paralegals.”

~

OCCUPATIONAL STATUS OF PARALEGALS

Job Titles: A Mode of Self-Perception

Paralegals were asked to give their job f&tles. ,
The job titles they listed were so numerous that, for
statistical purposes, they were fitted into the job

categories listed bélow.

Absolute Relative Adjusted
Job Title Frequency Frequency Frequency
(Percent)
Administrator 4 0.8 0.8
Community Worker 11 2.1 2.1
Counselor 6 1.1 1.1
Indian/Tribal

Advocate 8 1.5 1.5,

Intake Interviewer/
. Clerk 1 0.2 0.2
Interviewer S 0.9 1.0
Investigator 8 1.5 1.5
Legal Intern/Law <

Student 15 2.8 2.8
Paralegal 440 82.8 83.5
Secretary/Clerk/ . ,

Office Manager 28 5.3 5.3
Other 1 0.2 0.2
No Response 4 0.8 --

31 100.0 J00°0
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The job title and concept of '"paralegal” is by no
means either universally understood or accepted. Job
titles for persons clearly fitting into the category of
"paralegal"” or "legal assistant™ were oftén written as
"specialist' with a specific specialty atea listqd‘in
front such as "welfare specialist.” While the job title

for 83.5 pefcent of the respondents was gbmewhkt related

to their job activit}es, 17.1 percent perceivéd themselves:
‘or their project. directors perceived thém, to be some-
,thiné other than paralegals. The classification of
”éecretary" was most frequent for this group. However,'
all those who classified themselves as 'clerical" were

performing paralegal functions.

Previous Experience with .the Project

Before becoming paralegals, 22.7 percent of the
respondents were employed at éhe project in another
capacity. Most, 68 percent, were secretaries.orclerks.
Former clerical employées constitute 15.4 percent of the
paralegal popﬁlation.

Although they make up only a small proportion of
the paralegai population, 3.7 percent of those who

listed their previous job title as "secretary," also

listed their current job title as "secretary." This

i

24
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could indicate that they are still considered secretaries
becapse many of their job duties are heavily secretarial _

and clerical. These paralegal/secretaries mighé also

be- in "secretarial" job slots 'in the project budéef.

Absolute Relative Adjusted
Former Job Title Frequency Frequency Frequency
(Percent)
Community Worker 8 1.5 6.6 ’
. Counselor 2 0.% 1.7
Intake Interviewer/ i
Clerk 2 0.4 1.7 Ve
Interviewer 5 °0.9 4.2
Investigator 7 1.3 5.8
Legal Intern/Law .
Student 1 0.2 0.8
Secretary/Clerk/ .
. Office Manager 82 15.4 67.7
Social Worker ) 1 0.2 9.8
Other T 13 2.4 10.7

No Response (not
. employed in any
other capacity) -

FS
Y=
o
~
~
(72}
'
.

Length of Time in Paraiegal Position
While 51 percent of paralegals have ‘been working
either as paralegals or in some other capacity for less
than a year, 68.6 percen:E;f those who have worked
exclusively as paralegals have been ecmployed for less
o than a year. The tgble béiow illustrates that the vast

LY
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Aruitoxt provided by Eic:




»

ERIC

Aruitoxt provided by Eic:

-44-

\
majority of paralegals have: been emplo&ed in Legal
Services projects for a relatively short time. This is
not to imply that paralegals have a rapid turnsver rate.
Since the total number of paralegals has doubled in 2
years, it follows that many are holding newly created

positions.

Length of Time with Project Length of Time Employed as Paralepal
— Comliative Qmw.dative
. Absolute Adjustéd Adjusted Absolute Adjusted : Adjusted
Period of Time Frequency Frequency Frequency Frequency Frequency Frequency

ercent) N (rercent)
1 to 6 ronths 142 27.3 23,7 167 32,0 32,0
7 to 12 months 123 3.7 51.0 us 27.8 59.8
13 to 18 months 46 8.8 59.8 46 8.8 68.6
19 to 24 months 38 7.3 67.1 2 8.0 76.6
25 to 30 months 2 4.0 1.1 15 2,9 79.5
31 to 36 months 36 7.0 78.1 39 7.5 87.0
37 to 48 months 43 9.2 87.3 33 6.3 93,3
49 to 60 months 12 2.3, 89.6 6 vl 9,4
Over 60 ronths s4 10.4 100.0 29 5.6 100,0
No response =-11 - - 9 .- -

53T 10070 T 10,0

There are significant age variations in connection
with length of employment. Of those who have worked for
less than a year, 57.1 percent are within the 21 to 30
age group. Onl; 28.2 percent of this age group has
worked in a Legal Services project for more than 2 years.
On the other hand, 63.3 percent of the 31 to 40 age group,
31.9 percent of the 41 to 50 age group, 45 percent of:

the 51 to 60 age group, and 42.8 percent of the 61 years
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and older age group have been with a)Legal Services
project for over 2 years. It is not clear whether this
repggsents a shift in project hiring pract;;es or
greater job stability on the part of older paralegals.
The other major deviation is in the ethnic back-
ground statistics. Wiereas only 15:7 percent of the
Caucasian paralegals have been on the job longer than
2 years, 37.4 perceng'of the Bfacks, 38.4 percent of the
Spanish origin, 35.2 percent of the Chicano, 60 percent
of the Mexican, and 34.3 percent of the Indian paralegals
have been with a project fo} over 2 years. Again,git is
imposéible to say whether this reflects hiring patterns

or ethnic differences in job stability.

Work Status and Source of Funds

The 1975 questionnaire asked paralegals if they
were full time or part-time employees and if they were
paid, exactly how much of a salary they received. These
questions, p#rticularly the one concerning salaries,
provoked the greatest number of "no'responses." Thus
while the information obtained may not be representative
og tﬁe entire group, it still is thought-provoking.

Over 80 percent of the paralegals responding to the

question concerning work status and salary are employed

2 EMC O, \) - =
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full time. This suggests that, within the last year,
projects have tended to rely more heavily on full-time,

salaried personnel for paralegal employees than in

previous years.
The chart below indicates the work status of those

paralegals who returned the questionnaire, regardless of

whether they answered the salary related questiois. ¥
Frequency
Work Status Absolute Relative Adjusted
(Percent)
Full-time:
salaried 446 - 84.0 85.9
nonsalaried » 4 .8 .8
salary status
unknown 30 « 5.6 5.8
Part-time: $ '
salaried . 14 2.6 2.7
nonsalaried 22 4.1 4.2
salary status )
unknown 3 6 .6
Work and salary ;
status unknown 12 _ 2.3 ---
53T 160,70 100.0

)
«

Most. projects appear to rely heavily on outside
funding sources to support their full time paralegal
staff. Of those paralegals who identified the funding

source for and actual amount of their salary, a large

"

v
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percentage are paid in whole or in part b§ sources other
than CSA Legal Services fun&s. These nOﬁ-¥egal Services
funding sources do not tend to be pcrmanenﬁr Thus,
paralegals being paid out of VISTA, Univerggty Year 1in

Action (UYA), and CETA funds will Qrobably have a high

I

N turnover rate. (Se¢ chart on following page.)

Several other observatiqQns can be made regarding
funds for salaries in relation to sex, hé;, race, and
éthnic origin. \
! . Most people paid out of project funds.are én the
21 tc 30 age bracket (53.3 percent). Also memb%rs:of “'
mipority groups represent 51.2 percent of thosexpaid Jut -
of project funds. Caugasian paralégals represent 58.3
_percent of the paralegal population, but only 48.8
percent are paild out of project funds.

VISTA volunte?rs are generally (72.7 percent) in
the 21 to 30 age gr&up and Caucasian. Oniy 18.9 percent
of VISTA volunteers are minority group members, half of

whom are Black.

. . N 2

. Individuals ﬂaid out of senior citizen funds are
mainl; female (75 peréent), Gaucasian (75 percent), and
young (6;.5 percent arc in the 21 to 30 age group).
Only 12.5 percent of paralegals paid by senior citizcﬁ

funds are 51 ycars of age or older. N

P '
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Individualss paid out of CETA funds are under-
represented in the 41 and over age groups; only 5.1 ~
percent of this group «re paid with CETA money. By
contrast, 66.1 percent of CETA paralegals are ip thg
. 21 ;o 30 age group. Racial diskribution of CETA
paralegals is proportionate to the distribution in the

paralegal population as a whole.

Job Functions and Specialties

Paralegals perform many functions. An ex;mination
of\the number and percentages of paralegals who pe}form
the}lSnspecific job functions listed ontfhe chart o«”
thé following page illustrates a somewhat trouﬁling
pattern of utilization. @

Paralegals were asked whether they performed
certain functions regularly or frequently, sgmgtibe$,
seldom, Yery rarely, or never.

. Their responses revealed that paraleggls are heavily
used in conducting intake ck¥igibility interviews;
interview;ng clients; counseling and referral work; and
performing basic counseling, secretarial, clerical, and
communication functions. This is not a surprising
combination of functions since paralegals who conduct

eligibility and general intake interviews (a large

_percentage of the paralegal population) are in a position

ERIC

PAruntext provided by eric .
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paralegal ‘talent.

¢

paralegals without training in several areas of

ERIC
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to perform such counseling'tasks as referring clients
¢ to other community resources, teaching them how to deal
with minor or nonlegal problems, or telephoning the
welfare department br a landlord., However, the finding
that 61 percent of the paralegals conduct eligibility
interviews on a regular basis (even though 51 percent
of them hav? been working in the projects l‘ycar or less)

indicates a general pattern of underatilization of

: Paralegals,‘)pwever,\may he oéprutilfzcd as client

N iﬁterviewefs--?S.% percent of them frequently do such
interviews--when one considers that intake interviewers
need a broad background in substantive law in ordcr to

» recognize legal issues. Only slightly more than 40

percent of the paralegals responding to the survey have
been employed in projects as paralegals for more than 1
year and a great majority are untraineé in interviewing

skills or in substantive arcas of thccgaw. Generally,

. substantive law are ill-equipped t? identify “the wature
of a legal problem and the legal issues involved.
Furthermore, many low-income clients cannot articulate
the exact nature of their problem and often have multiple

legal problems. An undertrained paralegal interviewing



problems or misperceiving the nature of these probler
“ 3

Utilizing untraj or inexperienced paralegals for

va

intake interviewing can have serrous effects on.the
quality of legal services. (See section II for a -«
discussion of models of paralegal functions.) .
' As the chart. on the following page indicates,
paralegals ”sﬁecialnze" primarily in the following
areas: public benefit programs (32.3 percent), general )
law (29.4 percent), divorce law (17.1 percent),
interviewing (17.1 percent), and housing/landlord-
tehant law (.5.1 pércent). NPI recognizes that inter-

.viewing clients, investigation work, legal research, ,

4

and general law are not legal specialties. However,
" fince many projfectdirectors listed these JAreas as

- ¢+
A}
{ ‘
-l )
¢ . \ #
such a client risks overlooking potentially serious t -
paralegal "specialties" on the questionnaires returned

1n 1974, *they were also listed on the 1975 questionnaire

)

sent to paralegals. . .
|

Of the 509 paralegals who indicated a specialty,
“ °
37.6 percent could not be considered specialists ‘because

they either indicated as their specialty a skill, e.g.,

"community education,' secretarial duties, or indicated
| that they were generalists. However, 58.1 percent -

| reported thqt their primary specialty was in an area of :
o

« .

9. ‘ 6/
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substantive law. Of those, 36.6 percent specialize in
public benefit programs or administrative law. The
other maj areas of substantive law specialization are
divorce law and landlord-tenant law.

Only 10.3 percent of the entire paralegal population
specializes in a single area of law. Some of the reasons
for- the small number of genuine specialists are discussed
below. ’

1. Only the large projects with many offices
normally set up specialty units. Paralegals
generally work in projects with one to four
offices; these smaller projects do not have
the personnel, finances, resources, or caseload
to justify setting up specialty units. Personnel
in smaller projects (paralegals and lawyers)
tend to be generalists.

2. Because of a severe shortage, of clerical staff,
paralegals often have to perform the basic
clerical duties neczssary for an office to
function properly.

3. Lawyers do not have the time to adequately train
paralegals so that they can function effectively
in a specialty.

In the area of public benefit law, Federal regula-
tions permit paralegals to represent clients at
’ I
administrative hea-iigs. The table below indicates the
nuniber of paralegals who represent clients at specific

types of administrative hearings.
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Frequency '
Type of Hearing Absolute® Relative Adjusted ///
(Percent)
Social Security ) 68 12.7 30.4
Public Housing 14 2.7 6.3
Divorce 25 4.7 11.2
Domestic Relations 6 1.2 2.7
AFDC 145 27.3 65.0
Food Stamps 77 13.4 34.5
Medicare/Medicaid S 1.0 2.2
Unemployment
Compensation 52 9.8 23.3
S8I : 62 + 11,7 27.8
Immigration | 3 0.6 1.3
Indian/Tribal Court 4 0.8 1.8
Health 1 0.2 0.04
DMV i S 1.0 2.2
Preconviction 2 0.4 0.01//
Postconviction 1 0.2 0.04,
Other /27 5.1 2.1
! f

X > 7
The table shows that paralegals are used heavily/to

. represent clients in Aid to/Families with Dependent
Children (AFﬁC) hearings; £7.3 percent of the entir
paraleéhl population and 65 percent of the paralegg&s
who represent clients at Qdministrative hearings d# SO

!

*Only the paralegals wh# indicated the types of hearings .
at which they regularly represent clients are coupted on
the chart incolumn 1. The percentage of the whole
paralegal population who represent clients at each type

of hearing is listed in/column 2. The percentages in
column 3 indicate the rLtio of paralegals who represent
clients at cach type of| hearing to paralegals wHo
represent clients at alp types of hearings. /

/
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at AFDC hearings. FParalegals also regularly represent

clients at social segurity, food stamp, and anemployment
compensation hearings. While only 36.5 pFrcePt of the
entire paralegul popuiation represent clients at hearings,
those who do handle an average 6.3 hearings a month.

Thus the paralegals who returned the questionnaire appear
at over 14,000 hearings a year. ,
Two conclusions can bé drawn regarding the use of

paralegals at administrative hearings. First, at least
14,000 people a year obtain }epresentat§3n which might
otherwise have been difficult to receive. Second,

lawyers can divert their energies from these cases to

cases requiring their special attention. (Because only
half of Legal Services paralegals Tresponded to the
questionnaire, a projection of the data indicates that
paralegals might conduct as many as 28,000 hearings a ,

year.)

TRAINING

Sources of Training - -

NPI's questionnaire inquired about all forms of
training, including on-the-job training by project staff.
It also asked paralegals to distinguish between such
training and mere supervision. This information should

be combined with data from the project directors' survey

7,




-

in which 80 percent of the projects reported that they

did not have qualified trainers on their staff. This
suggests that "in-house" training is not of high quality.
A disturbing proportion of paralegals--29.4 percent--
have had no training. Adding those whose only training
is "in-house," there are 52.6 percent who have had
either no training or no training ﬁrovided by outside
trainers.
0f those who receivedlin-house training, the average

amount was 62 hours, or about 8 days.

Frequency _
o Relative
Types of Training Absolute (Percent)
No struct: ed training 53 10.0
In-house by staff
personnel only 123 23.2
In-house by outside
personnel only 12 2.2
Elsewhere only 81 15.2
No training,except
case supervision 103 19.4 {
In~-house by staff )
and outside persomnnel 28 5.3
In-house by staff and
elsewhere 93 17.5

in-house by outside |

personnel and

elsewhere 9 1.7
In-house by staff and .

outside personnel and

e
elsewhere 29 5.5
53T 100.0




Qutside trainipg, at intensive training conferences |
such as tnose offered Hy NPI, as well as formal
institutional ‘paralegal and legal training, has beeh
received by only 40 percent of.the respondents. Outside
training was the sole form, apart from case ~unervision
and review, for i5,2 percent of the responding paralegals.
Paralegals receiving outside training received an averagé
of 64 hours of such training ‘roughly the equivalent of
Z college -courses of 1 semester or 1 NPI traiding
program).

In-house training by outside trainers is unusual,
having been received by only 9.2 percent (49) of the
paralegals and by only 2.2 peréené as their sole form
of training. The average number of hours for this form
of training is 44,

Multiple {orms of strgctured training have been
receivedlby 29.9 percent of the paralegals. The most

frequent combination was staff training and outside forms

of training, received by 17.5 percent of the paralegals.

vase supervision which may optimistically be viewed

,4s mnstructured training, was the sole mode of training
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for 19.4 percent of the respending paralegals. Paralegals
in this category received about 14 hours of supervision

weekly.* ) ' . .

Of the 10 percent of the ﬁ&ralcéhls receiving no
training, not even structured case supervision, 44.2
percent have been employed by their projects as para-
legals for 6 months or less. On the other hand, 28.9
percent of "this group have been working at their p;ojects
for more than a year. Of the 103 (19.4 percent)
parateguls wha have received only case supervision, 35
percent have been at their projects as paralegals for

o

6 months or less; however, 31 percent of them have been
working for more than a year. Thus, there are a
substantial number of paralegals who have veen on the

job with no training for a2 considerable time.

Since the need for training was almost universally
recognized by project lirectors (see pp. 26-28), it is
probable that this deficiency results from the inability:*

I
of many projects'to deliier any form of training.

*This figure seems extremely high, since few attorneys
have time for almost 2 days of supervision each week.
Perhaps the paralegals have an expanded view of ,
"supervision." ¢

.




LRIC

\

~60-~

v .

Areas of Training Available to Paraiegals

Paralegals need a great deai of training in skills,
legal concepts, and substantive law in order to provide
quality legal services to their clients. However,
paralegal training seems to be geared primarily toward
the areas of skills and office administration. As
rzported above, most paralegals must rely on their
projects as their primary source of training. However,
to supplement training received during tgeir employment,
an increasing number of paralegals are receiving
training from other sources: short-term training
seminars, lasting 1 or 2 days, offered through comﬁhnity
education programs, colleges, and unjversities; intensive
trainirg conferences. such as those once offered by
Dixwell Legél Rights and now by NPI; courses in paralegal
gtudies offered by colleges, universities, or proprietary
paralegal training schools, and classes uffered by law

i
schools. Following is a description of the training
paralegals receive in skills, office administration and
function, legal concepts, and substantive law.

Skills Training

-

Paralegals receive more training in skills,

especially interviewing téchniques, than in any other

10
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area, This is largely: because most paralegals conduct
intake eligibility and general intak€ interviews (84
and 94 percent, respectively).

Although 68 percent of the bardlegals have .
receiveg some training in interviewing, 32 percent
have received no such training and another 35.6 percent
must rely on outside forms of training to 5btain or
supplement their interviewing skills. As the following
chart indicates, this is also true fo; every other area
of skills training and development. In other words, a
greater percentage of paralegals mu;t rely on these
outside sources, instead of on their project's resources,
either:to obtain any skills training or to supplement
skills training obcained through project training [
sessions. The exceptions are basic writing and
communication, where 22.6 percent of the paralegals are
trained solely by their projects. However, it should
be noted that, although 72.9 percent of the paralegals
perform basic writing and communication tasks, only 41.6

° percent of them have been trained in even this fundamental

area. The survey reveals that 56,1 percent of the
paralegals represent clients at least sometimes at

administrative hearings and that 36.5 percent of thenm

‘ERIC | 1o
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do so regularly. Of those paralegals who havg}had

training in administrative representation, 38 percent

were trained in-house and nowhere else; another 38 percent
were trained only outside. Since administrative
representation (the largest of all paralegal specialists)
}s a complex and difficult job, paralegals who do it
should have both outside, formal training and in-house

Draining and supervision. It is troubling to learn that

the majority are not receiving such combined training.

Assuming tﬁat, by the projects' own admission,
in-house fraining is not of higq calibre, it appears’
that most paralegals have received no subst;ntial
training in any of the skills listed. In every case,
close to or more than 50 percent list :no training."
Adding those who have had only in-house training raises
the total well above 50 perceat. - -

NPI has found that paralegals are quick to report
that they have been trained when there is any basis
for them to do so. These statistics indicating that
there has been no training make it clear that there is
a serious lack of skills training.

Office Administration and Function

A certain amount of training, about the operation

of a Legal Services office is necessary in order for
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the office to function efficiently. Howe;er, the cha;t
on the following page indicatés that over 65 percent of
the paralegals have received no training in the following
areas: law office administrhtion, functioning with
dttorncys, recoerceping; using "systems," and basic
office psychology.

It is wfdely believed.that paralegals need

orientation and training in workihg with attorneys. The «" {

| U
survey revealed that 65.7 percent of* the paralegals are

receiving no training 4t all in this area. This situation
¢

could result in the ineffective utilization of paralegals

.l 5

by lawyers who are cither, unable or unwiiling to address

©

the existence of paralegals or to offer traiﬂing on how
they expect paralegals 'to work with them. The mere
presence of paralegals within the projects will not

result in increased efficiency of legal services delivery,

Efficient utilization of paralegals, requi .. careful .

~

planning and often a rearrangement of duties within an

office. \Unless paralegals are effectively educated as
. 2

to their job functions, both lawyers and paralegals may

.

end up dissatisfied,
I'n addition, not enougk varalegals are being taught
to effectively use systems, that is, break;ng down a ’

legal task into a series of components. Whether its t




2 A RN
ey poer, wo oy m g st |
ey b m 1 w g _ |

N L SR - T S A A8 5 ~
X S TN Y b ~ st ot _
. R !

v

¢

17
st
9°¢c
L
30

M ,
Sty st
_ ;-

!
1AL m JA4 AL 3¢ ~ 2t |
A _ [ 1ad 24 [x3 ~
[ L 502 # g
_ s 1 o ot
v 2 ~ st _ 5 “

9°¢9 “ H1S
L “ (134 M
o “ seg
.
sy - e |
1 i
LR 73N 4]

(auanaag) Aouarbaiy | mu:ouno& 3365937
susnbaid  2IN[OsSTY

:

1UID133) Aouandoid M“couuu@ DI  (ILaNIJ) AMINDIi
XINDILY  FINOSGY

MWINDII2  2IN[osqy' Auanbaty IN[OSIY

{3ud3138) A:ustpaxd
A3uanbalij INTOSGY

IATIRIIY ATIRINY AT ATIRI Y IATILTIY ETS $Y3E0H
uyuTesy JO <asin0) T SETINOLS  (JoJu0] 30 SALP Q) (>Avp £ O3 1) 130.01d AQ UIALY TGILTeas Oy
swi0d rdrIINy [o0oyss as1 sarpnis 1ESaY SIDUIIIjuoD)” $IVIIZFUCD VOTSsIG Jurtteay
. ' -rigy 1 <asino FUTUITIE INISIN). Mrrureds snrsyng [}
* a
*
| s
! ~ -
i —
|
|
Y
‘ .
. ~
-
. 4

A12A13123339 n3oa pus Juote
137 03 siwa *A%020yd>{sd 03330 Oys¥g

(saujrapIrd 135 § sw103) ,sua3isds,, Juysn
2u3daay proday
s4auio33 L3t futuoyidung

ud;iviSSUTLLe 907350 neY

NOILINAT CNY

SINIHTY IO1340




ERIC

Aruitoxt provided by Eic:

-66-

-

paralegals are generalists or specialists, a project

can more efficiently allocate its personnel through use

of systems. This is especially true for smaller projects

o In which the paralegals are usually generalists. These

.generalists could be utilized far more effectively if
they were instructed in using systems to guide thenm
through each case, thereby assuring that all necessary
questions were asked and tasks relating to a particular
case were performed. The system itself, properly used,
can also help identify the skills and trafning necessary
for the paralegal who is utilizing a particular systen.
More than two-thirds of the paralegals have had no
tra'ining in systems.

Legal Concepts

Unless a paralegal is only doing eligibility inter-
viewing or doing limited, closely supervised chores for
a lawyer, some understanding of legal concepts is needed.
It is difficult for a paralegal to work with attorneys
and deal with leases, divorces, and the basic categories
of 1aw without some grasp of the subjects lisEed in the
chart on the next page. Depending on the subject, from
half to three-quarters of the paralegals have had no
exposurce to legal concepts, .

Projects having the time to develop a program in

office administration afid recordkeeping, though even
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they are in the minority, should perhaps sprnd an equal

" amount of time developing conceptual trailning programs

so that their paralegals will be better able to handle !

legal, rather than administrative, tasks. Furthermore, ‘

training in substantive law without corresponding

collection of legal rules without an understanding of

underlying principles.

|
i
t
L training in legal concept$ can result in a mental '
i
|
1
I
1

Substantive Law

The areas of substantive law in which paralegals !

have received training are as diverse as the paralegals' \

range of specialties. The chart on the ‘next page

2

indicates that, many paralegals reccive training in

three areas: /

I. Divorce law and domestic relations; 41.4
percent and 36.6 percent. respectively, of the "
paralegals have received training in these ’

. subjects; -

2. Housing and landlord-tenant law; 59.1 percent
of vhe paralegals having had training. (It is
tn this area that the largest number of para-
legals received their training solely fropm
projact resources);

3. Public benefit programs; 51.9 percent of the .
paralegals have had training in AFDC law,
—n 42.9 percent in f{ood stamp law, 41,6 percent
in Social Security law, 40.1 percent in &
Supplemental Security Income (SSI) law, and
; 3.6 percent in Medicare/Medicaid law.

Q ¢ :
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In these and other areaé, however, most training
comes from within the projects. The highest percéntagc
of outside trdining is in AFDC, where 30.2 percent,of .
the paralegals have had some form of outside t{?ining.

"Although th; total amount of outside training ig

small, it represents a substantial amount of the training
R N pafalegals receive. For example, 50.4'befcent of cne

. ;aralegals traiped in landlord-terant law received their
1 . training from outside sources. Even thoygh 51.9 pe}cent
(276 paralegals) of the paralegal population have
received training in AFDC law, 58.4 percent of these
trained paralegals obtained part of their training from
outside sodr;es and 38.4‘percenf have had to rely solely
. on outside sources for their AFDC training.

It appears that both the paralegals and the
projech rely on outside training resources for those
aréas of law in which the greatesg numbers of paralegals
specialize. On the other hahd, very few paralegals
specialize in bankruptcy law, consumer law, Department
of Motor Vehicle law, And juvenile law. In these ;reaé,
. a greater percentage of paralegals receiving substantive

v

training receive it from their projects rather than from

-

outside sourccs. When one con<iders that 26.7 percent

of the paralegals indicated that their primary specialty

£
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the 31 to 40 group, and 44 percent in the 41 to” 50 age

groups have been provided with outside training o
opportunities, 70 percent of the paralegals-in the 50
to 60 ageegrogp and 64.2 percent in the 61 and over age
group have héd such training opportunities.

-~
These statistics, as well as others, indicate that

the trend has been to provide fairly substantial
opportunities for the younger, more recently hired
paralegal while at the same time neglecting to Qiovide
proportionate training opportunities for the older

paralegal. While the experienée level of older pﬁralegals

may indicate that this group has less ¢f a need for

training than the younger paralegals, 27.6 percent of

the paralegalis over 40 have received either no training
or only case-by-case supervision, a situation which
should not exist in any age group.

" JThere is also evidence that Chicaﬁp and Spanish-
origin paralegals have redeived insufficient tra%ning.
Members of these groups have not been given the training
that has‘been'distributed broportionately among the [

other ethnic group: in,relation to the nercenta@e they

represent among the paralegal population. Thus, although

’
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. Frequency .
! . . ) Relative
Frequency of Work Review * +  Absolut®é (Percent)
. ! . — . b
. . None . N ” 22 4.1 T
. After each case or .
assignment ' 53 N 10.0
Daily - ’ 42 7.9 -
’ - Week 41 7.7 .
. Biweekly/Monthly 17 3.2
- As needed 326 61.4
~ Other . 30 5.7
. 53T 100.0
Only 25.6 percent of the paralegals report that .

their work is reviewed either after each assignment’ or
on a daily or weekly basis. It is probable that systematic '
review has more of astraining nature than does review

"as-needed."
%

"Of the 53 paralegals who indicated that they had

received no training, 7.5 percent also reported having
- {

had no review of their work and 60.4 percent reported
’ that thevir work was only reviewed on an '"as-needed"

basis. Furthermére, amoﬁg the 103 parqlegals whose

s

“only training has been case-by-case supervision, 3.9
percent reported no review of their work and 57.3

percent reported that their work was reviewed only on
1
an "as-needed" basis. . , . |

It is interesting to relate the statistics on

°

frequenc:” of work review to paralegals' perceptions!gﬁ

ERIC 87 :
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~their need fap further training. An overwhelming
(majority (90.5 bercent) of the paralegals ingicated that
chey needed further training, yith 55.8 percént,having
such needs in more than-one of the mijor three areas of
skills, legal éoncepts, and substantive law specialties.
Among the 4.1 percent of paralegalé reporting no review
of their’work, 90.5 percent‘reported,p ;eed for further
training either in §kills, legal cqnce;ts; or substantéve
specialties while 61.9 percent of §>Eh faralegals -
repor}ed training needs in all three areas. Furthermore,
among the 29.1'percent of the paralegéls reporting
training needs in—all three areas, 3.4 percent'reportea
no review of their work and 58.5 percent reported khat

‘
their work was reviewed on an "as-needed" basis.

In general, it appears tha%%:oo many péralegals

with major training needs, are getting either an
unsystematic review of their work o£ no review at all.
While all paralegals® work should be reviewed, systematic
review is essential for those paralegals who Qaﬁe had”
limited o; no training as well as for the majprity_of

paralegals who feel they have major‘qraining needs.

Need for Further Training

As previously noted, an overwhelming ﬁajority of

the paralegals asserted that they needed further

B
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.. training. Most expressed a need for further tpaining
iﬁ the féllowing areas: skills training, 57.2 percent;
legal concepts, 54 percent; and substantive law'in
specialty areas, 64,2 percent, whilg strong negds are
exprgssed for training in each area, the chart én thé
next pége ;ndicates that training in suﬁétantive law
specialties is perceivéa<as the greatest Aégd.

M N,
{ The ranking of training needs is as foliqws:

(1) training in shbstantive law specialties; (i) skills
training; and (3) training in legal- concepts. The high |
percentage of paralegals who feel they ﬁ%ed further
training is not surprising considerinﬁ'tﬁe_number of

{ ) paralegals who have received no training either in skillé
or in concepts as well as the number of paralegals who

. . - . LN .
‘. have received their training in substantive law outside
> -

the project. These factors .coupled with the small
percentage of paralegals whose work is systematically
reviewed only emphasizes the paralegals';own feelings
that they are not, as a, rule, receiving adequate

training in a consistent, structured manner.

ERIC
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‘ R Frequency
Need for Training Absolute Relative  Adjusted
.. (Percent) _
No need fdr further . .
training 48 9.0 9.5
Skills 53 «10.0 10.5
Legal concepts 50 | 9.4 9.9
Substantive law ' 72 13.6 14.3
Skills, legal concepts 30 5.6 5.9
‘ Skills, substantive law 59 11.1 11.7
Legal concepts, substan- .
tive law R 46 8.7 9.1
Skills, legal concepts,
substantive law 147 27.7 29.1
No response 26 4.9 - -
531 10G.0 100.0

- ’

The need for more paralegal training is also ,
evidenced from the percentage of paralegals who have not

. received any training, except case supervision, despité
'beiﬁg employed as paralegals for a substantial period i

of time. Of the 122 paralegals who indicated that they

had been -employed with the projects as paralegals for

25 months or longer, 9 percent indicated that they had

received no structured ‘training whatsoever, not even ‘ '

case %upervision, and 13,9 pe;cent had been trained "
i only through case supervision. This contrasts sharply -

witﬁ the fact that 65 percent Jf the paralegals who have

been employed with projects for 12 months or less (a

group representing 51 percent of the paralegal population)

v

J)

. y " .
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!
have received at least some structured in-houye training.
Férthe#&ore, 25 percent of this Jatter group have
received myltiple forms of structured training While
it might not seem unusual that 35 percent of the
paralegals who havﬁ been employed for less tﬁan a year
have not'received any structured training, not providing
yraining’to paralegals who have been employed for at
least 2 years is hard to justi?y. |
. -
{ In addition, paralegals ih the 21 to 30 age group
have had more opportunities ﬂor structured training ihbn
their older counterparts. However, the percentage of
paralegals in the 61 and olﬁcr age group (of whom-42.2
percent have been employed less than a year) who have
reclived structured training is greater than in Ehe
remairing age groups. While 42 percent of the 61 and
over age group (and 50.7 percent.of the 21 to 30 age
group) have received some structurqd training, only
28.1 perccnt'of the 31 to 40 age group, 28.9 percent
of the 41 to 5Q group, and 31 percent of the 51 to 60
age groups have rcceived‘such training,
Outside training has been a popular methéd for

training older paralegals, So'while only 39.5 perecent

of the paralegals in, the 21 to 30 group, 34 percent.in
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[
the 31 to 40 group, and 44 percent in the 41 to” 50 age

groups have been provided with outside training T
opportuni;ies, 70 percent of the paralegals in the 50

to 60 agelgrogp and 64.2 percent in the 61 and over hge
group have héd such training opportunities. [

~
These statistics, as well as others, indicate that

the trend has been to provide fairly éubstantial
opportunities for the younger, more recently hired
paralegal while at the same time neglecting to ngvide

\ propqﬁtionate training opportunities for the older
paralegal. While the experience level of older phralegals
may indicate that this group has less ¢f g need for

- training éhan the younger paralegals, 27.6 percent of Prd

the paralegalis over 40 have received either no training

Px‘only case-by-case supervision, a situation which

. should not exist in any age group.
*,There is also evidence that Chicaﬂp and Spanish- !
origin paralegals have redeived insufficient tra}ning.
Members of these groups have not been given the training
that'ha; been distributed broportionately among the o

other ethnic group: in’relation to the percenta@e they

represent among the paralegal population. Thus, although

[
> '
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conly 5 percent of the Spanish-origin population rﬁported

having received no training, 32 percent of th; Chicéno
and Séanish-;rigin population have 6n1y been given case
supervision. This sharpiy'contrasts with the general
parélegal popuiation, of which oﬁly 19.4 percent is
trained solely by case supervision. Perhaps an dveruse
of Spanish-speaking paralegals for translation ané intake
eligibility work accounts for their greater general lack

»

of structured training. . -

»

PARALEGAL. TYRNOVER
Althou;h many ‘paralegals are undertrained and
undegpaid, of those paralegals who are nqt in VISTA and

not attending law school, 68 percent iq‘icated that
they are planning to stay at the project indefinitely.
Another 19.5 percent indicated that they plan to remain
with the project for at least a year; S.L1 percent said
they plan to stay for less than 1 year;‘hnd lonly 5.9
percent announces -that they would soon be leaviﬁg.‘
The turnover rabe among VISTA volunteers{ howevern

1% substantially-higher than £or non-VISTAs; 7\1 per"cent

of VISTA personnel who responded to the questionnaire
. are planning to leave the project when their VISTA

assignment is over.’ Whether the 29 percent of the -
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VISTA pé}SOnnel who expressed a,de%iie to remain with
the projects will in fact remain, will be determined largely

by financial considerations.
| Law school\seems to hold an attraction.for both v
VISTA and: non- VISTA paralegals, 17 percent of the %
paralegals who returned the questitnnaire 1nd1cated they
were planning to attend law ‘school Within the next 2
P years, and 3.4 percené indicated thafythey would soon .
be leaving the project to attend law school«~_ Three
paralegals who are completing law school are planning
10 leive the project, although another three! are plahning
to remain. EFinally, 23 paralegale are planning to 1eave/Ihe

‘project-within_a year to return to schooll y

w

/(y The table on the next page lists the plans of those
paralegals who indicatgd that they would be leaving the
Wproject. ’ Co _
While it is difficult to ascertain whether the K\;
20.4 percent turnover rate—éharacterizing the above )
group also characterizes the entire paralngI population,
tha turnover rate does-gq%nﬁﬂgo-one significant_fact: R
) 7 SRR Subehh A

projects rely on large numbers of transient personnel;

i.e., law students and.VISTA volunteers. This practice

[}

will result in a high turnover rate until steps are '

taken 'to insure that paralegals are hired on a more

permanent bas@ g ’

ERIC




! . : Frequency !
AbsoTute Relative Adjusted

' . (Percent) s
Leaving the project to
return to school v 23 4,3 16.3
» Leaving the project soon ‘26 4.9 18.4 ]
Leaving in le§s than 1 year 18 3.4 12.8 ..
L In UYA or VISTA and will
. leave upon c0moletxng ' . ’
assignment 50 NG 35.5
Accepted into law. ;chool - N
and will leave - 18 3.4 12.
+ Completing law *school -
and will leave 3 0.5 2.1
Completing law school and
will remain as an attorney 3 0.5 2.1
-No response (remaining with
project) 390 73.6 .

mmm

-
. . M

Therg are virtually no available figures on lawyer
turnover, thus comparisoﬁs witﬁ paralegals are difficult.
. One gtudy, for the period February 19746thr;ugh March
1975J found 867 attorneys leaving Legal Sérvices programs.
That;study, however, had no data from Community Action
for Pegal Services (New York City) and Califcrnia Rural
Legal Assistance, two of the country's biggest projects.
- . The%e figures suggest that the attorney turnover rate
is ﬁigh, approaching 40 percent, )

" Legal Services project directors inform NPI that

. there - a wide disparity between lawyer and paralegal
turnovér, with most attorneys often moving on to other
jobs after 1 1/2 to 2 years. ,
!
.
*
| Q 9
|
|
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SURVEY OF 14 LEGAL SERVICES PROSECTS

!

lNTRODUCTION
In addition to thefLegal Services project
questionnaires, NPI performed a!telephone survey in
Januawy 1975 of a selected sample of 14 Legal Services
projgcts employing ZOZ.paralegals. The 14 geographically
diverse projects were a mixture of urban/rural and large/
small projects.* The lpurpose of the survey was tog ’
obtain a direct sampl of\informatlon on péralegal
utilization jpatternsg at? the structure of different

programs employlng paralegals The number of paralegals

:in the projects surveyed ranged from 2 to 32.

*Eastern Washington Legal Paraprof0551onal Unit,
Spokane, Washington
Legal Assistance Foundation of Chicagg, Chicago, IlllﬂOlS
Older Adult Impact Program, South Bend, Indiana
Legal Assistance of Ramsey County,.St. Paul, Minnesota
Legal Aid Society of Wichita, Wichita, Kansas /
Pine Tree Legal Assistance, Maine
New Hampshire Legal Assistance, Manchester, New Hf;pshlre
Legal Aid Service, Portland, Oregon
Legal Aid SOLlOtY, Harlem Nelghborhood Office, Nﬁh York,
New York
Mobilization for Youth Legal Services, New York, /Vew York
Community Legal Services, Phlladelphla Pennsylvanla
Clark County Legal Services, Las Vegas, Nevada
Georgia Legal Services Program, A*lanta, Georgia
Legal Aid Society of San Diego, Sia Diego, Callfornxa
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. Projects selected for”the study had systematically

employed and ut1l1zed paralegals 1m ways wh1ch could

-, o

I3

reveal useful 1nformat1on for other projects.

Dities ‘ ‘
. - In the projects surveyed, 105 paralegals were N
’ speéialists aqd 97 were generalists. Areas of ;pecializa-
_ tion included‘food,and nutrition programs, cohmunity |
education, welfare, criminal*, administrative hearings,
v domes tic relatiens, landlord-tena.. and housing, .
5. ‘immigration, unemployment, automobile accident defense,
and meht51 health. The most common spec1a1tx.areas were
- domestlc relations (20 paralegals) and welfare or
o admlnlstratlve law (29 paralegals)
. Spec1al1st paralegals were generally respons1b1e
v for all aspects of the cases they handled. After
<:) financial screening by a receptionist or a paralegal
o and ﬁn 1ntake interview conducted by an attorney or
. paralegal, the case would be a551gned to the specialist
who handled the &nvestigation, negotiation, research,
and preparatiohfdf the cas2 up toia court appearance

or to whatever point the garaleéal could,handle the case

independently. -

v

L4

EXgamy -

*Those paralegals specializing in criminal law matters
were emplgyed in separate units financed by non-Legal
. Services funds.

ERIC . - S
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Offte large project with 19 paralegal spec{alists was -

divided entirely into Specialty units. The1r Fam11y Law
Section had one attorney and seven paralegals. »One of

the paralegals was thezsecti?n supervisor. The;section -
handled about 100 diyorces'a month with the functions .
éf the paraleéals divided according.to the‘steﬁs of fhe
divqtée actions, . . - .

©

In the landlord-tenant se€ction of thg same project
the ééralegéls are %ainly iﬁ&estigators and witnesses.

In the welfare and unemployment areas the paralegals
handle the entire case, 1nc1ud1ng representation at
adm1nlstrat1ve hearings. For automobile accidents (;oft
éefen;es), criminal; and immigration cases the paralegal
does all the interviewing and preparipg of the case up -

-

to thé court appearance or hearing
" Another large project covers 154 counties with 9

branch offices and 32 paralegal spec1a115ts. Both para-
legals and attorneys "ride circuit" to interview clientsl

Thege was a épread of opinion reéarding the -
desirabfiity of §peeializatioh: When one proje;t ‘
presentéd the idea of‘specialty areas to its paralégals,
they "were not turned on by it." 1In ano;her project
that has five speécialists and one generalist, the feeling_

is that being a generalist is "not as satisfactory" as -

,.being a specialist. .

-

<
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o o _ Algost all the paralegal generalists did intake
e and whatever subsequent work on the case that they were
) able to handle. ThlS might include writing letters,

_maklng phone calls, conducting nego;iations with an
administrative agency’or creditor, aﬁd legal research,
These activities might lead to "IOW-levelﬁ specialization
.as,exbertisg develops, In a program that had 10 older
"'senior adyocatesh each was assigned to a specific
) ,éeoggaphic area to do general'outreépp in those aspects
of thg law affeciing the €lderly ESSI, food sta?psd
.‘?gthte, sqgigiisecurixy, etc.).

None of the paralegals in thesé projects did their
own clerical work on a regular basis. ‘However, the
dlstlnctlon between parale&als and secretaries sometlmes
becomes fuzzy, nartlcularly in the area of dbmestic ,
}elatlons. A project might say that a secretary handles
the divorces, but there woh{d be‘a mixture of parglegal
and secretarial skills involved. N '

) !

Case A551gnments

The 14 proJects had 3 different ways of assigning
tases. In eight pro;ects, intake was done by a
secretary or by a paralegal who e¢ither kept the case or

assigned it to another paralegal or to af attorney. .In

four projects, intake was done by an attorney, the

. C. 'rhtionale being'that an agtoiney can better recqgnizé
* \‘1 « ) * R 9 ‘;)
ERIC . ;
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and sort out legal problems and make decisions on the

- initial course of action. The remaining two projects
_made a551gnments communally in weekly meetings. with

both attorneys and paralédgals tak1ng cases according

‘to their interests. ) N

.

- Sugerv1s1on " )
‘ Half the programs, contacted had paralegal coord1nators,
elther VISTA superv1sors or someone in the pro;ect who
N Jhad. primary respons1b1l1ty for the paralegals other than
on a case-by-case baS1s. ‘

N Case superv151on ranged from "direct" and "close"
N .

to "vague" and "poor". Three pro;ects had regularly

S scheduled attorney paralegal meetings, which served both

as supaervision and on-g01ng'tra1n1ng. One project, in
aﬁdition to meetings,‘had paralegals submit weekly
written reports, Most.often, however, attorneys super-
‘viseq paralegals by speelalty area or on a case~by-dase
et ' easis.,. '

- . . 9

salary
There is a ;ide range-of salaries naie to Lega{!

- Services paralegals. 0f the 202 paralégals,‘oﬁly dq:
were making more than $8,000 annually, Within the 14
program; NPI 'surveyed, salaries paid to full-time, Y,

s non-VISTA paralegals ranged from $4,800 to $11,000. Thg\

'« . ° programs relied'on outside. funds (ACTION, Manpower,
1 4 ~

EMC ‘ . . .
S 1
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state and local agencies, etc.) to pay almost half the

phralegals; 102 were paid directly by their programs,

- - v -

98 by other sSources.* —

The projects had three différent Qays of determining
paralegdl salaries. Five projects had set salary

structures, two being part of union contracts. A

- project with part-time "senior advocates" paid thF

hi -
maximum_ amount allowed under Social Security regulations,

-3

The remaining prOJects set salarles on a seniority ba51s,
Qverlapplng the secretan1al salary range. ,

While most projects had paralegals working at varyihg
shlatry levels, only one indicated that it had a hierarchy

1 .

of functions aﬁong the paralegals. One project was

con51der1ng making some of its paralegals superV1s§ors

on.a rotatxng basis. The feellng was that all the
paralegals would want to do it. No project had what -

might be considered a "c aree; ladder" or a systematic

(hanglng of dutles that mlght be considered advancement.
. . -

S,

*

v

' *Salary source for two paralegals was not reported.

l




SOURCES OF FUNDING
'FOR PARALEGAL POSITIONS

o 3
ﬂ * . '~ Various .sources of funding exist fgr paralegal .
e positions within Legal Services programs., What féllows
is a rev1ew of some of the more, common funding 50urces
out51de of Community Services Administration (CSA) yrants
_and the 11m1tat19ns placed on either 1nd1v1§ua1 parayegalg
or projects when such funds are used. A statistical

-

. breakdown of salaries can be found on ﬁagé “
* It should not be assumed that these - funds provide .
a stable ‘resource for employxng paralegaIQ. They are

" . often difficult to obta1n, subject to peculiar
rest{?czipns,‘and ephemeral, They are viewed“by most:

projenﬁa as stoﬁgap measures in lieu‘of CSA funding.

e ACI‘IO\J ‘ ’
ACTION is.the agency respons1b1e for coordinating
Eederally.funded volunteer programs. The following
ACTION prograns_ are potential sources of paralegal
bersoﬁhei for Legal Services projects:
VISTA (Volunteers in Service tO‘Aﬁ;rica)iqupliés
either Yocally or qationally recruitéd volunteers for

'1 year of full-time service VISTA bays‘a small cost-




N f . . . 4 .
of-living stipend ($2,000 to $2,400 a ‘year) directly

to the volunteers. Volunteers may normally renew thelr -

commitments for up to 1 addltlonal year. After that,
if.a project wishes to retain a VISTA paralegal the ,

LI t

proyect must find alternatlve fundlng. Act1v1t1es of
VISTA personnel ;re polltlcally restr1cted (they are
subject to the Hatch Act which limits part1san polltlcal
s .. act1V1t1es of Federal employees). VISTA vo;unteers are
also proh1b1ted from engag;ng 1n.activit;qs such as

For training, the VISTA program

union organizing.

¥
Training on Legal

provides a gencral orientation only.

Services and paralegal functions must be proviaed by the

projects.’ |

‘ UYA (University Year in Action) provides some Legal .

.

Services programs with full-time college student i

The students

They

vo}dngeers from local sponsor schools.

receive academic credit for a year of service.

work under the same constraints, with the same stipend -

o T T
and training possibilities, as VISTA volunteers.

- RSVP (Retired'Senior Voluntee%k Program)lmakes

L4

available part-time volunteers over 60 years of agé to N
varlous serv1ce prov1ders in their own commun1t1es. ‘
. National Student Volunteer Program provides techn1ca1
assistance to belp projects devel?p their own sources of

' t
-part-time volunteers. C .

TR

s . : \
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COMMUNITY ACTION PROGRAM R :

The Commun1ty Action Program (of CSA) has pro(}aed
 some f1nanc1a1 assistance to Legal Serv1ces. ,However, .
CAP money is v1rtua11y nonexxstent Whem‘avaliable,

CA? money provided general funds to pro;ects under

4.

. . . \
stringent matching requirements. No CAP funds were

paid directly to individual paralegals; however, some

\baraipgals were on_CAP payrglls under the supervision

> *

%

of- Legal Services staff.

COMPREHENSIVE EMPLOYMENT .
AND TRAINING ACT (CETA)

2

The Comprehen51VL Fmploym;nt add Tralnlng Act of

1973 (Public Law 93 -203) consolidates the Department of =
Labor's manpower programs. These programs were formerly
lfunded under the Manpower Devalopment‘and Trﬁining Act,
Tftle I of the Economic Opportdnity'Act and'the Eﬁergency
Em ﬁloyhent/Act. CETA, a revenue shar1ng program,
decentrallzes authorlly for these ma;power prggramq to_
designated agencies w1th1n each state. Appllcaglons
“for grants are made to these local agenc1es.

‘ There age certain 11m1tat10ns on CETA- funded jobs.

'

for paralegals. First, there is a limit of $10,000 on N

sa1aries that can be paid under CETA. Second, for

’

Txtle 11 money a person must be unemployed for 30 days

before being hired with CETA {unds. Title VI requ1res

9
¢

47

104
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a 1s-aay Unemployment périod for certain designated high

P unemployment areas. In addltlon,gthere 1s also a - -

requlrement that the affected 1nd1vrdua1's ent;re famlly

unit fall within certaln poverty‘guldelanes A famlly
N un1t may consist of a 51ng1e qnd1V1dua1 Finally, CETA .

grants are made for 1-year peT10d§ and #re not’

« aintomatically renewable. . 4 e, .

. . .
[ B . 1“ w K , [y

SQCIAL su; 'Rmr AC'I‘ . : . ) o
TLE_ XX). v : :

Legal Service$ preérams in at least eight states

1 N ‘.l - ’ . . -“ ,
were receiving $21.5 million naftial funding in social
services mopey, under TltLes IV-A and VI of the Social
Securlty Act &s of March 1075”*.Tit1es IV-A and VI were
e _ superseded by Tltfg XX*, litle XX takes effect on
Octobet 1, 1975. =, %y &% , _ C e
. ‘ R v ’ N 1

& , . 5‘1.;19 XX is also based on revenue shanng, the funds,

* KR

Jme ¢t therefore, are not ava11ab1e directly fronm the Department

‘of tiealth, Educatﬂgl, and¢Welfare (HEW), which admlnasﬁers

ERY

tHe Social Securlty Act, but rather from state, c°unty
. “and’ local agensles that are giveh broad autonomy to choo¥e:
the kinds of social serV1ces they wish to provide Flrstj\

- \

local agenc1e> make recommendations to the state

(Y
[

" *Soc1a1 Secur1ty Act 3001a1 Serv1ces Amendments of 1974, .
. signed.intd raw January 4, 1975 (H.R. 17045, Public Law’ o
93-64). ¢ '
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government on allocating social services funds. Then .
v < ) v

-—

states draw up a comprehensive plan. After the plan i

‘receives HEW approval, the agepcies arrange for purchase

. of services contracts. Under these co;tracts recipient N
programs must-meet either 50e§0\or 75-25 mat@iinﬁ ‘

. réquifements_dqpendfng on the typg of_prégram. For
. example, 1nforma£fon‘dnd rgferral programs receive -

_only 50-50 matbhing fqnﬁs, while attorney or‘paraiegal . .

.airecp servicesvmay receive 75-25 matching funds. A

The complexity of the requirements that proérams . >
4 ) 1
mu:t meet varies for each locality. Some agencies fund

an cntlre programatxc approach for example, hiting a v
full- t1me lawyer and two full tlme paralegals to prOV1de -

legal services to welfarg recipients. Most agencies, .

-

. -
however, purchase legal services on an hourly, voucher

L

N . L
basis, which is a massive bookkeeping as well as

_ delivery hézdache. : .

N ° - .
Section iUDZ(a)(l)'designates categories of persons . R

(e.g., the aged) who are ‘to receive special attention
: under the act. T?cse categories also limit program

- N \]
flexibility in :?iqg social services funds.

OLDER_AMERIGANS ACT OF 1965, AS AMENDED

Lagal Serv1cns programs can receive grants under the

Older Amer1cans Act spec1f1ca11y to prOV1de legal services .

.
. . A4 . A Y

ERIC © . 1os L
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' relangd to fundlng legal services undcr'th1s act. Under
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to the elderf§. Tltle III xs thp prlmqry scctlon Iy

-

*JT1t&e III each state is divided into 3 numbcr of .

-~

plunn:ng and serVice areas, most‘headed by, an Arga

Agency on Aglng (AAA) Each~AAA is responsnble for

preparlng a plan,contalnlng its own dec151ons on sotial,

/
*

servxce prlorltlcs for thé\elderly w1eh1n its area. 4
S Aoe-

.

Some areas st111 have nclther an AAA nor a plan, .

‘Section 304(C)(4)(L) of the Older Amerlcanq Act’

»

authorizes AAAs where nccessqpy and; feasxh?e .

(to] enter into arrangements, consistent with the

- provisions-of the area plan, under which funds _ - 2
under this title may beswsed to ‘provide legal.
services to alder perSons in the planning and,
service rea carfied out through federally. uaéﬁsted .
programs or other publlc or non- pyofit agenc1cs,... S

e
-

Rclylng on Title ITI money for paralegal jobs
\/

prcsents several problems. Yxrst, area plans are T .

collcctans of components oflgifferent serviceés. By
'hadcralgrégulation, no single.compepent may be funded -

for more ‘than 3 years. HWhile there is aﬁ~qlabor5tc S
mechapism enabling AAAs fo rTecommend that a ;ompoﬁént .

be extcndcd such rccommgndatlons must go first to. thgt
. ~ . . ’
state agency and thcn to the cheral Commrss1oner on

- t
Aging for approval, Because this prOV1sxon is less ) N

than 3 vears old, it has yet to be tried. In addition,

. . L. \
gven if exceptions to the 3-year-rule are permitted, A

. b
g 4 9 o .
- F

L
s
v

~ . g . *
L 4




-93-

A

the amount oflsuppbrt may be severely limited. For ,.

N £ - P '
example, it may be restricted to less than 50 percent
* ~

of total pro;ect costs- '

Beyond t1me 11m1tat10ns, there are testrlctlons on’

the percentage of total project coSts that can be borne
i "
out of $tate or area money. In an area without an AAA

or an ares plan, states can pay a maximum of 75. percent

of project costs,®* In an area with an AAA and an’area

plan, a makimum of 90 peréent of total project costs can

h .
.

1d kR
Ee paid. ‘A -

Saldries pald from Tltle}III grants tend to be

oextremely low, Plnally, 0ldeT Americans Act funds can
only be~used to serve senior citizens. thp a project

recelves .such funding, it must generally set up an’

1ndepenqent elderly component"

*0lder Americans Act of 1965,'as amended, Section 305(3),

. - A . -t . ~;
**Ibid,, Section 303(e2(zg;: e K2
.' . P4 ;N
U
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SECTION I L

oL v "1 DESIGNING AND IMPLEMENTING A
= T PARALEGAL UTILIZATION‘PLAN
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This section of the agport explains how .a project
can plan for, employ, and utilize paralegals. It is

“ intén@ed to provide guidapce for projects which now
emaloy, br éoon will be,employing paralegals, Half the
projects now employ paralegals, the plan may nonetheless

» be useful to them 51nce portlons of it can be implemented

~ -

.tor paralegals already working.

The subsectlons-of this part are:

Al

S SURVEY OF COMMUNITY NEEDS

BASIG ROLES AND FUNCTION CATEGORI:S OF . :
PARALEGALS . : .

. THE PARALEGAL COORDINATOR - -
RECRUITING, TESTING, AND SCREENING ‘
..t *'THEFIRST 6 MONTHS ON THE JoB - _.
SUPERVISION ‘ .
. DEVELOPING AN EDUCATIONAL PLAN

K DEVELOPING -AN ORIENTATION PROGRAM
‘ This analysis is offeiid for projects of all 51zes,

s

~ to-use from the planning stage up to E&e_tlme tpe

pa}alegal is properly installed and functioning,
‘. - <. e . s N . T Q
% +
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. Part III of this report addresses training. It

first discusses the history of the National Paralegalu

Institute (NPI), its training experiences, the results
.of various training experiments;. and its present -
capaeity to asdist with training paralegals. It also
discussesithe training abilities of'projecté End ‘
proposes a distinction between those prOJétts which

'

cannot _provide substantial training and those few large

. and well- funded ones which can. s

" The sectibn then describes the development of.a
gompetent‘pdfélegal and suggests a model for the
orientation-apprenticeship stage ot.a pgralegal;s

development, It then discusses what follows this stége )

and what training and outsidé’resoufces are available.

|
i

all sizes. _The subsequent section, however, is ‘for those
) major prejects with resources to provide their own.‘

training. It offers a model for such training, with
_ technical assistance from NPI. '

P
a

Ub'to this point, part III applies to prOJectstof <

\

W
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'superv1§ron and skill needed to’ hand1e~each type of

SURVEY OF COMMUNITY NEEDS

-

As a first step in plannink for péraIegals, a
project should make a comprehen51ve survey of the
service needs of its c11ent community. Such a survey
cah be undertaken in three phases. . = :m : )
The first bhase.is to assess the project's caseload.
activity over the last S:to 6 monthc.-'An evaluation

N *

should be made of the number and -kind of cases the

' prOJect handles; staff allocations in relatlon to each

type of case; - frequency of such cases; and amount of

A

,'1

case.
_ The second phase would be to assess the inquiries

made of the Legal Services pro;ect. ~Th15 means recording
‘each inquiry or nonopened case problem. Information ‘
I-

obtalned from these 1nqu1r1es should include the type of -

-

problem, now the-problem- was solved' and 1f the case = -

was not handled by the pro;ect, why it was not handled.
" “The-third .phase; done with _community outreach wy

workers or with the assistance of a local Commun1ty

Action Program (CAP) agency or other_community group,

would b€ an inquiry*of the client compunity. The

-




.,

purpose of the 1nqu1ry is to flnd under what
. \ - c1rcumstances people are u51ng, or npt using, the Legal

B . Serv1ces program. * It they have used the serV1ces, a

. e

further 1nqu1ry regarding the type and scope of their

problem and the quality of the service prov1ded should

———{
. bq made. 'If they hqve not used the project, an 1nqu1ry

-

shédid be made to determine why.
This inquiry-should give the project an idea of "the

iservice needs of its community, thus enabling it to

v -

define specific'roles for potential paralegals. Once the

decision Has been made to employ paralegals, and the .

project- has_an idea of how they will be utilized, it is

Teady to move to the next stepTdeciding which model of

‘paralegal ut1112at10n to follow,

= -

»
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T C , CATEGORIES OF PARALEGALS . )

- What follows is a descrlptron of how paralegals ;W“; '

are be1ng or m1ght be ut111zed in Legal Services projects

and the prYs: and cons of each model. "NPI has frequently, L.
found that Legal Services projects be11eve paralegals

o are of potent1a1 utility but are uncertain as to exactly .
‘ what‘theybcan do. In fact, a project may employ paralegals. .
but’ not _know how to utilize them most effect1vely

Ult1mately, the dec1s10n on whether and how to\ut1l1ze

paralegals rests with 1nd1v1dual prOJects Vadious

T factors, such as budget personnel physical location,

and nature of the caseload must be exam1ned This . t
. section is 1ntended to be used by projects as background '

fa &
aga1nst wh1ch to view their individial. needs and - e S
Q'\;M*ﬁ“‘&'

alternat:ves and also as a general technlcal ass1saa cé P '

o

* - document to be used in strengthen1ng~ut1lrzaf10n_of - S e
. . v, - ) . . . ST
paralégals. -

Depending on the" size ofi a Legal Services project, .

its.caseload, training and supervisory capacity, and

.
-

.
..._-a:“d:u.n.—-:aw . ) . =, g
- - B Y - «

.
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’,

other variable;, it mé} utilize pardlegals in different

'ways. Some alternatives are listed below. =~ -

1.- Intaké Interviewer An office may- bé structured
so that the first person the client sees after .
the receptfonist is a paralegal who gathers the
. basic facts of the .case. In such an office,
; : paralegals conduct most, or all, of the initial
. interviews, The client's case may then be- - . _
o ey .. referred outside the office if it is a nornlegal -
L : ) matter, retained by the paralegal for further ‘
. : work, or transferred to an attorney or another
o . paralegal: :

2, Lawyer's ‘Assistant A paralegal may assist a
lawyer, taking neither majbor responsibility for
- conducting client interviews nor maintaining-a

. separate caseload of matters .to be handled but

responding instead to 'the attorney-'s_needs
e regarding his caseload. Such a paralégal would -.
typically conduct inveStigations, check court - . .
records, "do research, deal with witnesses, R
draft letters,; and handle routine communications -
with the client. '

3. Paralegal Pool This structure is a variant of
item 2. Here,- paralegals do not work with a
- single attorney but are available for assignments
: from any attorney. Such a structure requires
a.paralegal coordinator to direct work assign-
ments and set priorities. -
. 4. Generalist A paralegal -may.handle diverse
. . problems rather than specialize in one area.
The generalist may do intake interviewing but
also devote substantial time ‘to a variety of
o “cases, either working as a lawyer's aide or 6n )
'-—~~~mWﬂ—-~administrativercases~in~which»hon~lawyers~are -
permitted to represent clients,_ The distinction
- between the generalist and the lawyer's aide is
. , that the generalist is responsible” for. hafdling
e some cases from beginning to end. .

F

5. Specialist Legal.Services may assign paralegals ,.
to particular specialties, such as domestic
relations, landlord-tenant,-consumer, or welfare,

. + In this structure, cases are screened at intake
and assigned to a particular specialist or

. .
" : 4 o :

va . K §

Q S . - . .
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o . spec1a1ty uhlt. .If the spec1alty is B!
Tee s administrative law, paralegals handle cases |
=~ -. ° from the outset to their conclusion unless
L there dis-a part1cu1ar problem that rgquires an
. ..  attorney's attention. ° -

6. Outreach and Community Education An outreach
woTrker's principal function is dealing outside Y
the project with -groups -and ‘organizations of .
potential clients. Since many elderly, 1nf1rm,
and poor potential clients are unable or
unwilling to come to a law office,the outreach . Co-
-worker extends legal services to those who need: °*
, it. Part of this function is community education,
. ) . which involves 1nform1ng groups (e.g.,-senior
citizen's organizations and tenant associatiens)
of their legal r1ghts and of ‘the -availability of-
- + legal services ‘programs. for their particular
o ., needs. The paralegal may ‘or may not follow-up .
. ) .on the cases which result from his outreach and
. s .. - community educatlon dct1ka1es. .

.. ) 7. Modular~Process1qg This function rarely occurs
t ’ in Legal Services projects but is popular in some

private law firmé$. In the model cases occurring
cae in large numbers, (e.g., personal injury) are

. broken into.théir component parts.so that a
* . paralegal becomes an expert on one component of
\ ) - the process, such -as deposition, medical infor-: -
’ -~ mation, or preparing a litigation file: Divorce .
is one area in Legal Services where modular

‘\;; 7 - process1ng may be used. . 3
T ..
S .- SPEGIALISTS "’ . - -
‘ - Many ﬁ;bjects ‘Bart1cu1ar1y the larger ones, are L =

Tl - . e

——— «organmzedPJnto»spec1alty_un1xs _Common spec1alty units

e VN
~ —— ~—

include domestic relations, administrat1ve law,‘and‘

\ —

landlord-teénant. . . R
‘ The number of attorneys and other:persoﬂnel assigned :

. to ecach udit varies accordiﬂg‘to the progrém'S'résourges
) and the vofhme of each type of éase. The most appedaling C

ERIC" ~ 1w L
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aspect of specialization is that it.allows attorneys

and other members of' the unit to develop expertisé in a

“t

,particnlar area of law._ The result is higher quality' -

. and moré efficient 1ega1 services. It also presents

-

paralegals W1th a more manageable body of)nater1al to be

/.

" mastered and,allows more concentrated efforts. . .

Use of the specialty unit model depends on many ,

.

.factors. F1rst, there must be, enough cases in each .

—

o area, both substantiveiy and geograph1eally, _to make - .

. spec1al1zat1on worthwhile., For many smaller proyects

" . creation of'whole units is neither feasible .nor

o efficient, Nevertheless, paralegals should be allowed

- - v

to narrow the1r focus 'as mugh as possibles , In some

-

" offices, this might mean that one paralegal specializes
in adninis%rative law and domeStic relations while the

other°specializ§s in consumer, landlofﬂ-tenant, and

'_bankrup}cx. ! -

. Depending on thé area Ainvolved .specialization is~
_facilitated by the .use of systems. By break1ng down a

legal task into a series of components and identifying

e i e o
N -

the . sk1lls and tra1n1ng necessary for each one, a - . s
‘_pro;ect can more eff1c1ently allocate its personnel.
Thus, for example, many divorce units are set'up so that

LI

a paralegal conducts the interview and prepares the

.

i Q . ) . o K .
. F C . _— L ’ . .
GRS g L
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' documents _and_a. lawyer simply makes the court appearance.

. . Systemization is particulariy,useful‘in smaller_projeets
where paralegals may have multiple specialties.” .The i
system helps to gu1de the user through the‘area of .law

1nvolved and ‘helps insure that all essentlal po1nts are

‘coveréd. 4 T L. T ( )
,Systemization, however, is no substitute for thorough
.paraiegal training. To perform effectively, paralegals~
_must be well- vérsed in their speqjaltyi fhis.willhenabie
themhtolhandle cases hompetentiy and to spot‘Fases whieh.

should be referred to an attorney, such as those contain-

- -

11ng potent1a1 law reform 1ssues. Certain areas of law

-.,  are ‘more eas11y mastered than others. Pros and cons, of
the various spec1a1t1es will be discussed below, .
- E The success of the spec1a]ty unit depends not only
: on the_tralnlng off paralegals but a%so on the training

of -the lawyers 1nvolved. Lawyers must undérstand and
Aaccept the paralegal concept and. the respective roles of
paralegals aqd lawyers W1tp1n the specialty unit,
Gaideiines should be estabLisped to determine'yhen a
e parale?al handles a case—aﬁﬁ waeﬁ-a case~shou1d'ge ‘
.referredfto a iaaier. Further, a lawyer should regularly.

review a.paralegal's work»-‘qu an ipe*perienced e
) paralegal,itbisi;a; involve eoﬂsultaﬁiohs with the lawyer

throughout the day and perhaps a daily review of the

-

l " ‘ : N
.




x L B S
.. R

paraiegal's &6}k. Fer a more eXperiencéd parategal,
ca weekly ‘discussion of his cases may be sufflcxent.
What is 1mportant is that both paralegal and lawyer have
a common understand1ng of ‘the superv1sory process. '
‘. It ﬁé also de51rab1e to have one paralegal relate
o ’ to one particular lawyer 1n the unit, That lawyer»shoul
‘, . be wilking to. devote whatever t1me.is necessary td consuIt

w1th the paralegal Finally, laWyérs. should rea11ze:§hat

training is not a one-way process fiowiqg from them to.

K3

pawa}qgﬁls. Attorneys can also learn from paralegalse -
“ An experienced paralegal sometimes _knows more substantive’
- law in a giVen area than an inexperienced lawyer. The

- - .. L] .
- relationship between a trained paralegal specialist and
aa-attorney in a special&y unit should be characterized

1

by the give and take of colleagues each with partlcular

. skills and not by a h1erarch1ca1 superior- subord1na€8
LT
structure, -
- R - - .- a’

In summary, one of the most effective ways to

“
utilizé paralegals is as specialists, either with

specialty.units or Qitheut. However, this model

presupposes several cond1t1on> S . v,
Y- There is"a sufficient volume of cases to
warrant specialization of prOJect attornéys
' . . and/or paralegals.

I

-~ Intake workers are sufficiently. familiar ‘with
substantive law to correctly.identify the
* .nature of the client's problen.

L d

- - .
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N ' --" 'Paralegal specialists are thoroughly trained in
-~ both skzlls and their bubstantzve specialty.
K3
-- Attornéys support ‘the 1dea of paralegals and
. are willing to. restructure the ‘division of labor
s - to effectzvely utilize- them.

-- The roles and responsibilities of paralegals

and attorneys are.clearly delzneated and K
understood . T

INTAKE INTERVIEWERS

. 1
- L Pafaléghlsﬂ}n Legal Services projects are frequently
-used as intake interyiewers.\ When a client phoﬁ%s or
. R . ;
visits the office, his e%iéibility for serviaces is
.hsuaily aeEE?EEHEa by a recept;onist At this poing$
the receptlonlst sometlmes makes 'a prellmlnary inquiry as
'.' to the nature of the problem fo screen out those which
"are clearly nonlegal. The c11en§ is then sent to the
parglegal intake interviewe; who identifies the issues
- and gets the pertinent facts.

SOmetzmes the paralegal can take 1mmedzate action

to solve “the prpblem, such as telephgning the.welfare

. .

“ “ department or referringsthe client to another organiza-
tion. Or the paralegal might seek on-the-spot advice
from an attorney on how‘to handle the case. If the .
~problem canth be dealth with at thzs Ievel tﬁe client
ls referred to a speczalty un1t or to an individual

attﬁrney. The 1ntake~1nterv1ewer must identify the

\}‘.“ : o ‘ %
O V11 oL
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" nature of the problem and get enough information to"

“

allow ‘the attorney or other paralegal to begin work on

the case, .. . . ’

. . O
© It is extremel' importafit that the intake inter1
Y p

.viewer have a broad background in many areas of law in

.

.addition to 1nterpersonal skills, Substant1ve legal

[}

knowledge is necessary to recogn1ze issues-and—to know - ’

what facts are relevant to these Lssues. Without such

knowlgdge, the 1ntervieyer can overlook potentially -

results_in the clientAbeing reinterviewed by the
attorney or naralegql handling tne case, .

“Thus, in order to be effective, a paralegal intake
interviewer shnuld have some substantive law training.

Much of this training must be on the job, under close '

supervision of an attorney, Develop1ng check11sts,

-
<

e e * - . a, o, -
seriolls problems. Also, an incomplete intake interview_

systems, and 1nterV1ew sheets can’ fac111tate the process

although they do not subst1tute‘for a good base in

substantive law, . .

. - Capable paralegals frequently 'find intake L

)

interviewing frustrating sinﬁe they are seldom able to

follow a case to its ‘¢onclusion, - They naturally begin
- . . 12 Y N

to specialize 'and bedome more knowledgeable in certain

I.\
angas.of law, 1If this‘tendenby is thwarted,’ they feel

» & L
*they are in a deadend job, " ? .
a »
.b - s kY
1 § . x ‘ -~ ® . - \
N "o ¢ s N
] ‘“ )t .
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_the intake interviewer will not overleck issues. It

“.also avoids having to train paralegals inr scven or

-~ . _'107‘
.Some projects no longer ‘use paralegals as-intake
. . N . . . . . . \ ¥
interviewers. Instead, the igitial interviews. are
- . N * - l . . »

coddu§ted by attorneys with paralegals\uséd exq}psiv»iy

3™

as specialists. THis model theoretically. insures that ,

-

\ .

e?ght d@fferept areas of law, and allows then to -

specialize. \ U S .

hd -

The?e are also projects which divide intake
1nterV1ew1ng between'lawyers and paraleguls. . -
In summary, an 1ntake,1ntervlawer can play. an

LAY +

1mportant role bvth 1n 1nterv1ewing and handling causes,

*

+ . - particuiarly in smalrcr projects whzre extersive ’

spécialization.-is not possible, There are, however, .o

‘

major training and supervisory responsibilities yhica
B} i .

must be met in order to insure efficient, wualiiy legal

. 1 . >

serviges. =~ ' R ¢
‘I‘ v . ' : , o

QUTREACH AND COMMUNITY EDUCATION

«The outreach and’ conmunity education functisn is . ..
7 )
subject to the same problcms &s the ‘utakﬂ iaterviewer

, function. The outreach and conmukity education para-

legal meets”clients, or groups of ilieuta, awvay from
L3 »

.

the office. To conduct effective sutreach, parslegals
) ~

must have a broad background in law; in gsther worids,
1) ) . »

.
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M"divorce" or "consumer") requires a solid knowledge

. . " . :198: . o
. Q i g o . . i
af 3 - B S
_they need training. There must also be a structure for

-

consultation between attqrneys it the project and o .

baralegdls in the field so that if an emergency'situation

arLses, an attorney is ava11ab1e whom the paralegal can

phone. : - T

< -

The communlty outreach model has been effective

14

N

within Legal Serv1ces.~ Uutreacﬂ—;aralegals can be -an
Amportant link between the project and the neighborhood.‘
Also, people are -helped who, because of fear or lack of
knowledge, would never come 1nto a Legal Serv1ces

| .

offlce. Qowever, training and superv151on is necessary

‘xo maintain a high level of services.

\
RECOMMFNDA TIONS y

" There is a growing tendency in Legal Services .
prOJects to utilize paralegals as spec1a115ts. This
51gn1f1es a recognltlon, based on several years of
experlence, that paralegals are not particularly well .
equlpped to be 1ntake 1nterv1ewers or generallsts, both
of which requlre comprehen51ve legal knowledge., Intake
intervieying should probably be .dorne by the most
experienced personnel, since effective'ineerviewing

(beyond nerely determining the typé of problem such as
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of the law. Similarly, a gemeralist can function
effectivei} ob a widée variety of cases only with.a goodi
understanding of ba;ic légal principles and the.capaci;y_
to do'quickalegal‘research: N .

Specialization present the paralegal wiiﬁ a mpré
'manageab}eibgdy of material to le mastered and- allows

. . ' 4
more concentrated efforts. The specialty helps define
’ . v f)‘; 0

the training needs of: the paralegal. It also helps g

paralegals delineate their scope of responsibilities
A P

within an office, . . o . . LY

, NPT and increasing numbers of Legal Services projects
believe the most satisfactory role for a paralegal is as
a spécialist. Whetﬁer the ébecialty is broad-(e.g.; ua
‘administrativé representation) or ndrrpw fle.g., SSI

disability) depends on the size of the caseload ané the
nqmber of éaralegals within.thg %rdject.- Paralegal
specialization can relieve lawyers of entire segments

. /

of project easeloads,-thus 'freeing them for cases which

must be hgndled by an atto}ney. - '

[

-

-
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2 APPOINTMENT OF A ﬁAﬁALEGAL'COORDINATOR

1

\' ) Ror a projeét to utilize paralegals effectively and
for paraleoals to perforhm well, certain structural sup-
ports are necessary. The first such support a project
should prov1de is a paraLegal coordinator, responSible s
for representing the interests of the project's paralegals
at the administrative level. - , . *

The coordinator need not fanction full time; however,

-~ -a substantial amount of one person's time will have to be
spent fulfilling that responSibility ‘The' coordinator
should not have to do everything alone, but should see

"that certain tasks get done, such as developing an in-house
‘training progiam; exponding pardlegal roles; determining
ways to upgrade paralegal performance; designing salary

scales and a career 1adder; and insuring that an effective

-7 1

evaluation pProcess is installed.

The coordinator will provide a formal channel of

"

commurtication between the paralegals and the project
N i
direc;or and mediate problems between individual paralegals

and attorneys,

When properly perfo?hed, the coordinator's job will be

LY [

a demanding.one. Are the paralegals' offices adequate?
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Do they h;we the necessary ﬁbc;oks, forms, and supp]l.ies?
Arf: the'y c‘onfusecll by instructipns from attorneyé? Is_
someone available to answer their questions? Do they
unders tand officé procedures? Are personal problems in-
. terfé:z-ring with performancée? In busy brojects, wilere
there is no paralegal coordinator, these questions often

» - »
g6 undnswered,

~

[ A v ext provided by R




>

RECRUITING,TESTING, AND SCREENING

e

~

* The number of paralegals in Legal Serv1ces pro;ects

has doubled: in the past 2 1/2 years.
crulted‘érom numerous.sources, rang1ng from VLSTA to

communlty groups to college graduates Thls section W111
proN1de 1deas for selectlng new paralegals Large- scale
outs1ae recruitment and forma11zed testing and screenlng
are unusuel in Legal Services projects. However, 0

recruiting suitable empioyees is an important step in

developing a paralegal program and c%reful consideration

. should be given. to the recrhitment.

RECRUITING

N

Before h1r1ng aﬂgaralegaI, there should be a clear
understanding ‘throughcut the project of .the role the
péralegai is to p1a§ The type of person to be recruited
and the skills he w111 need. should be determ1ned by what

" role has been def1ned, the necessary sk1lls and acceptable

1 ) levels of cOmpetence and education can be_decided.
Regardless of specific skills and education desired

there are four 1mportant qual1t1es that a paralegal should
have. )

Paralegals are re-'

the project expects of the paralegal Once thd paralegal'

[



. ¢
. . . ) -113-

. ' The;first is meturitv and a .sense of responsibility;
Materity affects a parale@al's capacity to deal with '
peopie and their problems, t> sympathize vith theﬁ and
to adopt a professlonal view toward solving the1r -
problems. A sense of respons1b111ty affects such matters
as reIlab111ty, stab111ty on the job, and w1111ngness to
: work pat1ent1y and for the good of the c11ent.

‘ Second, a paralegal should be able to relate to the
kind of clients the office serves.' This quality is often
termed “"community-based," cut that may be an over
simplification. Legal Services clients are of diverse
racial and cultural backgrounds, come féém many different
age groups, and have widely varied problems. A para-
legal com1ng from the office's target community may have
an immedidte understanding and sympathy for a client's .
problem. While community roots may indicate an ability

tc }elate to clients, it should nct be the sole
consideration. Also important ig tact, patience, and an N
overall orientation to the COncept and goals of Legal
Services. )

‘ . Third, the person h1red should want to be a

'paraleéel and ngt someth1ng clse. He should want to 1earn
how to use the law and not merely to do investigations,
communi ty orgahizetion, educational or other work that may

‘be of .great service but is not paralegal work.

fRic - 123
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A paralegal attempts to solve legal problems by gpplying
legal rules and remedies. Even iawyefs do many ghing§

for clients which do mot {nvolvegghe direct application

of law--they negotiate, arghe, manipulate, and usé 0"
"non-legal" méans to help the client. Nevertheless, clients
come to a law office because they haveﬂlegal'problems and

they can best be helped by those who understand and use

b »

the "law effectlvel'yw

Flnally, a paralegal should have solid reading and
writing'skills% Law offices operate 'on the written word
and while a paralegal need not have alademic credentials,

reading comprehension and the ability to communicate in
1)

‘writing are essential. In addition, a pardlegal shouLd &\f ;

»--) -:- 4

ht.
be able to understand simple statements of law. Statutes ° ,gs

and case law are sometimes difficult to comprehend, even

‘for attorneys. In fact,fpart of the work of the paraleéal

movement is to reduce legal cohcepts~into straiéhtforward
langilage and simplified manuals. " A paralegal“iili bei 3
severely handicapped if he cannot reaa, unde;stand, and

apply such manuals. The same .is t;ue of writing.

Paralegals should be able to write letters, fill out

application forms, record events and facts in cases, make

. reports, and help prepare legal documents.

These basic skills are-pterequisites/unless the pro-

ject is willing and dble to offer substantial remedial

. {
,tutoring. . -
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Methods .of Recruiting
- . ‘Where to rectuit will, of course, depend on the level T

(

C of experlence and skills that have been deemed _Recessary.

. Recruitment mlght begin inside the office with the c1er1calﬁ
and other support staff. Employees often take on added
tasks similaxr to those peffdrmed by paralegals'and these
task§ can easily be expanded. A person recruited "im-héuse“
has énown abilities and ?oteqtial. Such a person also has_

. ) a basic understanding of'thelgoals, functions, and
opé%ations of the project. Howeveé, it is important to
note that a secretary who becomes a parélegal cannot do
. both jobs and that a replacement will be needed for ‘the
vacated position. : : '
Recruitinﬁ by word-of-mouth and personal contact may
produce candidates of known competence and reliability. )
However, the person maklng the recommendation must also
be rellable and have a thorough ‘understanding of the
position to be filled. One problem involved in this type *
of recruitment is that it generally iimits the range of
applicaﬁts te, people already known by the staff,

|
The media can be used in two ways to recruit para- .

1
legals. Firsf, by simply advertising a specific position,
and second, though general public education. A Legal
Services project might release articles on paralegals as

a new career in law or on how paralegals are used in a y

\

Aruitoxt provided by Eic:



74

a4,

" from qualified people. N .

particular community or area of law, Public interests

radio and television time are sometimes available,

poseibly'in conjunction with other law offices or legal

programs. This type of education‘could lead -to inquiries

»
+

1

""An advertisement in the classified section of a city
newspaper will probably bring a deluge'of applicants with

diverae backgrounds. Stuch mass.recruitinh is' probably

"not suitable-for finding the special talents needed for

baralegal work, 'yhen media ie used, it should be

narrowed in scope to reach -a specific population.
Coﬁmunity newspapers, senior citizen newsletters, indepen-
dent, Black-owned, or Spanish radio stations, and
nheighborhood cirqplaré are good potential sources,

If a local school or university offers a paralegal'
training progr;m, the project could register at the
placement office, In this way, the project can be
assured of a certain edacational level and some‘basic
paralegal skill;. Very few schools, however, offer
paralegal training or1ented toward poverty law.

Recru1tment in-the local target area may produce
good, community-based paralegals. "Such recrultment may

go hand in hand with community educat1on and publlc

’ relat1ons. Approaching, community action and anti- %
~ Rer
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paverty groups and vocational training and rehabilitation

centers are possible methods of community ,recruiting.

Regafdless of which method is u;ed, some general
con51derat10ns should be kept in mind. .One is the

project staff and c11¢nt communlty make up and sensi--

i}

S - tivity to race, age, and sex. Another is the rgcrditer

and.h;s-background, training, and possible biases.

-
- -~

TESTING . ) ot
If there is a largé pool of applicants of unknown
" . ) quallty, it may be necessary to use some form of testing
in the selection process. Dec151ons must be made about
which applicants to test and wyen éhey,should-be'tested.
it would probably Qe difficult "to arbitrarily test sopme
appllcants but not others simply ‘on the basis of initial
e 1mpre551ons. if testing is necessary, it should be ’
uniformly applied, possibly as part of the first
X intefbféw. The applicant must know what the tests are
\‘ intended to show and how the results will be used. Some ! .
\ objectives ‘of testing may be measurement of reading or
listening comp}ehensioh, gbility to handle legal terms,
aﬁd writing skills. Testing might also be déagnostic
;or-the purpose of planning training programs. ’ ’ s
. Most‘gtandirdized tests rate app‘icants.against
e - eéch other pagﬁér than tast their ability to perform a

-

specific task. Such tests should not be used, """
.—ﬂ—d—""'_'—"—( » . .

.
e e
e

e
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s T 7 " NPI haé approached the Educational Testing Service
and othe; testing'exﬁerﬁs to ‘determine Qhether any

L su1tab1e tests ex1st to measu e potent1a1 paralegal
_capac1ty. There are_none, FI

' -

~ ° suggesting a few s1mp1e exercises which m1ght.be used to

lr that reason NPI is =~ .

measure_an app11cant's ab111ty to handle the written

part of paralegal work

i
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I. On the folfowing pages you will ‘find three sections
of a statute which.deal with landlord-tenant,,

. domestic relations, and wélfare Iaw, After each
section are questions to be answered. Read.each
section of the law carefully befote answéring th
questions, and- use the law as you prepare’ your °
answers.:

' A. LANDLORD-TFNANT . . .-

.

‘Real Pfoperty Code. . - C
5 A

SlO 102. Service of Summons

The. summons provided for by Section 10-10T shall be

‘'serveéd seven days, exclus1ve or Sundays and legal, CB
hol1days, before the day f1xed for the tr1al of the ' 2

actlon. _If the defendant has left the State of Indepen-

,dence, or cannot be._fourtd, the summons may be served by%.

dellverlng a copy ‘thereof to the tenant or by leaving
a copy\wath‘some person above the age of sixteen years '
residing on ;r in possession of the premises sought to
. be recovered, 'and if no one is in actual possession of

“the prem1ses, or resxdxng thereon, by posting a~copy of

the summons on the premises where it may be conveniently

.
e

A rimest providea by eric
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Tead, !

.-Ms. Smith«is being evicted from her apartment, She
brought_a_summons to your office which was left with
her 12 year old son yesterday. It says she has to
go “to court tomorrow,

4 -
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- N

1 Do you think the summons was properly served’
CY¥s ~ No’ 5 R .

iV 2. Give, your reasons.

attorney about the facts of the case and your

3. Write a-one-paragraph memo to your supervising
: ’ . opinion. ¢ \

‘B, -DOMESTIC RELATIONS - . &/ ’

. ™ Dofestic Relations Code

; l‘.7 n

$16-903, Residence Requirements -

- .

No' actxon for dworctshall(ge maintainable unless -

&

one of the parties to the marrlnge has beep a bona f1de
\% *l‘east one *

r051den> ‘of the State of Independence for
year next preceding the commencement of the actlone No
action for annulment df a marrlage performed outside the
State.of Independence, shall be maintainable unless one
of the parties is a bona fide re51dent of the State of
Indegendence at the time of the comnencement of the ,
actnon, ’ ’

516-904. Grounds for Divorce, Legal Separation and
) Annulment : . .

"a) A d1vorce from the’ bond of marriage. or a legal

separatlon from bed and Bbard may be granted for

adulterv actualﬁdesertion for one year, constructlve

ERIC
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desertion for one year due to cruelty.resulting in a

bona fide- fear" for life'ror limb, voluntary sepavation

£from bed and board for one year without cohab}tatipn;

or final conviction' of a felony and sentence for not less

-

135
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than two years to a penal institurion whirh le seérved 1n

whole or in part. A legnl separation from bed and goard " B

also may be granted for cruelty. (b) Judgmﬂnt of legal

‘ separatzon from bed znd board may*be enlarged into.a o

Judgmeny of divorxce from the bond of marriage upon .
. app}ic?tioﬁ"ef(the ‘innocent parfy, a cap? of which shall . i N
be,dui; served upon the 2dverse party, aftev the
separatioh of the parties has been continuous for one N .

¢ R
year next before the makzng of the appl)eatJQn.e

L1 44
~5.

- * 1. VWhich of the fOIIOW1ng ’is not grounds sgar dlgorce. ’
' (Circle one) - )
: A. Desertion T et LR
- B., Mental .cruelty
*C. Adultery RO . A s .
D. Voluntary separation - N y .
‘. 2. Mr.!Thomas has lived in Independence for 18 months. ‘.
*  fle moved to Independence when he separated from
his wife, Give"two reasons why you canmnot proc e}
.o ‘with a divorce for him now. :
' .‘ x - - - Y . N
A . » -
- ‘\ - - [
- .. 9 - -
* . - » —
() LY
. N @
. -
Lo S
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C. WELFARE

- e e el L L F ey S, A

et A

LFARE REGULATIONS 41-400 B

........... " mmmewe--—- i LRI S S dpu o

) ‘41-400 DEPRIVATION OF PARENTAL SUPPORT OR CARE
P (;3

Deprivation of.parental support or care is a . .
separate and -specific eligibility factor for
AFDC, A child's déprivation is based on the |

. status of the parent or parents ' or on his relin-.
quishment for adoption.

1
. - ! .
41-401 BASIS OF DEPRIVATION . . i

o

.1 A child is considered deprived of parental A
~ suppdrt or care if: ot
Ca. The .child has beén relinquished for adoption;

"~ b. Either parent is deceased;

c. Either parént is physicdilly” or mentally
incapacitated; - . -
d. Either parenf islunemployed;, oy N
e. Either parentris continually absent fyom the
: home in which the child is living. .
w2 All bases for deprivation shall be considered at
. the ;time of application and at the time of e
redetermination of eligibility, - . .«

3 When the child is deprived of parental support
¢~ or care for more than one reason, eljgibility.
; is established on the basis of deprivation that
appears first in Section 41-401.1 above. - . 0
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What are the five bases of deprivation?

t

. <

A

‘B, . ) . . s
c :

D

-

E: ’ . ! >

If a child lives with h1s incapacitated mother, what

.is the basis for depr1vat1on onh which eligibility.is
established when

<

A. | his father is absent

: - _
B! | his father is déceased * {

) B

" I

¢.! his father is not married to his mother

1%

—rRlc— - - 138~
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Such a test, designed by and for an individual offise,

can also acquaint the applicant with what he can expect

Y

to encouhter as a paralegal. : <0
’ ’ ‘ . - .
The examples given would be hard to grade on an L

absolute scale. « They are designed to give a recruiter

B

or trainer a basic understanding of the.aﬁplicant's -

’

. 'ability. They obviously are not meant to be the sole

A

- 0 e 3 . ] . -
criterion for selection. 1n fact, testing of this sort

for screeningiﬁuYﬁbses should rarely be necessary in. a

I

. o+ Legal Sniuiceswproject-as_paxalega}s—are—qﬁfﬁéenerally

. T recruited on a large scale, However, testing as a

-training tool may be useful,

~ . ’

SCREENING

-

H

If a large number of people are going to be con-

“r

sidered, it may be useful to_have each £ill out a

questionnaire before the first interview. The

questionnaire should enable the project to determine who

does not meet, the basic requirements, if any, of

education and experience.

The first interview shou%d be limited to a basic

&

e, . .
exchange of information. The interviewer should coyer

the following areas: N ¢
’ 1. Descrnibe the office--what it does, how a

paralegal is expected to fit in, and paralegal
duties and responsibilities.

‘ A3y .
ERIC : : - o
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T ,.\' . 2. Ask if the a p11c5ht has had any previous
.. experience 9£ a paralegal or in any other law-

related job.

3. If he has had no prevxous exper1ence, ask what
his interest in the legal area is and what kinds
of things he would like to do.

4, Find out basics about education, work, ard
activity background.

5. Ask for referchces.
v 4 (

s 2 .
' If a test is to be used in the selection process, it

probably should be administered as part of the first

interview so that the applicant and intervieQer can discuss
' .it. If, after the first inter;ieﬁ, it is evident that the
("’ epplicqnt is unsuitable for the job, he should be told
.. immediately. If the applicant is worth further
consideration a defipite time'should be agreed upon for
a second contact.- '. N ! Y

In the second interview, the' 1nterv1ewer should

5%

elic3t~the applicant's 1dea§ regarding the legal process
. in general and his personal experiences with the law. By
seeing an applicant twice, the interviewer'can get a
broader sense %f the dandidate. Also,_eﬁe applicant
will have. a better idea of what the position involves.
Durinﬁ the second _interview, the following items might
. be discussed: ‘ ) “. \\
. 1, How personal experlence with the law has

affected the applicant's attitude toward ) \
the law or legal process.

“»

O 1'&‘0

ERIC . © < )

)




S

2, What he thinks a lawyer does., ) ,

- . 3. What he -thinks a paralegal does. g \
oo Following this discussion..Ehe'applicant shoulé take
charge of the interview in some way, possibly by '
,discussing a legal problem and how he would try to \

resolve it. The problem of 6ve; qualification should

be kept in mind. Unemployed lawyers or law students may

!

"ot;be;ésntene—wi$h—béiqg—paralegals;
, Another imbortant consideration in the seiection
. process is the choice of the individual or committee to
do the recruiting and'screen;ng. The training, background,
and biases of an interviewer can, substantiélly“effect the.
., choice of a paralegal. Whether the person is an.aptorney‘n
‘,or nona ttorney may alsoimake a difference. > .
_Before final selection is made, at least one of thé
applicant's references shouldlbe ch?cked. At the timej
of hiring, the mutual obligations of the project‘and the

hew paralegal regarding duties, resbonsibilities, salary,

and training should be made absolutely clear.

!

~
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_THE FIRST 6 /MONTHS ON THE JOB

- ’ ° iy

After a parq%egal has been hired,.a_élan should be
+ developed for integrating him into the project. The
first 3 months should be an or1entatLon or apprenticeship
'perlod during which the paralegal gets an overV1ew of the
PIOJect'; work. During this period a paralegal should"
leérn_about the projecp, the community and, of écu%se,
how to handle his job. A few cases should b; assigned
to tﬁe;paralegal, priha{ily aswa learning device, with
o full rqépénéibilﬁty lodged in the supervisor. Case '
assignment is important because it gives the paralegal
a sense of involvement, which is helpful inloffsetting
the somewhat abstract grientétion andgstudy program,
However, infiially the paralegal should not be given a
routine caéé-load, rqgard}ess of client pressu;;s. ;
_Paralegals should observe intake interviewing
o during this period and the supervising attorne& should
allow the paralé;al to condict some intake interviews
under §upervision. Near the end of this period;JFach
paralegal should be'given an area of speciqlizatiép,
with the paralegal ta}ing part in the decision making

process,
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. Finally, at the ‘end of the first 3 months, the paralegal

sh0u1d'be sent to a'l-wéek training program for new
paralegals ofEeréa by NPI. '

Effective use of supervigion as an evaluative and
éducationgl‘tool and su;cessful development of an
educational plan and an orientation program are important

.elements in a paralegal'g first 3 months with a project.
These subjects are discussed below. - »

After the first 3 months some changes should occur.
The paralegal should now be allowed to take on 'his own
caseload. lHe should recei!e information, materials, and
assistance in studying his selected specialty, d¥nd 6ncé
specialties aré determined, the paralegal should be
given paid time off to attend selected con%erences and
training sessions in his\subject arc§f. NPI &ffers
1-week training programs in administrative representation
and in‘SSI/Social Security Disability, which are éiven
regularly around the country. Other programs are

provided by government gagencies, colleges, law schools,

and public service agencies.



‘ .

> SUPERVISION AS AN EVALUATIVE AND EDUCATIONAL TODL

’

Supervision can be an effective educational, evaluative,
and administrative tool. First, the duties jof a supervisor
.énd some qualitiés to look for in selecting one will be
discussed, The section will then focus on issues in
sppérpision, the apprenticeship or orientation stage,
developingileagning experiences, and supervision after
the apprenticeship or orientation stage ends.

-
a

ASSIGNING A SUPERVISOR . |

e .
- An attorney should be assigned to provide regular

case supervision for each paralegal. If a Legal Services

program is to use paralegals to deliver legal services, it
mustlensure,that attorpeys sypervise and assume ultimate :
résponsibility for the paralegals' work. This -protects

the project and the paralegals from charies of un-

authorized practice of law. Bve; in the authorized
administrative representation area, ecach paralegal should

have an assigned supervisor. -

In addition to case supervision, a supervisor should

evalpate the paralegal's performance and help the

paralegal coordinator develop an overall educational .

RS o
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plan._“[n carrying .out these responsibilities, a

-

éupervising attorney should be sensitive and supportive.,

ISSUES IN SUPERVISION

Many paralegals come to the job with COn51derab1e
work and 11fe experlences but without an attorney's
education, The paralegal often reacts by feeling 1gnorant,
even though he might'have had gxperience as a client, as
an advocate for himself or others, or as a commuiity
activist. The supervisor can either reinforce that know-
nothing feeling or encourage the paralegal to discuss
previous experienceé and relate those experiences tg
his present work. In essence, the supervisor should
build on the existing knowledge, attitudes, and skills of
the paralegal, instead of behaving. as if the para&egal
must learn everything from scratch,

Supervision can be seen as a threat to a paralegal,
a view the supervisor can either reinforce or minimize,
The supervisor shduld carefully explain the basié reason = .
for sup¢}vision, i.e., protection .for the paralegal and
the cliegt, and should elaborate on the educational
Component. -

Supervision can breed either dependence or

1ndcpendence. A paralegal can come to view the supervisor

'
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as someone :ho supplies all the answers and, therefore,
never develop the capacitv to think or act independently.
Dependence can be avoided by emphas1z1ng the development
df analytical skills and by shOW1ng the paralegal how to
secure needed information. Often it ta?es less time to,
give a quick aaswer than to help a para%egai find his own
answer. *HoWever,“this short-term savings in time is more
than offset by avoiding perﬁanent éependence, impaired
analyt1ca1 SklllS and lack of confidence.

A sharp d1st1nct1on must be made between supervision

dur1ng the apprenticeship or orientation stage and

afterward. A paralegal should understand that close

,sup€rvision ‘and lack of his own case responsibility will

end with the close of that stage and that he will
grédually-assuﬁe responsibility for his own case

decisions, with review by the supervisor.
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DEVELOPING AN EDUCATIONAL PLAN

' i

i

~

. An educational plan should be developed with full

participation of both lawyer and paraleéal staffs,

although the péraiegal coordinator should have ultimate’

. BN
responsibility for it.

Such a plan should ideally build on the attitudes.
skills, and knowledge paralegals bring to the program.
Thus, as’ much informatibr as possible should Be learned
about each paralegql in.order to develop the most useful,
pians., The plan must be flexible, since first impressions
are sometimes altered on the basis of contfnuing perfor-
mgnce. New job assignmenfs also bring new training
reﬁﬁi;;ments.' In addition; an experienced baralegal —
might want training in new areas in order to move into
another area of work. ’ )
The supervisor is extremely important in the entire

educational process. He can evaluate how information

and skills are integr: d and translated'into job

‘performance. 1In addition, he can assist in the

\\

educational process - by providing tutorial services and

— —

by helping to develop further brd?ﬁ?ﬁﬁaproérams for

ach paralegal,

147
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The initial training program, 1i§e1y'to contain a

minimum af paralegal Tnput, will be based on staff
. . 3 .

consensus as to what is needed for the paralegal® to
function. However, each paralega} shoald'be fully
informed about the training;program and the rationale
for the varionus components. After the 1n1tlal training

*

per1od each paralegal should be: 1nvolved in further

’

~
”

- educational planning. .
) Aa eadeatiénai plan should make creative uee of both
projeet and outside resaurces. For example, aﬁ‘grientatiqni
program is essential fo# initiai”%unctipning qn the job.
"The major resaonsibility for this'phase rests with the
. project. In c&ﬁtrast after 3 months on the job, . '
ideally each paqalegal should be sent to NPI's New
Paralegal Training Program. When Lhe‘paralegal returrns
to the project, there should be followup training to
reinforce and 1nterpret the learning that took place at
the NPI tralnlng This again would be the project!ts |
responsibility; either to provide\followup'through
project or outside resources. . .
.Finally, outside resources should be investagated
“for parposes af long-range training. These resources
might incluée commupitylcollege proérams_and advanced

.

ntraininé>given by NPI.

ERI

-,
A v v provided by ERiC




-134-

If resistance to training develops at any stage, the’
“reason should be detgrmined immédiately, If it'}s
because of poor training, changeé.should be made. If it is R
resigéance to any kinq of traihing, it should be’ reem-
phaszzed that part1c1pat10n in fraining is ﬁ;ndatorx.
“Thesé problems can be prevented, or at least, dlmlnlshed
by specxfylng at the time of h1r1ng that ongoxng training .

v .

s a Job requirement. - T, : e
¢

: ..Regardless of the type of training, it is crucial
v~ that training be.made available and that para%ggals'be
given time off from their regular duties to partié{pate &
o

¥ - -

in such training. .

, ~£;£S;é;* ‘ 119 ° _ _ |
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“DEVELOPING AN ORIENTATION PROGRAM
\ . " -

\".‘:‘ . ) . :
A good _program should include orientation~to both

the proJect and the community, The first tﬁo parts of

.this 'section d1sc1§; the reasons for such a program and

suggesped content, % e last part describes w?ys to make,
. such a:program‘interegfing. . . ' .

oy

\ .
It i5 necessary for\paralegals.to understand how the

o e
ORIENTATION TO THE PROJ\BCT

. 2 A
-project—functicns and how the project structure can
} . : . A | bt
support their efforts to serve clients.

,

+ As paralegals are taught about their'own projects

they can be encouraged to use the same technlques to

analyze other agencies with which they will be deallng.-

Thus, there' is a two- £fd1'd benefit of learning essenb al
information about outside agencies and developing an

N ‘
¢+

analytic tool for their ibobs.
3 -

In order td understand overall functions, paralegals

‘must be aware of the project's pé&pusé, governance,

b

structure, operations, and program. - v
v -

Purpose . ,
roe . . o

The purpose of the Legal Services program is‘not

.*always clear to mew employees,
199
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THE CURRENT STATE OF LEGAL SERVICES
PARALEGAL TRAINING |

.".\\
A

BACKGROUND 1

This section provides background on paralegal

f l \
. training in the Legal Servides program. Ig discusses the

fo- o0 it s st o

~

-

need for training and descrlbes the hlstor and status of
paralegal training in currlculum development, tra1n1ng
methodologies, training formats, materlal pgeperat1on,
personnel, and logistics. It then explores‘iptional ways

to deliver paralegal training and to expand \elivery of
. * ¢

that training. N . \

There are a number of narellels between Ehe hietory
and developmént of paralegal training in Legal\Services
and ‘the historf of lawyer, training in Legal Services. At
the inception of the Legal Services program, 1t became
Clear that the young lawyers, vho at tha’ time comprised
the bulk of the program's personnel, lacked knowledge of
substantive law pertaining to poor people. This‘situation
stemmed from a serious underlying pioblem: law ;;hools
simply did not teach relevant subject aattzars. Tﬁey did
not even have gener1c courses in poverty law, let alone in-

depth courses in welfare, housing, and consumer law It

was also clear that young lawyers lacked the legal ‘'skills
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‘. 2 s . .
general community:,k Although functions may vary, some

common elements are‘hiring and/or firing the project
Director; approving policy;' setting p?iorities; v
serving as a buffer to h%stiie elements in the community;
and providing support for project activities.

Para{egals should see the board as an asset, rather
than,a hindrance, in getting the job doné. The:board and
staff sﬁould be Jiewed‘as partnérs in setting policy and
in govetrnance gener?lly.

Structure ) g

The structure of a Legal Services program is, of
course, related to and ﬁ}ows from the way the program
is governed. It is useful to show how paralegals fit

|\ __ into the overall picture. It is especially important -

R e -
- — o e e e we .

o that a paralegal know to whom he is accountsble, since
he has no legallsanction to work independently. Equhlly

R important,ua paralegél should know what support staff is

o _ available, such as secretarial help, and should un&e%-

stand how he fits into the overall staff structure.

a -

" Operations - : '
. f

‘ The meEhanics of the projecf's day-to-day operation «
are of crucial importance. The way a case-record is set
up, the kind of tickler system used, the type of filing
system, the forms to be filled out--all pf these details .

must bé learned if a paralegal is to function effectively.

d
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Progréﬁ

The services offered are the reason fo; the project's
existence. It should be emphasized from the outset that
the project is structured the way it is so that it can
deliver high quality service. .

Paralegals should be informed about the total program,
not just.the part in which they will be invelved. Too
often a paralegal is ;lunged immediately into work in a
narrow specialty, He never learns about the project's
other activities, such as work in other legal specialties,
community work, law reform, and legislative 'activity.
Information should not only include the types and number .
of cases handled and the nature of the client population,
but also the rationale for client selection and caseload

. -— - — et e e . P - — - -

determinations. °

ORIENTATION TO THE COMMUNITY

Each paralegal should understand the community in

which the Legal Services program operates. This includes
an understand}ng of (1) political forces and the way
decisions are made in the community; (2) the client
community or communitfes the project serves; and (3)
how the Legal Services program is oni& one of 4 network
of agencies set up under private and public auspices to

N .

serye low-income people.

Throughout the orientation program, the unique role

1
B a1
.




agencies.
>
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of Legal Services should be stressed, as well as the
problems and conflicts which arise because of that role.
As part of this total exploration of the community,
a paralegal should learn about the policies and programs
of other agencies and how to get sgrvices from them, as
many clients will require those services.
There might be other reasons for contacting outside
If a client is having difficulty with an agency,

the contact might be as an advocate or adversary. A

.client, unaware of a particular service or agency, might

need an effective referral. Or amn agency might be a

potential source of referrals to Legal Services; hence

the need to publicize the project in order to get

appropriate referrals.

O
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in addition to lcarning TOUE programs ~amd - bewrefitss
paralegals should learn the value of having contacts
within those agencies, who can supply inrformation and/

or expedite getting help for a client. . .

TIPS ON SETTING UP AND ORIENTATION PROGRAM

The risk of an'orientation progrém is that it will
be boriﬁg. Such programs are often poorly structured and
rely on written material and }ambling talks. A_good
orientation program requires careful planning, with
attention given to having diverse activities. The focus
should be on an analytic approach directly involving the




v

paralegals instead of straight information-giving. What
is written and/or stated should constantly be assessed
against reality or perceived reality, Equally important,
an orientation program should be integrated into the

. ASassignmentz of tasks by the supervisor. ‘

A typical day during the orientation period might
include study, lectures, observation, visits to outside
agencies, and an opportunity for group discussion about
the experiences. - The discussion might inciude constructive

‘criticism of the program. . )
From tﬁb beginning of the orient;tion, paralegals
should understand clearly how and why the program is .
structured as it is.

Orientation to the project might include:

¢
1.""aving~the project Difectdr give "an’ ovefview of
the project, including how he views the roles of
various personnel.

2, Having the person who knows most about and/or who
Yo i is closest to each project activity discuss that
© activity; e.g., a receptionist should explain
his role and not have someone do it for him.

3.7 Having the paralegals observe the person who has
explained his role in action; e.g., sitting in
the waiting room observing the receptionist
handle clients.

4. Providing written materials on-the project, such
as annual reports, statistics on caseload, reports
on special projects, the personnel manual, and
material on governance.

7
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+

5. Inviting representatlves from client groups to
share their perceptions of the project and/or
visiting the headquarters of c11ent groups.

6. Inviting a board representative to explain how
he views his role and finding out what he knows

about the agendéy.
| 7. Observing a board meeting,
8. Stressing that gathering of information about the
project should be a model for how to gather in-
formation about other community agencies.

9. Introducing the paralegals ta the library and to
available resource materials.

10. Having the paralegals go through some exercises
in setting up recprds for hypothetical clients.

11. Having the paralegals observe interviews and
accompany staff on field trips.

-

Orientation to the community might include:

1. .. Inviting speakers from the major agencies with
which the paralegals will be dealing.

2. Visiting agencies, not ‘only to meet personnel
“ but to determine 1f what the agency says about
its services coincides with reality,

3. .Visiting neighborhoods jin which clients live to
get a feeling for the environment.

4, Providing handbooks on major community resources.

5. Inviting local governpent officials to talk about
their policies toward the client population.

6. Attending public hearings on major issues to get
an idea of how the general public thinks.

O
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SECTION 111

TRAINING AND SUPERVISION OPTIONS AND MODELS




\
THE CURRENT STATE OF LEGAL SERVICES
PARALEGAL TRAINING |

\
. | .

BACKGROUND

This section provides background on paralegal
traiﬁing in the Legal Services program. ft discusses the
need for training and describes the histdrf and statuslpf
paralegal training in curriculum develqpmeﬁt, trainihg
methodologies, training‘forﬁats, material pgeparatioh,
personnel, and logistics. It then exploreslbptional ways

to deliver paralegal training and to expand &elivery of
. i ¢

that training.
. »
- There are a number of parallels between the history

"trmtrrT™ and developmeiit of paralegal training in Legal, Services
and the historf of lawyer.training in Legal Services. At
the inception of the Legal Services program, it became .
clear that the young 1awyers; vho at tﬂat tiﬁe comprised
the bulk of the program's personnel, lacked knowledge of
)
substantive law pertaining to poor people. This situation
stemmed from a serioug_underlying problem: law ;phools
’ simply did not teach relevant subject nottlrs. Tﬁey did
not even have generic courses in poverty law, let alone in-
depth courses in welfare, housing, and ?onsumer laQ. It

was also clear that young lawyers lacked the legal skills

134
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of interviewing, discovery, negotiagion, and trial
presentation necessary to properly represenl a client.
Again, the primary reason for this was 'the failure of law
schools to prOV1de appropriate training.

Teaching of these skills has tradltlohally been left
to experienced lawyers who theoretically adopted ,a master/
apprentice relationship with young lawyers. Those lawyers
fortunate enough to work under a skilled lawyer willing

O and able to impart his skills, .developed similar skills.
However, many were left to their own devices, often with
unsatisfactory results.  Generally, on-thé-job training
was insufficient for developing adequate §kills in most
lawyers, including young Legal Services lawyers.

‘Partly as a result of these law school_defiencies,
the Ford Foﬁndation funded ghe Council on Legal Education
and Professional Responsibility (CLEPR) to stimulate
clinicc! law programs in law schools. While meritorious
in concept, CLEPR did not have sufficient impact on law

schools to alter the inability-of young Legal Services

lawyers to handle cases effectively.

Despite the work of va¥ious substantive law backup
‘centers in designing materials and giving technical
assistance to litigating attorneyé, Legal Services
lawyers still lacfed the experience and skills to be

effective advocates.

Q
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_To me€t this problerm, the Office of Legal Services
coﬁ"idered dispersing iés training funds to individqal
projects. This notio~ was rejected as inefficient and
duplicative. Prosects lackeq the necessary expertise,
materials, and concepts. In addition, training money
could not be effectively utilized because the grojects
usually hired small numbers of lawyers at difﬁerent
times of the year. It would not be feasible to hold a’
strpctured training program'for one_or two attorneys.

A f%tuTu.to on-tgé-job training (master/apprenticej was
also recjected. Projects laéked experienced lawyers to
train new lawyers and caseloads prevented spending time
on formal training.

To fill the critical training vacuum, OEO's Office
of Legdi Services issued an "RFP" solititing proposals
for lawyer training and awarded the contract to t@e Legal
‘Servicés Trairirg Program a; Catholic University far a
program for teaching skills and substance to lLegal Services
lawyers.

The Legal Services“Training Program (LSTP) adoﬁted a

3 to 4 dgy -retreat format for between 60 and 10C lawyers,

usually drawn from a single region. LSTP employed ex-

*perienced Legal Services lawyers, first as designers of

143
training programs and materials and then as trainers. All
lpgistics of retreat training (travel, lodging, food,
| . . . < .
material reproduction, distribution, scheduling, site

1vd
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selection, selection and.training of actors for role--
play, selection and training of’traiﬁc §, and arrangements
for video equipment), were arranged, and paid for by LSTP.
LSTP has found that some of the largcr‘chal Services
projects can conduct their own lawyer training, although
these projccEg usually require additional funding. Some.
medium-sized projects can develop a consortium to serve
the training nceds within an area or -state.~—These-— - - -
consortia, however, had trouble staying organized, were
unwie]dy,'and usually needed‘both)outside money and ex-
pertise. LCfforts qf projects to depart from the traiging
retreat format wcré unsuccessful.: The trainee lawycr; 
were distracted by being near their homes and offices add
often tried to handle their office work while receiving
traiping. Despite efforts to disseminate training in the
field, LSTP continues to provide 80-90 percent of the
organi*ed skills training to lawyers.
The evolution of paralegal training in Legal Services
has confirmed many CSA perceptions regarding lawyer training:

K

1. The educational system in the United States
provides no training in the skills_required
for handling legal problems.

2. The Legal Services backup centers. which offer
substantive law conferences and written materials
do not fulfill the need for training.

3. Most projects are incapable of conducting .
effective training, and on-the-job apprenticeship
training is inadequate to meet the neceds.

v
s

[




-147-

g7 4. Dispersing training funds to individual projects
would.be inefficient, cause duplication, and
. probably result in low-quality training.

S. The optimum format for staff ‘training is thraugh
. short, intensive training in a retreat setting.

6. A'few largersprojects can, with added resources
and outside assistance, do-their own training.

7. Abandonment of the retreat setting substantially
reduces training effectiveness.

. Following is a summary Jf the evolution of para&egél
t;aining in Legal Servgces and the training work of NPI.
Only .about half of &PI‘S work is d;qoted to training and .
‘training materials. For a complete descriptioh of its
work;JE:papé; entitled "Goals and Functions of the Natjonal-
Paralegal Institute" i; available from NPT on request.
Paralegal utiliz;tion began in Lefal Services with the
need to involve memebers of the client community in the
delivery ofrlegal services. Unfortunately, many early
paralegals were hired for .the political cover they could
provide and not for their potential as paralegals. Para-

}

legal roles were confused; &ommunity organization,
outreach work, and inoffice work were not clearly
distingaished. No training was provided. Many project
directors felt that laymen had no significant role in -
Legal Services, and as laymen departed, directors replaced -

them with lawyers or simply used the salary savings to

meet rising costs.

ERIC _ c
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In the late 1960's a few innovative projects

recognized the potential for carefully seclected and trained
paraprofessional personnbl to meet overwhelming caseload
increases, part{cularly in the areas of divorce and

welfare. These projects restruc}ured their offices and

found that, when taugﬁt to handle routine case;, paralegéls .
could do the w;rk of lawyers and were willing to accept

lower ‘salaries. These ‘experiments led to a rapid increase

in £he use of paralegals. By 1971‘there were between 300

and 400 Legal Services paralegals. However, the field

wﬂ% developing chaotically. While projects recognized the
importance of train;ng, they lacked the necegssary .
competence and resources to provide it. To help structurg

the development of the paralegal field and to meet the
training neeés of projectS, OEQO created NPI.

Initially, NPI supplied technical assistance and

-developed materials. However, it was soon apparent that,

even with NPI materials, the same lack of equrtise,'
personnel, time, moncy, and other resources that preventeb
ﬁrojectj from .offering lawyer‘trainipg, also prevented them
froﬁ conducting effective pdralegal training. When such
training did occur, i{ was usually inefficient because,
like lawyer., paralegals were hireq one of .two at a time

and therefore had to be trained in small_grodps. Thus,

the problems of paralegal training were almost identical
-
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to tthe.of lader traiding. NPI<thgn assumed the task
of developing, testing, and deliwering training with a
carcfﬁlly developed curriculum.,

0f the 70for nmore paralegaf séhools in the country,
no more than half a dozen provide even a g.eneral baé‘kground
relevant to Legal Servicés paralegal work. These schools

. e

generally preseat an overview bf'thc legal system and
may teach some domestlc relatlons and office administration

as part of a program almed ‘at jobs 1n prlvatc law firms .

Only the University of Massachusetts in ‘Boston and Antloch

Law School are known to offer training appropriate to a

paralegal working in the public secmbr; however, even

‘these schools focus on a wide ranbe of legal Tnstltutxons

and areas of substantlve law to nge-thexr graduates

reasonable cpportunities for eqployment. Ip short, no
educatyonél ingstitution prepares parglegals to work
effectively, without intensive Eurther«tndiﬂing, as :
Legal Services paralegals. There bre;né in&icatioﬁs
that this >L1uation is about to change.’ Tﬁgs, Legal
Services must supply its own parq}}édl %rdinihg for the
N

indefinite future.

[y .

Because of their dissimilar educatiohal backgrounds

and frequently different funétigns, paralegals' need
dif ferent training from lawyers. Unlike‘ypungfla@yers_-
who primarily need to learn lawyering skills, =+ -

N . N .

.



|
|
|
{

B —

O

ERIC

Aruitoxt provided by Eic:

=150«

paralegals need to be introduced to the legal system,

understan. the paralegal's role (i.e., a functional and
professional identity), and be taught specific fields of
substantive law, They also need to know how to relate
facts éo law, and to be trained in skills such as inter-
viewing and administrative representation.

Another fact lo consider in reviewing paralegal
training for Legal Services is that paralegals can be
trained only gfter they have been hired. Aqy other
appreach risks training those whol will not find Legal
Services jobs and hence is wasteful of limited resources.
This usually means that the paralegal must be taken off
the job to be trained and must be paid during training.
By necéssity, therefore, training must be brief and
condensed- -another reason why cpllege-based training has

3

been inappropriate for Legal Services paralegals. .

THE NEED FOR PAR/LEGAL TRAINING

NPI's questionpaire to projects indicates that the
nusther of paralegals in Legal Services projects rose
from 451 in 1972 to over 1,000 in 1974. If it is assumed
tirat this was a ste;dy increase, these figu#es indicate
that, during the 2 year interval, 280 new paralegals __

entered Legal Services annually, Virtually none of these

paralegals had received prior relevant trainjng. While
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all indications point' to increasing utilization of \
pgralegals‘in Legal Services, it is difficult to project
a rate of increase over the next few years. Much
depends'on funding levels; availability of VISTAs and
other outside funding; wutilization of volunteer per-
sonnel; Sophistication of project directors in organizing
delivery structures that utilize paralegals effe;tively;>
and availability of training to convert novices into
unlified personnel. Recent trends indicate continue%/
expansion. l’l‘here is no sign that projects have reach/d
a saturation point. The ‘atio'of paralegals tQ lawyers
is 1:2. however, many chnk the ratio will reach 1%1 and
beyond. Even now, many directors converé lawyer slots
into paralegal slots as/an efficiency measure.

Turnover must also be considered in determlvlng
training needs. Statistics indicate that the pﬁralegal
turno;er rate is 20 percent annually. If this /igure is
applied to those curréntly employed, we sce that

f
approximately 200 new paralegals will enter se;v1ce next

I

year, without any 1n$rease in the total numbeq of
paralegals in the LeLal Services program. /

The exact numbe% of paralegals requlrin# training
in any given year islimpos ible to determinqﬁ However,

statiscics suggest that/between 200 and 500/ new

/
paralegals will be employed annually over qhe next several
! \
' /
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years to fill existing or new slots. In addition, each !
year between 100 and 200 paralegals will begin advanced-
level work in a specialty that requires additional
training., Finally, many employed paralegals never have
received training. Almost all of the neeéed training
will have to come from within Legal Services.

Currently; NPI trains approximately 150 paralegals
yearly and assists others in training about 125 more.
This }ncludes beginner paralegals and those receiving
specialty training., The neeq for more tr&ining is

obviously significant.

THE TRAINING CURRICULUM

In 1972 NP1 staff visited and gave technical
assistance to more than 20 projects nationwide. In the
course of these visits, it w&s learned how paralegals
were being utflized and what training would be of
maximum benefit. Tt was consistently found that project
directors and paralegals were eager for training and
that projects had inuadequate facilities and competence
for training,

Paralegals sought training in many subjects:
general legal background, casc-handling skills, and
specific substantive areas of law. Project directors

and lawyers were inclined to be interested in narrower

oot
~
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training so that paralegals could handle specialty areas

more effectively. Project directors, while enthus®astic
about the potential ¢f paralegals, had few specific
. suggestions regarding curriculum or training method&?Bgy. )
Ixperience subsequently showed that paralegals
needed substantial training in the roles of paralegals.’
Most paralegals have not received a clear, affirmative

|
definition of their functions and have had little

. opportunity to‘consider the concept of paralegal work
as reflected in Legal Services projects., It has proved
essential that paralegals be able to develop a clear
concept o. their work.

After NPI concluded its initial research, it
désigned a curriculum. Time and funding constraints,
howeve -, have prevented prescntaiion of the original
curriculum, which encompassed 2 wefks of 8 hour a day
L:aining. It was felt that such intensity would over-
whelm paralegais and that they would have difficulty
taking that much time away from their jobs. Travel
costs precluded breaking the training into two sessions.
Therefore, the most critical features. o™ the basic
curriculuh were selected and shaped into a 1-week
intensive retreat program. The first program focused
on administrative representation in welfare heariﬁgs,

which at that time was tI subject in greatest demand

ERIC 164
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by paralegals Qnd project directors. (Appendix C, a
fraining schedule for an administrative representation
session, illustrates the'scope and'scheduling of a
typical session.)

The initial curriculum, as well as the training
program developed from it, has been modified as NPI
gained experience by training over 300 paralegals and
by giving technical assistance to many projects.
Additional training programs, for beginner paralegals
(those on the job less than 6 months) and for those
handling Social Security and Supplemental Security

Income, have been added.

i
JRAINING METHODOLOGY

After reviewing .traditional and more progressive
forms of legal training, NPI decided to use a variety
of methods to train Legal Services paralegals:
reading, lectures, panels, discussions, individual
tutoring, video tape demonstrations, live demonstrations,

: and simulations. The spectrum of methods moves from

those that focus on the traditional acquisition of legal
knowledge to those that focus on the application of lesal
hnowledge ip everyday situations. Since the training
goal is the application of knowledge to serve a client,
heavy emphasis should be placed on preparing the trainee

|
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; i . .
to exercise skills. Traditional teaching methods alone
t fail to pI:epare the trainee to handle‘ the "fluid z:elation—
ship between legal knowledge~ a developing set of fact:sl;'
intermediate cor‘u.lusmns, the need to make COncrete
decisions; and the conversion of those dec1s1ons into
action‘. ‘ o X ]
Thus., NPI decided that the best use of the various
me;hods was ,in a problem situation closely resembling
real.life. Handling such a problem requires using the
same skills in the same sequence as in an equivalent '
real-life situation. The problém hinges on a series of
role-r;lays that simulate the events in a case and
establish a model of conduct through direct expgrien'ce.
The problem is broken into parts that are prepared for ' N
and illuminated: by reading, re%earch, discus:sion, and .
live demonstration. Each role-play is followed by a-
confidential discussion of a trainee's performance with
! a trainer/observer and then by a V'ideotaperdemonstra‘ti-on
‘ of the same role-play conducted by an experienced
‘paralégal. The videotape is then critiqued by the
trainees to encourage further analysis of skills and to
help them sol1d1fy their grasp of those sk1lls. |
PaTalegals an_d evaluators of the training programs

. feel that the problem approach has beeﬁﬂhighlyl'

successful for teaching both skills and substantive 1av.

.

-
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‘This approéch engages the paralegals fully, demands
their personal commitment, challenges them, and compels
them to }earn both the skills aﬂd the law underlying
the problem. s
Materials ’
For each training program, NPI has developed an
, (integrated set of written and videotape ﬁaterials,

‘ Normally it takes 3 to 4 months to design and packige

‘the materials for a particular program. These materials

v
.

Y i
., then require testing in a training session and additional

.

¢ims for revision. The writtern materials for the
hdministragive representation_program-consist—of —~
apprdximately 500 pages (including instruction§ for
'trainers). These materials can bé pro&idqd to trainers
in thé field (at a cost of $25 for materials ané $75
for three yideo tapes),althoqgh few projects have the
staff or ressurges to use the materials in the intensive
‘ forum for which they were designed. )
; In addition, NPI has developed written pamﬂﬁdets
for use by paralegals who cannot attend the training . é
¢« programs and to suppfemént the training received by
T i those who do attend.® While these materials are no
substitute for a formal trainipg prggram, they offer

. . . N . . .
¢ discussion and exercises in basic concepts in both @

skills and substantive law., Substantive law manuals

ERIC R
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for paralegals.are available in SSI, disability and

- AFDC.

Trainihg Format

k4
The training programs normally begin with a

discussion of paralegals' roles<and other "generic" courses,

such as advocacy and professional res?onsibility, unautho-
. rized préctice of lgw, legal research-introduction to the-
iegal system and legal terminology;.and:an overview of
public benefit programs. During the third da;, the
trainee is introduced to a hypothetical pr;blem by
condycting an intquiew with an actor pla;ing a*client.‘
Thereafter, the problem becomes a vehicle for imparting

basic concepts and skills in interviewing, investigation,

negotiation, evidence and fact-law analysis, and hearing:

representation.

. |

Because training requires uninterrupted concentration

.~

Q

from trainers and trainees, it takes place at an overnight

retreat at a comparat vely isolated location. A

departure from this practlce, when training was done at a

site adJacent to the Legal SerV1ces office, conflrmed the
|
deleterious effect that off1ce distractions and 1nab111ty

to méet after formal sessions have an both trainees and

trainers. Isolation also helps establish valuable

Aruitoxt provided by Eic:
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rapport between paralegals and trainers and provides a
1
greater opportunity for study and preparation.:

Personnel and Logistics '

Before discussing training options and alternatives,
there are certain essentials for any effective training
which should be discussed.

Trainers

"One oé the\mosf'crucial qualities in a’trainer is
intergst.~ Those who participate as trainers muﬁt do ’
so because they are committed to the use of péralegals.

A training program can be‘seriously damaged if’people ;
are assigned to be trainers withgut fegardnto their .
interest. ’

Parplegal trainers shouid be'part of any paralegal
training team in order to provide role models and to
overcome the awkwardness many paralegals feel in
relating to lawyers. .

All trainers should be freed from regular duties

to minimize conflicts between demands of training and

tRiC
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demands of office work. This is particularly true

where short-term, intensive training is involved. 1In

the case of long-tefm training, the trainer should have his
normal workload reduced so that he can .invest the

. s . .. Cy iy i
necessary time in his training responsibilities.

173 : | -



. lively, stimulating sessions.

Trainers should be experienced teachers who can .

‘ {
rgiate to the needs of paralegals. They should have the

ability and confidence to motivate trainees and conduct

« .

Young, inexperienced lawyers seldom make the best

! .  ops . !
teachers. Many projects have difficulty freeing the more

i -
mature, seasoned lawyers who may make good trainers.

- 0ften such pegple are too interested in their caseload

a

6rllaw reform work to be attracted‘to paralegal training.
Tra{nees ‘

NPT prefers to train paralegals who have had at

least some contact with clients. This helps assuré

that the trainee will app}ec;ate tﬁe value of the

training and have-at léaét ;ﬁxudimentary understanding

of how a Legal Services project functions, NPI is

also careful to ascertdin that the training is relevant

to the paralegal“s present or prospective job. It is

dangerous to train a paralegal for a position he will

Aruitoxt provided by Eic:

not be allowed to assume. For example, if a paralegal's

sole function is drafting divorce papers, prdviding

administrgﬁive representation training is ot
tparticularly productive, If such a person takes the

training he can become disillusioned and disappointed.

Logistics ' 1
While this subject would seem to merit little
) 1
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attention, NPI has found:thaf strict attention must be

{ paid té countless detalls to ensure a‘smooth runnxng
ot | { ?

- program. -In partlcular, the tra1n1ﬁg,program.coordlnator .
e L
. must carefully select the training 51te,<prov1de an
N .

acﬁu;at% schedule for both tralnees and trainers, select
and train actors a&& actresses for role-plays,, provide
ézfljaudio-visual eqqipment and, when necessary, arrange for ___
{ravel, room, and board and rcprodgction and packaging
-of materials, If.aﬁy of these details are ignored or
mishandied, a training program can fall into disarray.

Delivery Alternatives ‘

Before creation of NPI, most Legal Services S
|

paralegal training occurred'bn the job. Project training
formats have varied from practically no t}aining‘in most
projects to training of considerable s istication in
several prejects. Oqe project developed a solid 6

week craining program for its pE?alegals (eméhasfiing
stuhy of community resources and institutions); . another
combined its in-house training with 3 weeks of study at

a program specially developed at a law school. .

In general, training has been a variation of the
apprenticeship model. The results of apprenticeship to
L

young lawyers in Legal Services programs, unskilled

themselves in many aspects of their profession and

inexperienced as trainers, have been generally unsuccessful,

Q . .
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Paralegals ate seldom satisfied with such trafning, and
project directors, lawyers, and paralegals all express
¢he need for outside training. 1

‘Because NPI, with a lirmited budget, could not meet

*all the training needs of Legal Services projects, it

attpmpfed‘to develop altgrnaéive delivery systems. .
Training on a project-by:project basis held little

promise, with a few notable exceptions discussed below.
Thefefore, tver the last Xe%r_gnggﬁhé}f?NPI has experi- T
mented with a regional training model, d;signed to export
training via teams of trainers composed of lawyers and
experienccd‘paréiegals s¢1ected'froﬁ Legal Services

regions.  Teams of trainers were assembled in Regions

111, V, and VIII and grovided.&igh curricula and written

and video materjals. . NPI staff trained the trainers and
helped them deliver their initial training programs.
.The-trqinee-paralegals were drawn from projects in

the same regions. The results of these experiments,

while favorable in part, have demonstrate that this

regional model, has drawbacks.

i One drawback is that-operating projects (even when

or janized into a consortium) have neither the expeTtise .
’ N
b

ncr the time and resources to perform the multiple

activities necessary to organjze and conduct effective
s . . . oL

training. For example, in Region I1II, although one

project assumed responsibility for organization and .
i b

! ) ! 17‘6 t
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. i logistics, there has been only one training session in
the year since the training of trainers. The CSA
regional officé could shpply only‘limited assistance.

. I@ ﬁegion VIII, a carefully selected law profpssof no;
directly connected with a Legal Services project,
oréaniied the training and these sessions went considerag-

’ iyipetter. However, this was doné ﬁnder a supplemental
ngnt from CSA with enough money to hire an outside
coordinator to handle logistics: ~ . o

l In Reg?on V the trainers were trained and‘the

e ‘ 1n1t1a1 program delivered with heavy NPI part1c1pat10n
s ‘over a year ago. Since that.time no further traiqing

haszecn organized, and the training team seems to be

! . permanently disbanded, ° -

There is evidence that problems arise from inadequate

1 regional resources and the vicissitudes that beset

. operating projects:- expanding caseloads, staff turnover,

inadequate funh;, and organizational crises. Moreover,

since the principal expense of training is room and board,.

plus travel, of trainees and trainers, the cost of regional

graining (about $8,000 for 24 paralegals) is about the

same'whether presented by NPI staff or by regidﬁal trainers.
.Another reason for opting against heavy reliance on

. regional or project-consortium training teams is that the

‘i | 1747
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ddality of trainers sel?c{ed by projeét‘direéqOrs tends
tg be uneven--directors sometimes select inexperienced

- . .oor expendable people. Moreover, it is difficult to : .

A ' assess tra1ner ‘candidates in advance. Even those with
e o qQotenr:ia& to be e®fective teachers usually need more S
. ‘ training eﬁperienﬁe than NPI can provide.
L0 CSA eva}uéfors.at one NPI training program have
. urged that exportation of training through regional

.. offices or pfoject consortia not Be'§ﬁb$tituted for NbI

.- & " N

aJnxng programs. -

vl et
¢
4

b od
In searchwng for, the most eff1c1ent way Qgéde 1iver

is

- tralnlng, much conSJderdt1on has been given tQ the
‘ regional model.- Three factors seem to be necéssary for
.*success ful regional training. L115t a coord nator must
be chosen. from within (the leglon wha has the time,
motlvatlon, and understandlng of training tq set up the
" . eyent and handle the logistics. Second, phq ;raxnlng
tcam shquld consist Of paralegals ana attorﬁgys with
¢ " proven training skills and who are familiur‘&ith traiping

L)
L} . .
materials. This means reliance on a cadre, of about ‘25 ’

I . 3
trainers developed by NPI oversthe last 2 years, instead
o .
of trainers nofinated b? the projects. Third, one oy
two UPI staff should work with the traininé team to :
provide expertise on materials and logistics. -
While such an approgch might render reg%onal training
o’ N

. EI{I(? “f ‘ . . '1?763 ) . \
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feasible, it would involve np significant savings of

funds over the existing approach: It would, however, /

pexmit-increqse& training activities by NPI and would
. NI 4

-,also free NPI staff to develop additional :raining .
oo ° .
materials., Since maintaining.a permanent regional . !

. . i
training staff would be inordinately gxpensive, NPI

" " would assemble the trainers’ as needed and maintain the.

|

]

othet functions it performs op a national basis. NPI 1
. ° might organize training sessions involving -several
regions for,example to deFiver highly specialized

.programs,* .. : t

t

:
7 Given the limitations of regional exportation NPI

has considered other formg of delivery. The first is
exporting smaller, more manageable training'packages

directly to projects that can effectively use them.

These packages, while no éubstitute for'fhe full

*Tt is unlikely that paralegal training costs will . '
fall much below what they are now so long as paralegals

are given intensive training. To train a paralegal in
basic skills in a substantive specialty areal costs a
mifiimum of $250 to $300 (travel, room and board, > ‘ ,
materials). These figures are¢ comparable to the cost .
of LSTP lawyer training, Such costs are not out of

line with: general education costs around the country.,

The Federal Government, asia rule pays $100 to $150 .

a day for training employees. At the Federal rate, . )
NPI training would cost $600' to $900 per person. fer

a 6-day training progranm, to

1 . TS
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training programs, are structured either to improve

on-the-job apprenticeship training or o'proceed and

-follow NPI training ab a supplementdl, ddntinping
education program. They would also {provide materials

to train paralegal coord1nators and.super&&sors.
" Paralegals pegg,a/var1ety of knowledge& skills, and
.. e .

(l‘—‘?

) T .. -\
- experience to progress from beginney to a fully competent

pract1t10ner, and 1nten51ve tra1n1n supplie only part
of those needs.  For mple, only the projects in a -
] given state can provide an effective knowledge\of

state and local law. To support anh encourage project

o

supplementation of iﬁtensivF\training, NPI has prepared
t .

-
4
+

L a guide for training, utiliiing and supervising |
f \
paralegals for use by projects. ( ee sectlon 11 qf this

roport ) - ' \ . !
* - An alternative, which would provide considerabfe
effitiency, would be to train paralegals from the ,\'
aastern half of tﬁe country at -a /permanent training‘

site in Washington, D.C. A cost analysis made by NPi .

1 ——

¢+ 7 in January 1975, indicates that}some éavings would

'
N

1 3

) result despite 1nc1eased paralegal travel costs. An.\
| 1mportant factor in con51der1ng this approach is that\
the staffacquld provide more training pecapse substan-
\ tlally less energy would be expended in exhausting’ : r
travel and log1st1cs. This approach should permiq NPI\
|

to acd three or four tra1n1ng rograms a year for the \

0

¢ 1
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extra cost of paralegal travel, room, and board. No - ‘

add1t10na1 staff would be needed since,some of the
out51de cadre of trainers developed in “the last.2 year;
Kould beﬂused. Slnce NPI cnrrentxy tralns ﬂpprog;mately
‘lsolparalegéls a year (6 programs for groups of 2* to
26 each), this increage would meqﬁ'training abor 250
iparhlega1§ a year. ° |
.06, If ghe decieion is made to eipand paralegal trgining
" resources, a permanent ‘facility has much to recommend it.
A logical extension would be to develoP a training site
in the West. The two training centers could worklwith
Jtable training agenda free from the d&mands of excessive

10g15t1ca1 problems. An 1ncreased flow of regularly

scheduled training should result,
v ;

Serious consideration also-has been given to

“

:trainiﬁé paralegals in groups of up to 100 in order‘tp

achieve economies of scale. WHWile such an increase does

-, not reduce the number of trainers, tfavel costs, or

\ ]
costs of food, lodging, and materials per trainge, it -,

. does reduce other costs. -Such training is feasible;
f

_however, the slight incrcase in sayings per trainee .is *
not worth the dfminished resuits. NPI«<and iEF evaluators
. agree that approxiﬁately 24 trainees is h~"critica1‘mgss".
s for pfoviging ihe right interchange of ideas, e;periences,
", and energy. In larger greups, fﬁesé‘impd}tant forceg tend

Y

to dissipate. -

Aruitoxt provided by Eic:
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Another development in the "delivery of paralegal £

:

training should be .discussed. i\pproxima:tel){ 8 niajor

.

projects around the country have developed paralegal

units of up to 24 paralegalsi"?Most of these projects -
‘ . [
use VISTA volunteers or have received major grants from

non-CSA sources. Many 6f these projects .have appointed

- ~

full-time paralegal coordinators who are experienced
o 1]

trainers. Given the curriculum preparation of NPI,
. .

the presedce of an experiepced, full-time trainer/

~coordinator, and,‘usually, supplemental funding, ‘these o

projects can perform their own training. Sometimes
N N 8

-

. - - t
they can assist neighboring prdjects as well. NPI,
]
in most cases, need only supply materials and occasional
technical aisistance. These projects are a major

except‘ién to the rule that projects cannot conduct full-

scale training. (See section III for a model for such

} . ‘

ﬁraini’ngq) .
3 A drawback to ‘,the training these proiects offer is
7at the training must usually be spread out-.over

\
seyeral months with ‘a resulti'ng loss of intensity in the
role-play sequence. Tiis loss fg offset by the fact ;
that the program can cover more of the available
.currigulum than can. be encompassed in a single intensive .

program and' can focus heavily oh state and local law.

L4
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As ;ﬁé paralegal movement continues to expgn@,
additional large projecés may be able to conduct in{v ?rw
depth training with minimal NPI ass1stance. This stage ) { _
w111 ‘be.characterized by utlllzatlon of a sizable num- -
ber of paralegals, designation of a fully qualified
trainer/coordinator, and separate paralegal grants T,
supplementipg_;he basic project grant. ' )

'T;k;}d iﬁ this development, NPI is involving four
pro;ect bdsed paralegal trainers in each “of its tralnlng
programs. The 1ntent1o; is ‘that the large projects in !
Legal Services will be able to frain their own paralegals,
just as under tutelage from LSTP some can now ﬂgaln
their own lawyers. °"With NPI continuing to develop courses
and‘material; and to train progecp-based paralegal
ltrainer's, thie development may substantially increase the
amount of av;ilable paralegal tfaining

Most projects, however, w111 contlnue to look to
NPI for training, supplemental materials, and guldansc
in utilizing paralegals. In th1s fast-breaking field,

a national organization wil{ have to continue to

coordinate developments, produce new materials, develop

new training techniques, and refine roles and functions.

' N LY

o
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utilization is relevant to almost all projects.

«~  progrc.as are still obliged to provide training

/

/ 1
- /services to clients.

"ERIC

A ruitoxt provided by exic |
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The information in‘§ection II on- structure and
It is
at the training stage, aft°r h1r1ng and orlentatlon,
that distinctions arise between pro;ects of dlfferent
siaes. A model for paralegal training for large projects
Qith substantial resourgeé is found in section fII.

This section, while yelevant to all projects

employing paralegals,: is part1cu1ar1y d1rected to the
small to medium-sized Legal Services’ programs that
estab11sh pardlegal components but lack suff1c1ent

resources for a full-scale training program., Such '

“ opportdn{ties to their pdralegals. If programs are
unwilling to make such a comﬁitmentu paralegéis should
not be_employed. "It is a disservice to clients, and

.a violation of the Legal Serv1ces mandate, to prOV1de
sbrV1cea by untrained persons who 1earn at the client's
;7pense. An initial expendltu;e of resources should

ave a’ long-term payoff in both quality and quantity of
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TRAINING DURING THE O™IENTATION-APPRENTICESHIP STAGE

Ths orientation-apprenticeship stage should be an
- intensive learning‘aﬁd evaluative\§tage. The sﬁpervisor
must make an initial assessment of the attitudes,
knowledge, ahd skills the paralegal brings to the job.
Based on that assessment, assignments can\be made and

tentative goals established. Since SUpervi'ion is an

ongoing orocess, learnlng tasks can be accelera@ed or

slowed down, depending on the paralegal's progreSs.

Ultimate respon51b111ty for cases rests with the
. ) 'supervisor. The supervisor is also responsible fo; 1<
s meshing assignments with other parts of gﬁe orientatio;\\
and‘training'program. )

bDeveloping leagning experiences involves combining

different ways, of 1ed¥ning,'sg;h\as observation;®

simulation exerc1ses‘ such ?s.role playing; study;

- . writing; distﬁsﬁion; and doing. . a

A learnlng.sequence might be developed as follows.

The superv1sor selects a client w1th an interesting
_problem which seems clearly presented from the
Iinfoi‘mation in the case record. The paralegal reads the -
case recordz as well as study material ‘selected by the
supﬂfvﬁﬁﬁ;TWT%ﬁgholp from the paralegal coordinator)
in tiees sga;tfve law related to the problenm.

Supervisor and parafegal»then discuss the problem

Aruitoxt provided by Eic:
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* ag well as the kind of questions that must be asked in

order .to act on it. The paralegal then sits in on thé€
fact-finding interview ;s an observer. Before this can
\be done; the client's permission must be gained, thus -
‘providiné an opportunity to discucs "confidenti?lity."
' -—-Eheaﬁhraleéal~is_askedwto»wtiic up what occurred
duriné the interview, ificluding a description of the,
client; a summary of the informa*ion gafhered; a d%ter-
mination of the problem or problemsa a plan of actgon;
and impressions of interviewing skills, such as
establishing rapport and listening to the client.
Supervisor and paralegal disucss the written
material, clarify the issues, and engage in role-play so

A3
- that the paralegal can demonstrate how he might have
.l

handled the interview. When dealing with skill such as

Q
interviewing it is important to engate the paralegal in

-
P

doing, rather than just taiiingf It is equallyfim;ortant
to support the paralegal's efforts in role-play so as .
not to discourage him. This means that ¢riticism must
be given in a positive context o% emphasizing good
points as well as bad.

The supervisor might next assign the paralegal
invesiigative work, such as_ securing Jocument;tion. When
the(documentation is secured, there is discussion about

<

rs

L
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the completeness; of the documentation and any problems

q B
encountered in securing it, Again, such issues as .

getting the client's written authorization to secure
- .
4 documentation can be discussed.

RESTIAAASL v . 1 x
< ‘

_— ' . The next step might be either to hadve the paralegal

o sit in on a followup interview or start on a new case
with an initidl interview with anothér client. Ideally

the paralegal should follow a few cases from observati®n
. to final resolution qf the problem. )
' At some-point the Supervisor de%ides that the
par&ieéal is read} to interview a client himself with

the supervisor as observer. The same careful process of

[ 1Y . b-’ . .
study, discussion, writing, andalysis, and role-play
' o

fakes:place.

»

Finally, the supervisor decides that the paralegal
can interview a client alone. At this stage, study,

discussion, writing, and role-play become even more
o .
.
important. .
L ‘

~

~1

AFTER THE APPRENTICESHIP STAGE

.
v

When the orientation-apprenticeship stage ends,

R}
there should be a thorough written and oral evaluation *

of the paralegal®s performance, analyzing his strengths
. i '
- and weaknesses.

y R . . - .

" At the conclusion of this stage there should be a

ERIC 18/ <
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pinpointed during evaluation as’ needing streﬁéthening.

°

discussion of the ongoing supervisory process. With
the ;ara{egal's gradual assumption of more cases and
résponsfbilities,'there may be a gradual withdrawal of
véry close supervision. Instead of discussing every )
case extensively, the supervisor may review written
¢ase {ecords, selecting for discussion only those
cases in which the supervisor has questions.and/or

N
in which the paralegal has requested help. Those areas”
) f

are given special, attention., At least once a year,qtheré

should be a formal- evaluation similar to the one at the

,

end of the apprenticeship period.
. 1 .
- There shouid be continuing consultdtion between the
{
supervisor and the coordinator about ongoing cducational

needs. And, of course, the supervisor is responsible for

'providing,followup‘for outside training.

FOLLOWUP BEGINNERS TRAINING PROGRAM

It is assumed *based on recommendations in prior
sections of thls report that new paralegals will be I . !
sent to NPI's'Beginners Training Program sometime
around the third_month on the job. sPgralegals usually
return to their programs from NPI training very T
enthusiastic about both the trannlzg and utilizing -

their new knowledge. However, unless there is follow-,
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up on.the tr;ining, much of';he.bcnefi;‘is lost, In
order ko maximize iearning, it is neces§any, first, for
" the paralegal-cooxrdinator and supervisor to know what ~
" was taught! The next step is to plan a program, D)
together with the paralegal, which will build on the
outside training. Some possibilities are:

!

1. Legal nesearch: Develop research -assignments
and help paralegals to use the 'law librarv and
other rescources,

. N 1 -
'}\: Unauthgrized practice: Review with the
| baralegal specific stdte laws and also the
safeguards built into the Legal Services
program to protect the paralegal, e.g.,
: supervision. Emphasize ghe mutual
responsibility of paralegal and lawyer.

3. Skills training: -Provide.opportunities in
the supervisory process for developing

+ skills, through role-play and critiquing,
as well as through observing the.paralegal
in the actual performance of such skills,

et with followup critiquing. . ¢

4, Substiutive lawr Depending on the specialty
of the—paralegal, plan to have sessions
reviewing the law, as well as assigping
selected study ‘materials, Since the
paralegals should ynderstand the basic.
concepts, it should bé much easier to
teach specifics of the law. Again, a
combination of; lecture, study assignments, \f
and role-play should be used.

o ’ |

UTILIZING RESOURCE MATERIALS ‘ !

NPIthas been involved fdr the past few years in

developing a range of teaching and study materials,

films, and Wideo tapes, many of which are available

Aruitoxt provided by Eic: <. . <
<
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“\ for rent or sale. A list of these materials is /

.attached as appendix D. ) ?. /
. | -3

| The, paralegal coord1nator should review ali

hva1lable material to see how it fits in with the

»

.educational needs of the paralegals. /
?, /

On¢; set of material, designed for in-house/training,
. N . . -
focuses on skills trdining. It includes both trainee
. * / .
and trainer handbooks, as well as a film entitled

"“‘Paralegal Interviewing: Fact-Gathering agd the ;
’ ! ‘.

Human Pérsﬁective." The trainer's handbook offers
suggestions on trainingwin general and provides
exercises in developing interviéwiag skills. The
section ,on role-play shoald be particularly useful to

-supervisors who want to dtilize this technique with

their paralegals. ~ °
N Several advocate's handbooks on substantive law
. v 4 ’

are 4vailableh\including one cn SSI and another on °

AFDC which are éuitable_fnigparalegals to use both for.

training and, for“reference. *

e Another Book, Teach1ng Advocacy Learner-Focused:

Tra1n1ng for Paralqgals, deals with a range of

- educational issues and focuses especially on the role of
I‘l -
the‘supervisor as educator: It includes a numbér of
: \ ;
role-play exercises. \ ’

<)

. C |
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USING QUTSIDE RESOURCES \

. The use of outside resources is especially important

in developing an ongoing training proéram. The

paralegal coordinator should be aware of any training

programs sponsored by other adencies, including nearby

s !
Legal Services offices and other social agencies. He

o

should seek out the programs that might be useful to

paralegals.

- {

s

nother long-term resource possibility is the
; p

- 4

comyunity college system. Most community colleges are

; *
making greater efforts to meet the nceds of adults,

{

?dd there has becn‘q‘surprising increase in the number

of paralegal programs. Most of these programs, however,
3

1

i A . . :
1?20 developed withont input from the public sector,
1

including Legal Services programs. Most community

f
pe

olleges would be happy to allow a Legal Services
4 * \ ~ :

, , .o
pvent' that ho program has been developed, the community

<

servic s division or adult education division of the
public school or community college system should be

Lontacted and asked about Qhe ﬁotential for devéloping

. !
uch a program. |

Possibilitlies range from summer workshops to a full

19 .

LY

presentative to serve on an advisory committee. In the
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2-year course for credit. In some colleges programs

t

have been deve10péa\ﬂﬁch give credit for an-the-job

performance with other courses being given at night

for the convenience of wo.%ing paralegals.
g1

!
>

In view of the national move toward accreditation,
L3 i. .
it is important to take part in the development of,

;raining'pfograms to insuvre that they meet the needs of
* 4 . ,

Legal Services. |

K Finally', NPI|does advanced specialty tra?ﬁing. NPT

already has programs for teaching substantive AFDC, SSI, -

o . : :
and Social Sfcurity disability law coupled with skills

training if/interviewing, investigation, negotiation, and

representation at an administrative hearing. These

s -
programs should be made available to paralegals involved
in specialization. New programs in gonsumer law,

N N - . »* .
unemployment, and areas particularly important to senior |

.citizens will be developed in the next year.

'

L)



INTRODUCTION
Th1s xeport assumes that every Legal Services
.program which employs paralegals is w1111ng to make a
commitment to paralegal training. flThe preceding section
described types of tralnlng ava1’°b1e for small to medium-
51zed$programs that lack the resources for a full -scale
tra1n1ng program.’ This section will discuss add1t10na1
training possibilities for those Legal Services pro;ects-

with the capacity to conduct their own in depth training

. _ T = soa
programs. It will also present a model training format.-
. . M .
s

ELEMENTS NECESSARY FOR FULL-SCALE TRAINING CAPABILITY .

r

Every Legal Services project can and should cgnduct.
the type of in-house training and supervision discussed

in the preceding section. _Ngcessary elements to make

full-scale training feasibfe are monhey, large numbers
of paralegals, and the capacity to develop localized = !
training materials. o -

Money . -
oo N

}

‘ - There have been no Legal Services projects to our

“%*-~—~;—knowiE&geJ;hatwhaMeﬂggen able to oreanize a_ full-scale’

- S ) " SIS

. ]_&)’3 ' ‘ .n:
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paralegal training, program* without receiving

supplemental funds. This funding has come froh

Federal and state sources as well as from private

foundations. One important function of the paralegal

coordinator is to try and locate supplemental'funding

sources.

<

Large Number -of Paralegals

To, justify the investment necéssary for full-scale
traifing, a project should have.a sizable number éf
pa;alégals to.train. These may include CSKqunded.
paralegals, VISTAs, or paralegals on loan‘from a CAP
agency. According to‘a 1975‘NPI survey, there are
approximatély 25 projects tﬁag meet the criteria for
conducting full-scale training.

: Design of Training Materials

Once‘a project has the desire and ability to
conduct full-scéle paralegal training, it must ?etermine
an ‘appropriate trairing format and design materials to
be used. ' -

The following section offers a model training '
format which a Legal Servicés 5rgject could adopt to
deliver its own paralegal training. It explains hoy

fulT-scale” is a relative term, intended to mean a
number of carefully designed sessilons lasting 3 or more

days, using materials written particularly for Legal
Serviges paralegals- A—program roughly equivalent to a

semester course (45 hours) of ogganized teaching would ————

be full scale.

v

194
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such a prpgram ihould be organized and discusses, some

22
.

f

»

necessary materials. Pt ‘
following presentation of the training model, some
of thé training materials deveioped by NPI will be
discussed. These materials havé been revised and refined
through .actual delivery of traininé and evaluation of its

impact on paralegals. An, individual Legal Services

t . 'y Al .
project can draw in whole or in part on these materials

t

as it develops its own deel.

‘ Over the past 3 years NPI has developed an aﬁproach

" to training which has been well fﬁbeived‘by paralegals

2 . -

and by several teams of evaluators. NPI's training

~

philosophy is that skills relating to substantive law
.should be integrated through hypéthetical problems,
role-play, and analysis of the problems posed by a

"

-simulated case.?®

DETERMINATION OF THE NEED AND PLA&NING FOR THE TRAINING

[y

. Before developing a comprehensive training progranm
for paralegals, the need for trainiqé should be assessed.

The first step in such an assessment is to evaluate t

FTn a study funded by the Office of Education, the American
Association of Community and Junior Colleges similarly
_concluded that the education core of paralegal training
n.should emphasize skills development. !

!
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the seérvice needs of the client community, What kind -
4 : of-iegal problems do the clients have? How is the
proqut'meeting their nce&s? Will systematizing
divorce cases and tyrning them over to paraiegals free
lawyers for othér'¥unctions? ,Qf is the administrative
g éaseload such that AFDC and SSI spécialist paralegals
are needed? . \Will parélegalgﬂfunction best‘iylspecialty
i ‘un{ts or in smaller neighborhood. offices? | ‘
Ohhg a project has decided what paralegal functions

will bé, a training plén can be developed. The plan

' 3

should reflect office structure, degree of available

lawyer supervision, educational level of paralegals

to be h;rea, and functions they willﬁperfbrm'(and

~

'yhere known, the anticipated duration of their employ-

ment),’

Trained paralegals are usually specialists, but

14 . .
some projects use them as generalists, The training
needs of the two differ, just as tralnlng needs for

r_,_,__;_.*___

--—-—4'—'7"‘"""'—
Tull- t1me, permanent staff may differ from the -needs of

’ temporary staff.

PARALEGAL COORDINATOR

The success of a,paralegal program 1is probably more
‘dependent on the paralegal coordinator than on almost

! any other factor. Section II of this report discusses

L VRN S
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the coordinatqr's respoﬁsibilit;;s. In a project which
conducts intensive, full-scale training, a coordinator
will also be responsible for organirz®ug the training
program. Otheriresponsibilities will include seeking R
additional training funds; coordinq}ing design of the

materials; organizing and preparing a training team;

designing a schedule; acquiring facilities; and

'supervising the training program.

-

-

PROGRAM DEVELOPMENT

This training model‘is designed for paralegals who
will specialize in administrative law. It provides for
training in basic legel skills, such as interviewing,
investigation, fact-léw analysis, negotiation, and
presentation of evidence at administrative agency
hearings. }n addition to skills it allows a prbjec}
to trﬁin in two areas of substantive law. This®model
is designed for training paralegals in groups or
multiples of four. Each grogp covers one area.of
substantive law. Basic methods of tfaining are lecture,
open discussion, and role-play.

The following summarizes the sequence of events for
a 4-day intensive training program. Every session begins
with the trainer preséhting a summary of the session,

including purpose of the session, material to be *covered,

+
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method of presentation, and how the session fits into
the overall training program. Events are listed as
they occur. Sample master and trainee schedules follow

the narrative.

THE CURRI CULUM P

- ~

Introduction to the Training Program -

This session is scheduled for 1 hour. Its purpose is

¢

to provi&e an overview of the trafning program and

logistical information, introduce the training staff,

and allow the trainees to ask general questions about

the training. .
Social Hour ¢
» . a
A social hour is scheduled for the first night to .

enable the trainees and ,trainers to meet informally.

The project should pay for refreshments and all trainers

-

should attend.

Unauthorized Practice

. X .
_This session is scheduled for 2 hours and.is taught

to all trainees simultaneously. The session acquaints

paralegals Wth the-concepts of authorized and

unauthorized ptactice of law. It begins with a

description of the session and an explanation of the

©

sources of unauthorized practice rules. Key "issues
»

are then dramatized.

« 7 .

Aruitoxt provided by Eic:
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In order to highlight and discuss these key issues
NPI has designed a hypotheticatl, three-count complain:
charging a paralegal with unauthorized practice of law.
After the paralegals have had a chance to discuss a
ccunt, two trainers, playing the roles of counsel for
the bar association and defense attorney for the
paralegal, present arguments.on each side of the issue.
A third trainer serves as judge-moderator and leads
the discussion. The moderator also tells the paralegals
what the prevailing legal rules are for each issue and

highlights any local or national trends.

Advocacy and Professional Responsibility

. This session is scheduled for 2 hours and 15 minutes.
Both groups participate simulteneously. Three trainers
are.needed. .

The purﬂose is to get the trainees to discuss some
of the basic ethicaluhhestions enco;ntered when per-
forming as an =advocate in a Legal Services project. ‘the
asX Code of Professional R;sponsibility, particularly
the nine Canons, and ABA Foymal Ethics Opinioh 334,
dealing with advertising and solicitation rules, are
discussed. Next, several situations are presented
th rough fole-piay by the trainers. These situations

illustr%te such problems as. a client who lies,
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. v-confidentialityg conflict of interest, disagreement with

the goals of the client, dislike of a client, and'
caseload management. The trainees can engage in dis}
cussion and participate in role-play as they seek an
understandlng of the issues raised.

Review ef the Substantive Law and Introductionhto
the Problenm. q

In this session, scheduled for 4 hours, the group

. are divided into two specialty groups. One trainer is|
required for each substantive law settion. .
The purpose of this session is to provide a com-
prehensive review of substantive law concepts; describe
the role the paralegals wilf assume during the next stages

of the training program; and distribute and d¥scuss the

law of the problem (usuallysstatutes and/or regulations).

Documents that will be used during the rest of training’

\ will also be described.’ ‘ .

\ - -

\ The design of the two substantive law sections

should be based on local or state law. .

-
Before the actual training session trainges should

- receive an overview of substantive law and familiarize ©-
*

3

themselves with the specific area they will be working

p . with. This should include informdtipn about the

structure of the agency(s) administering the law,

. the regulations governing the agency, and the procedures
usgd by the agency. ,
RC | '
— N [ ( . y -
Hwiéﬁﬁﬂ 43\{1) -
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Review of the Law of the Problem ° ’

This session-1s scheduled for 1 hour. One trainer,

agquainted with the law, should confuct this session.

Its purpose is to review the law to make sure that each

participant can understand and use it.  This can best be

achieved by'deveioping a set of programmed-learning .

problems, based on the law, which are distributed after

the introduction to the probl%m. The trainees should
complete these‘problems before this session. This
re;iew theé re}nforces_ﬂhat the trainees have already
worked through, ! \)

Legal Research: Introduction ‘to the Legal System
and Lesal Terminology 3

This session scheduled for 2 hours, is conducted b
53 Y

LU

one trainer. . >

- . - -
°

[his has always been one of NPI's most popular
couf;es. Paralegals generall; come into the course
quite mystified about the étnuctu;e of the legal system,
legal terminology, and legal resources. They should
leave with a clear understanhing of the legislative and
judicial systems, both state and Federal, how to use a
series of law books, and how those tools relate to
each other. NPI proJides.a simple welfare problem.

The trainer can lead the trainees step-by-step through

’

the United States Code Annotated (and its pocket parts),

. LY >
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United States Reports, Shepard's Unlted States Cltatzons, -

the Code of Federal Regulations, and the,, Federal. ‘

REglster. As a result of this course, many paralegals

N

ga1n the confidence to use the resources of the law . oy,
11brary. . .
. Interview Components - T .

This session isescheduled for 1 1/2.hours. It is <

conducted, by one trainer. The overall‘pufpose of the
a A | . .
interview sequence’is to teach paralegals the importance

- Yy . . .
of conducting a skilled cl;entvinter;iew, including

such elements as the relag}onship between the client and

-~

. / .
the paralegal and gathering and assessing facts.

The session concéntrates on three parts of an inter-

view that have been troublesome to paraiegals: (15 the

] -

N

paralegal's greeting of the client, (2) the eiplanation '
given to the clieft regarding the paralegal's vole, and
(3) the paralegal's explanation of the procedureg_ ‘
necessary to fgs%}ve the problem, -

Interview ‘Role*Play and Comments

Two hours are allowed for this session. “The purpose
of interview role-play is' to enable the paralogals to
conduct a cliert interview with a trainer present tb
of fer constructive comments; The interview should be' R

based on a carefully cqpsiiucted set of facts. The average

interview lasts 45 minutes to an hour; the remainder of

292" “
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~the time is devot%d to comments. An actress should play

the role of the client (see p. 20§, supra)

* ., . = Each paralegal should have an 1nd1V1dua1 room in

which to conduct his* 1nterv1ew The room ‘should be
arranged so that the ,trainer 1s.as Mnobstrus1ve as " *
, possible. The trainer-observer fust remain silent, .

tgking detailed and, where possible, verbatim notes on

R Py . 13 . . s ps
the,interview. Notes are essential for making specific

]
. comments on the trainee's performance.'

The critique nfter the intenview role- play must bg
! conducted with extreme de11cacy and sensitivity.
Comments should emphasize good points. The paralegal
. should give a seélf-evaluation of the 1nterw1ew before v
the trainer's cqyments. Time might also be spent
discussing basic ele@enté gf a good interview, relatiné
- them to the trainee's pe{formance where possible. ¢
At the end of this session, the paralegals should
rezeive a setsof sgiPhlated'facts upon whigh the rest;

of the training pfobléh will be based. They shouid be

informed that for purposes of ébntinuﬁty these facts

» N [ . . -
. will be used for Ehe remainder of the,training :
. regardless of what they have discovered in their
individual interview %ole-ﬁlay. o ¢
- *
< -
. ] LI
1
O s 3 . e
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o« Investigation |
’ o L4 ‘
- Three hours and 45 minutes are allowed for this

session. Its purpose is to lpre'znt various-techniques
'foy gathering, evaluating, and analyzing data. The,
scssion should begin wichua discussion- of simple, . .
straightforward definitions of what evidence is, haw

it is gathered, and how it,ié used in an administrative

. \
case,
’

‘ e

The second phase, "Fact/Law AnalysTs,'". is an.
exercise in setting out and analyzing the facts and law

of the case, keeping in mind,the concepts of gathering

ev1dence to support the client' s claim. Paralegals

are given blank Fact/Law Analyﬁls sheets and are A -

! allowed to work through one or two .of the issues of the .

case with the trainet's assistance. At this point the

L] - .
paralegals have identified several potential witnesses.\
Fhere should be a discussion of interviewing witiiesses.

Preparatlon and Instructlon for Negot1at10n

The, purpose of this 3 hour session is to veach

¢ e some of the concepts-and skills necessary to negotiate., -~

The session must estab11>h a general conceptual frame:

L)

work for negotiation, bUCh as the role of the negotiator,

A

role of the client, fanalysis of the bargaining situation,

“development of the baxgaining range, development of a

-

negog@at&on strategy, and use of negotiations as a

ERIC B DI ~
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vehicle for discovery.

The conceptual framework must

then be related to the facts of the case. :
£ " .
At this point much emphasis must be placed on

organizing the facts and the law. The trainees need

the opportunity to think about and prepare tactics and
: S
settlement positions. ’

. 7
This session should also provide general

S

instructions for the forthcoming n?gotiation rou. --play

session; therefore, discussion should focus on

w2

prepa -ing ‘the case problem.

Negotiation Role-Play and Comments

~

The session is szheduled for 1 hour apd 15 minutes.

Th'e trainees represent the client at the negof&ation

role-play. while. the trainer actQ’as the agency

representative. Iss;es should be.negotiated with a

_discussion or:eritique following. ‘

, The para{;gal should be allowed to discuss and

analyze his performance a?d the trainer should focus on
*general 'skill‘s_ of negotiation. It may be ‘helpful

for the trainer to first allow the trainee to discuss o

the performance. Then the trainer can trace the course

ol ; . . -
of the _negotiation-+through its various phases and discuss

. ' o
the trainee's plan and whether his strategies were

success ful,

P - >




Preparation and Instruction for
. - Adminlstrative hearing

This section prepares trainees for an administrative
. & hearing. Training materials should reflect the actual
procedures used by state or local agencies in their

hearings’

Preparation for a hearing is quite sophisticated
and complex. Four hours are allowed for the session.

The preparation and instruction phase should show
. ’ | . .
trainees what actually happens at an administrative
- - 4 1

. a {
hearing.

Trainees are taught how to analyze the legal

€

¥

elements of the client's can, including applicable
regulations; legal requirements which the other side

must satisfy; and how to anti:ipate the opposition’'s

case.

" At the beginning of this session the trainer should

.

s .., review certain tcrms and rules of evidence used in the

broceéding.
. - The hedring preparation also inclu&%& the
following:
. 1.  Organfzing a hearing notebook.
2. Outlining Ehﬁalegal issues of the case.
. 3. Discussing'éacﬂ legpl'issue and the facts
needed to prove the trainee's case and

- to disprove the opposition’s.

- P -
- " )

Q ) 2 )0
ERIC .
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4. Considering possible objections and cross- -
examination strategy .

5. Developing opening and closing statements.

Fntroduction for Client Preparation{‘.

After working on ind2vidual preparation of the :
case, the trainees meet with the trainer for 1 hour to, p
receive instruction on.client preparation.

The lack of adequate witness (actor) preparation
has sometimes been a problem during trainee-conducted

hearings. Immediately after this preparation session,

an hour is spent preparing the witness., At that time,

the trainees should explain the hearing procedures and

~

brief the witness for direct and cross-examination,
Major themes of the case should be discussed, including
the strong and weak arguments of the case.

v

Hearing Role-Play and Comments

The session for hearing role-play'and comments is
2 hours long. The trainer serves as an administrative
law judde or hearing officer. The basic problem for
the hearing officer is.strikingaa balance between
lettiﬁg the trainee preésent his case and giving enough SRR
direction so that the trainee does not go off 39 -
tangents. The hearing officer should rule on evidence

submitted by the trainee and, if the trainee is mistaken

N

about a certain procedure, the trainer must be able to
. .
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- aptitude or- educatiocnal levél, a trainee must have good

cofrrect him without leaving the role of hearing officer.
e

The trainer should allow at least 45 minutes for

y
i

comments at the end of the hearing.

\

Closing :
Training may end in various ways. NPI recommends

thht the paralegals be brought together to discuss the

training and to make suggestions and recommendations.

s

SELECTION OF PARALEGALS FOR TRAINING

The model proviles for intemsive and sophisticated

skills 4nd substantive’law training and is recommended

for trainees with at least 4 to 6 months of Legal
Services experiencé, including some client contact and
direct éxperience wérking.bn client problems,

Although selection should not be based solely on

reading comprehension $kills to deal with the case

problem;

The paralegal's job assignment is the most important
factor. The project must be prepared to ai}ow a
paralegal to use the skills acquiredﬁin‘training: While

some skills would be appropriate for almost any paralegal

work, this training is-aimed at those who do, or will be

d01ng, admlnlstratlve law work.

Before the paralegal's arrival at the tra1n1ng 51te,

he should have received precise information on the train-

2938



ing program, facilities and liying arrangements, travel

reimbursement, as Qell as some of th% training.materials.
In addition, trainees should reccive an overview

of the substantive law to be covered and should have an

opportunity to become familiar with the specific law to

be used in training, including the statutes, regulations,

and procédures of the agency administering the law.

THE TRAINERS
Once a project has decided to offer a major training

program, it must assemble a training team. Good trainers )

a

are essential for good training. .
A trainer must be thoroughly skilled and experienced

in the subject he is to present. In order to discuss

health law; a érainef should know substantive health law and

be an experienced health law.advocaté. In order to .
teach interviewing, the trainer must have had inter-
viewing experience and have analyzed the skill

sufficiently to be able to make an orderly and cogent
‘ -

présentation. ’

Knowledge of basic substantive law is not enough

L]
to make a successful trainer. Trainers must be

~

interested in and committed to utilizing paralegals.
- They‘must be able to perceive the nceds of individual -,

trainees and be sensitive to those needs.  Where

‘ERIC |
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possible, paralegals should be part of the training
team. In addition, to their substantive knowledge,
paraiegals provide effective role models and can deal
with unique problems trainees may have in defining their
jobs and status. Paralegals who have participated in
NPI training as trainees might be potentiai trainer

v candidates.

A trainer must spend sufficient time preparing for

‘the course. He should review all training materials and

prepare an outline of each presentation for which he

is reSpons1b1e. A trainer should also pdfthlpate in the

trainer-preparation session, described below, if the »
project will be using NPI materials. '
Each trainer should be totally freed from regular,
. duties to prevent conflicts bctween training and officé\
work. This is essential where short-term, intensive
trainiﬁg is 1nvolved In~the case of-long-term training,

the trainer sHould have his normal workload reduced so

that he can spend the necessary time in training.

. 3 .
. A trainer should De able to organize and present
. material-and information coherently and in a stimula-

. ting manner. Trdining must be viewed as more than
trndlcxonal claxsroom lecturlng or 1nformat10na1

teaching. dCh paralegal must have the opportunxty to

@

present views and develgp skills.

N

ERIC LT 29
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’ RECRUITMENT OF TRAINERS . B

i f .l The training coordinatqr will need to de&ote
substantial effort recruiting the training team. The
coordinatot should look for the qualifications m?ntiongd
abové. The training that h;g been described works well
onlf if trainers are concérneé not only with the

- v . .
presentation of an individual training component but

alsb with the success of the entire progranm.
2

lollowing are potential sSources for recruiting
i~ .

’ . )
a training team.

Attorneys and Paralegals Within the’Project

The coordinator might first look to project per-

sonnel. Project staff should be part of the training

. team since they can explain how the ﬁ?é}EEt wogﬁs and

how ‘various_gases_are handled. In choosing staff

personnel, the coordinator will have to take into account
not only the éompetence and interest of the individual
but also the relationships between potential trainers

and trainees. _ . o

Outside Trainers

Outside trainers may include attorneys of paralegals
from other Legal Services projects that have done paralegal

training. They may also include agency officials, court

pevsonnel, or private attorneys,

v
>

ERIC o
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NPI Staff .
NPI has a training staff that has developed and
presented NPI course materials. qubers of this staff R

- 4 .
are available to assist in individual training sessions:
conducted by a Legal Services project.

NPI Consultants

Ovér the past 3 years NPI hés been assisted by
outside consultants who have helped design and delive;
paralegal training ﬁrograms. . A list of these .consultants,
who serve as part-time trdiner;, has been compiled and* - .
is availabletoany project conducting an individual .
training sessfon. NPI considers any listed,eerson to be
a skillful, experienced trainer, fully f;miliar with

NPI materials.

TRAINERS MANUAL

“ By using the training format described above, a
project can use NPT materials to delivpr its own program,
In order ta expiain its materials and teaching
techniques NPI has developed a trainers manual. This
ﬁénual.supélies a detailed, session-by-session description
of how to conduct a traihing program, including a summary

.of each training document to be used. ‘

The trainers manual explains the rationale for the

curriculum's structure, its general goals, and the

[N




logistical considerations of running a program. It also
R
describes concepts which can be communicated by the
tra}ners and particular teachingetechniques and exer-
cises which have proved successful. .
This manual can be used by any trainer who uses

NPI training materials in whole or in part.

TRAINER PREPARATION ~

v

¥

From experience in distributing training materials )
v . . -

nationwide, NPI and CSA evaluation teams have reached

- L] -
the conclusion that using NPI materials along with the
trainers manual may net be sufficient to enable a
Legal Services project to conrduct a successful training

program. The individual trainers need a personal

orientation to an NPI program in order to deliver it

effectively. To meet this need, two methods of training

. trainers from Legal Services projects have been developed
One method is to invite trainers {rom the field to

a regularly scheduled NPI training session. Trainers

. -

receive the materials, trainers manual, and schedule a

few weekswin advance and are asked'tg arrive 1 day before -
/ the conference. This day is spent séudying, with NPI's

help, the techniques and matevials to be dsed during

training. At the conference, project trainers ave

primarily observers; however; they are also asked to

H




hélp teach some -of the sessions. After this 5 to 7 day °
period of observing and participating in the prograﬁ,

project trainers become familiar with the materials

?
5  and how they are presented.

~ Over the past 6 months NPI has invited trainers s

from Regions,"-I, II, III, IV, Vv, XIII, and X to 'serve
as ohserver-trainers. Each NPI session has iﬁcludéﬁ .

approximately four observer-trainers who were selected

:‘ by the regibnal directors on the basis of their

e e e . “

These trainers, having observed and part1c1pated in an

NPI session, should be prepared to use NPI training -

materials within their project ov region.
This method also helps create a cadre of qualified
{ .
trainers in the tield available to work with other

+ .. . prdjects.

The second method is to.schedule a 2 to 3§ day

e

sebsxon explaining NPI materials and techniques tq an
entire training team. Durlng ‘this orientation NPI

staff trainers explain the format of the program and any

.

scheduling problems that may arise. The trainers manual

and training materlals are discussed with suggestlons

s

on possible changes to make the program more applxcable

to the individual project or region. Spec}al attention

- a
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,
' . is given to-the techniques of gettihg trainece

- - participation with emphasis on the role-play simulations

i

0 throughout the training®y - N

. i . This method, used by NPI to train-regional and .
§taie tra}ning teéms in Regions ITT, IV, V. and VIII,
Eoula also be used for individual or joint-project

,Eygqning. This menhoé of training is preferred when
‘trainers are to‘take a leading (rather tﬂhn observer)

. .
role in presenting a training program.

e e

LOGISTICS -
To ‘insure smooth operation of the training program
the coordinator must ve aware of the many. logistical

details arising before and during training.’ Following

: are suggestions on how to avoid problem areas. °
. Facilities ’ . :
. N

Becguse of the infensity and demands of the training
program, it should be qgnducted aé an overnight retreat
or conference~center'raiher than at or né&ar the office.

. Tlris alleviates burdensome commut§ng, allows the v
trainers 5nd trainees to get together for discussions
and exchandes of 1deas after class hours, and elxmlnates
the distractions of work and family. If long-distance

travel is required to reach the site, it is advisable -

. *
————— e _ _ .
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that prearranged travel plans be maQé. P1repaid
reservations made by the project will insure that all '
particfﬁants arrive and depart at the designated time. .

o . - ——

In addition to sleeping rooms -for the trainees and

-

trainers the training site should have classrooms and at
- least one social area for participants to use after
class hours. The number and size of the classrooms will

vary with the number.of trainees,

- Scheduling s —_ .
A copy of thg schedulgnuséa for this S-day training
model follows this section of the report. The master . @

schedule shquld be distributed to each tra1ner. Thé

model is desxgned however, ‘to be utilized to train i

multiples of four. The number of partlcxpantﬂ may be

1m.rcased by adding multiples of two to each of the *
groups (A and B). It is.important that each class ' .
or subclass be limited to 12 participdnts. *This assures -
full trainee participation. " . l .-
R The schedules‘of the trainees hre staggered so that .

Group B receives Legal Research at the beginning of
traxnlnguand Group A ‘receives it at the end Staggering
insures that - the two groups never have a role play

.session at the same tlme, thus reduc1ng the number of

necessary tralners, rooms, and’ actresses. An example

of an individual paralegal's schedule is attached.

N -
~ .
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Actresses for:Model Training ) .

Actresses will be needed tooplay clieﬁts during

fol®-play. They can be hired from the client community,
-

university drama departments, and amateur or commund ty

theater groups. 1In order to make the role-play as .

realistic as possible, the actresses should be unknown

. . to the paralegals. They should be ablé to credibly

N
<

portray a client in‘g hypothetical case. .
For the schedule designed for eight paralegals,
four actresses are neoded. - c -

. ‘ e

Each paralegal will conduct an initial interview

_with the client, have a chance to prepare her for the

~

A '
hearing, and have her serve as a witness at the hearing.

L At least 1 week before the training, each actress .
should bé given-packets of materials for the roles. Each
“ . N

packet should cortain the factd of the case, a ~ *

chronological case history of the client, and any
CW 163 ’ .

o " . .
documents-or ‘Forms that the client will possess in ‘the

ghypothetical case. Actresses should be_thoroughly
‘ : . - —~— R P R

. ~ y U .
fam}lxar with the materials before they meet the trainers.
A dpy or two before the first role-play, two trainers

| ] . .
,$hould meet the actresses and discuss their roles and
}
i
4

3 -

schedules., 1t is helpful for the trainers to‘i{lubtrate .

protions of a typical role-play situafion to give the ¢

actresses some idea of how it will gd. ,Any questions

. ‘ *
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about the role sﬁguld.be discussed at this time. It
shpuld be stressed-that the actresses must use only )
- ‘~» the given facts and not add- to or change ‘them. .
o . The - actrgssqf should understand thelr importance. —
ro~tKe entitre training program. The part they “play
in the interview client preparation, and hearing }s.
important to the paralegal's learning exper;ence.
_They must be prompt and kaow the facts thoroughly.
‘The cost, of* h1r1ng actresses will vary depending
«on what. region and groﬁﬁ’they ‘are from. At $5.00 per
hour, the. cost of agtresses for the model schedule
* would'be $240. NPI recomm;nds that funds be set aside
to pay actresses. A proqus1onal performance and

e commitment to the JOb makes role“play a Valuable

. learning experience. If momey is not available, effort
. 4
should be made to find a group sympathetic to the
Q.goals of Legul Services that would donate 'the’.necessary

i

.7 time,

) THE BUDGET . R ;

.

' The bhdget reflects the cost of training far 1
project with 12.paralegals and %-trainers.’ .
Fhe budget assumes that: ‘ . S

»

1. The project willruse NPL training materials. |




2. The project will s‘eléct tra1ner 4n consul-

A tation with NPI'and that two NFI staff
) -’ Will be part of ‘the training team.' o
‘o 3. NPI will have staff time available and
o ' -perfission.from CSA to devote staff time to
xthe program. e
N ) -\4:-_NPI staff t1me can be prov1ded free, but the
. - project will ‘pay for NPI staff travel room,
< and board. . - .
> 5. The pro;ect will pay for tra1n1ng materlnls

and ‘other- expenses related to trainine.

o
. v

l

. . - .

[N .

. Enelamznary 1-day trainetr- sess;44
et N
NN " 5 tralners, room, and boaro e’ $30 $ }50
o Trmvel o V- o
12 trainces ¢ $10° .. _ 120
5 trainers: 3 2 $10 . 30
S a2 @ $150 300
7 . w ° . 5 - _"(
* Materials \ ) '_ .
i [} .t t . - 9.
e T18 COpleS e $30. ° 540
. : 3 v1ﬁeu tapes @ 325 “ . 75
. Room “and ‘board -
«' " 18 for 5 days.@ $30 . ° : 2,700
' . Glassroom rental: 5 days @ $25 _ 125
‘ Miscellaneous: supplies, refreshments, 200
N : _etc. . e
‘ Total  ~&,000
AT This‘is‘a‘minimum estimate and does rot include

+ the' possible expense of preparlng local laiw materials,

v P

. . . to the training site.

A FuiToxt Provided by ERIC . &

u51ng out51de\consu3tants, ot transportlng,materrals

-y 4

e
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. Jhree years‘ago; NPI was established to conduct

.studiés and surveys, design training material, and

prepar e reports and recommendations for OEO. Since .

. then, NPI has also been mandqted to proyide technical o
Bssistancé, preparé and offer.training‘nrograms, anﬁ
experiment with varioﬁ; modes.of training.

[y

» In 1972 the need fortanalysis, experimehtation; o
trainihg, and techﬁi;al assistance was cle%r. t remﬁins
as clear today.' The paralegal occupation is still
evolving and its popential'is fdy from fulfilled, Thex
movement has emeré%d as a new occupation and paralegals
are bringing about fundamental changes in the delivery
of legal services. Five years ago there were a handful

of paralegals in Legal Services. Today there are about

1,200. 1In some projects they handle almost 50 percent

-

. of the cageload. -

The recommendations which follow are aimed at -

<

strengthening the utilization of paralegals in Legal
‘Services, expandinﬁ knowledge about paralegals, incfeasing )

available training, and conducting expérimer’ts as a

LY

prelude to future policy.

'Thg greatest single need is for training. The

foregoing report establishes that paralegals are widely
!

-

used, extremely effective, and desired in great numbers
. <, :

\ 220
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1' and -substantive areas of law.

by projects., A paralegal is a layman trained in skills
Training resources at
this time are insufficient. Withpux.graining, both on-
the-job dnd formal, Legal Serwvices willtbe.snbiect\to
the charge that.it is imposing un§killed and unqualified
"people on its clients,

Many steps nee@ to be taken in addition to -increasing
the, ngmber of t}ainers. The following recommendations
are not necessarily consistent ﬁith each ofher, and
recommendafions concerniqg'%raining in particular require
some choices among them. The ;egommendations are’ . ¢

¢ “
addressed both to the Community Services Administration

(CSA) and the new Legal Services Corporation.

> E Y
& .
2

.




SECTION IV

N

RECOMMENDATIONS TO THE
COMMUNITY SERVICES ADMINISTRATION
AND THE

* LEGAL SERVICES CORPORATION
2 4 ~
{-




* RECOMMENDATIONS

| .
| N 1, ESTABLISH COORDINATION WITH FBDERAL AGENCIES -
L . FUNDING .PARALEGALS

As the reportishows, slightly less Fhan,half the

Legal Services paﬁglegals are funded by outside sources:

such as CETA, Older Americans Act, and VISTA. There

has been“llt;le national coordination between the

| " Legal Services program and these’funding sources. As a
result there is scant Federal agency policy on Legal
Services or on paralegals, _even from those agencies
from whom substantial funds are allocateq for Legal
Services and paralegals. .

. There should also be coordination with botential
sources of fuﬁding For studies and training, such as the
Office of Eduaation and other &ivisions of HEW and tag

National, Science Foundathp.

° 2- ASSIST IN ESTABLISHING BROAD BASED ACPRFDITATIO"
AND CERTIFICATION BOARDS

) It is likely that, in the near future, rules for
accreditation of.paralegal training and for

} certlflcatlon of paralegals will be formulated at state.
|
|
|

and national levels. These rules will have an important

~
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impact on shaping the paralegal occupation--who can be
_in it, what training paralegals should receive, and

limitations on what they can do.. There is great risk

that protectionist and narrow p011C1es in these areas
> will severely limit the .role of paralegals in Legal
ngVlces.

Many ba; assoc1at10ns around the country Rave begun

to take control of accreditation and certlflcatlon,
”

These efforts have been widely opposed by paralegals,
educators, Legal Serv1ces progranms, and citizens
generally. The prevailing policy in accredltatxon

circles is that such rules should be established by a

“broadly representative group of lawyers, paralegals,”

. educators, and citizens, Such is also the view of the
Association of American Law Schools and the American
Association of Community and Junior Colleges. CSA
and the Legal Serv1ces Corporation should work with
various nat10na1 or&anlzatlons to esgabllsh broadly
representative rule making bodies. .o

/

FUND A.STUDY ON THE USE OF PARALEGALS IN
ADMINISTRATIVE REPRESENTATION .

The greatest single use of paralegals in Legal
Services is for admiristrative representation, in which
paralegals are authorized by various Federal and state

regulations to handle cases through administrative

-~

-
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hearings.

However,
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_the Federal and state regulations

are sometimes unclear and there is’ a further question

O

ERC

"

unauthorized practice laws.

In a number of instances,

private attorneys and bar associations have sought to

reduce and limit such work by invoking unauthorized

practice laws or proposing legislation to modify the

present rules permitting lay representation.

nof—theﬂboundarieé to~su£h~baraiegai“w0rk imposed—by——"

—————

Further study is needed so that policies and actions

can be initiated to preserve this most important area

of paralegal work.

A §tudy should be made oﬁ\all

Federal and state laws permitting lay administrative

representation; unauthorized practiceé Iaws; the

functions paralegals perform in hearings;

general,structure of such hearings.

ENCOURAGE EDUCATIONAL INSTITUTIONS TO TRAIN LEGAL
SERVICES PARALEGALS

Almost without exception the colleges, universities,
. L4 3
K3

and the -

and law schools engaged in paralegal trainihg offer .

exclusively private law courses.

As a result,

millions

of dollars of educational resources are bging devoted

to paralegals, but virtually none for the benefit of

Legal Services.

" This results ‘in part from lack of

knowledge aboyt the nature of Legal Services,, absense

of Legal Services training material,.and uncertainty

o

)
<’
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hbout jobs for paralegals trained in  the public sector.

The offering of public law training hy‘even a small

numbanof-colleges could markedly correct current

training deficiencies. ' Steps should be taken to inform

schools of the public sectersvtraining need, provide
'

them with materials and technical assistance, and

LnSure that the1r graduates have reasonable )ob .

opportunities.

5, ISSUE A CODE OF COWNDUCT AND RULES FOR LEGAL
SERVICES PARALBGALS

Legal Services attorneys and paralegals have no

clear guidelines for paralegal conduct. Issues®of

ethical responsibilities of paralegals, confidentiality,

signing correspondence, and identificdtion to the public
regularly arise énd no.guidance is. available.

Many bar associations are éféfting and
promulgaglng proposed rules of conduct for paralegals.
These proposals are geared to prlyaé: law paralegals and

either do not address or unwittingly interfere with the

" functions of Legal Services paralegals, Unless this

void is filled, rules of conduct will be set by others,
to the probable detriment of Legal Services.

6, - APPOINT A BROADLY REPRESENTATIVE ADVISORY COMMITTEE
ON PARALEGAL MATTERS

The number of panalegals in Legal Services_has

reached a magnitude which justifies special attention.
Yy ) D

‘ 27490
\

-

Y
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Aside from the studies, experiments, and recommendations

of NPI, there is -no source of 601&cy; advice; and

recommendations to the national program. An advisory

committee of Legal Services'attorne&s, clients, citizens,

‘paralegals, and paralegal trainers should be established

to give the national program regular advice and insight

from those working in the field.

EMPLOYMENT, UTILIZATION, AND UPGRADING

1, FORMULATE AND ISSUE -POLICIES TO ENCOURAGE
* EMPLOYMENT AND UTILTI ZATION OF PARALEGALS

s

"While many Legéthérviges programs have employed
paralegals on their own initiative, they have only
demonstrated rather than exhausted the potential.

In the past, OEOQ developed policies requiring

projects to analyze and takpqsteps to accomplish certain
4

goals. The most notable example is the law reform
requirements 1ssued by the national offlce in the late
1960's. A similar pollcy is- needed for paralegals

- " Projects could be requ1red to analyze funct1ons
related to divorce, iandlord-tenant, administrative
cases, and so forth, which need not be performed by a

lawyer, and then be encouraged to assién those functions

to paralegals. Very few projects have analyzed the

e,

division of work possible between paralegals and lawyers _

5
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and a national directive will be necessary to bring
[

_about such analysis on the project level.

N -

As a.variant of this, some prbjects could b%
required to demonstrate that they .are handling cases as °
efficiently as.possible, There are examples around
the country of systemization and use_o% paralegals
which greatly expand caseload capacity, These more
éfficient(projects couid be used to set staﬁqifds which

other projects would be required to meet. Most often,

this would involve increased utilization of paralegals,

A simple approach would be to indicate that
experience has shown that projects can EUnétion more
effifiently with a certain minimum nupber of paralegals
and require projects to expend a cgntain pqrcentage,
perhaps 15 percent, of their budget §n.pqralbg9153¢
2, PROVIDE FUNDS AND INCENTIVES TO EMPLOY PARALEGALS

As an alternative to the above recommendation, the
n;tionaf program could invoke the incentive of additional
funding and benefits to those projects which employ
paralegals and use .thenm effeé&ively. _Thus, a project

might be offered a S-percent funding increase to be used

exclusively for paralegals, provided the project develops

an approved plan for training and utilizing paralegals,
i .
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3; DEVELOP NATIONAL POLICIES ON PARALEGAL
SALARIES' AND CAREERS . *

As the report 1nd1cates, paralegal salaries are
extremely low, frequently less than those of Secrgxarleso
‘Legal Serviceé paralegal salaries are almost always far
below the salaries of private law paralegals. Moreover,
there is no policy for salary increments, promotions, and
career ladders.

There is an ahundance.cf talent available for
paralegal work and publié interest in the occupation is
high. This infusion of talent could have dramatic

. consequences on the quality of légal services to‘the poor.
However, inordinately low salaries and absence of a
career structure will cause Legal Services %o lose th; .
best paralegals. GOne efficient, well-pafa, and T
motivated paralegal is worth twé timeservers.

. The national program should.design gu}delines and
hodels for paralegal salaries and career ladders. N |
lj, FUND EXPERIMENTS IN THE UTILIZATION OF PARALEGALS

‘ Legal Services prognams have utilized paralegals
creatively, but they seldom have funds\for_experimenta-
tioﬁ? Experimentation requires not only some risk
*taking, but a careful data gathering and eygluatign

X

process. Some possible experiments are:




‘ Establish an experimental office of 10
paralegals and 2 attorneys, with the attorneys'
principal responsibility being supervising -
and training paralegals. This office would
attempt to demonstrate how systemization,
supervision, and large Vvolume work can allow
paralegals to lkandle most Legal Services
.problems. (Similar experiments have been tried
with great success i the private law sector
with—even more paralegals per attorney.) .

Conduct a demomstration, in conjunction with
other Federal agencies;, for training.and
utilizing retired, disabled, blind, and other
disadvantaged people as paralegals, NPI has
“trained one blind paralegal at one’of, its
regular training pfograms with amazingly few
problems. HEW is .known to be interested in
paralegal work for the blind. v ot

A’ low subprofessionals to perform somé of the
routing work which requires knowledge and skills,
but is pot paralegal work; for example, intak
interviewing, outreach, and community liaison,

_ Some of this work might be perfermed by college.
and law students who have taken a spetially
designed short training program.

Set up a clinical training center, similar to. .
law school clinies, where paralegals are
brought in to work under the supervision of
trainers on a few selected cases and to receive
organized instruction as well. Paralegals

might be rotated through such avclinic in groups
of 15 every Tonth for a total of 180 a year.

5, PROMOTE, THE USE OF PARALEGAL SPECIALISTS

{
As shown in this report, specialiw.tion’is the

most efficient way to use paralegals. However, many
programs usc them as generalists (or primarily as intake

° - * 3 9 -
interviewers). Massive caseload pressures combined .with

a small number of attorneys often dictate this use.

4

P e

[}




L -26- S

A N -
=

o
N

The most extreme;%ﬁﬂt not unusugf) situation is where

one lawyer ahd oﬁe pﬁralegal function in a neighborhood

&

. ! .
office, Such a paralegal is.often expected, with little

or no training, to Randle consumer, landlord-tenant,
' L 5 15 © N

Social nguy§&§g AFﬁC, and unemployment compenéation
cases’ all within a single day. One ppssible experiment
aould be to have paralegal sgecialists rotaté ampﬂg
‘various neighborhood offices, handling only particalar
‘cases-‘in ea?h,offkce. . 7

.

There has been no natijonal Office of Legal Sefvices

-

policy regarding the virtues of paralegal specialists
vqrsus‘generalists. Such a policy would promate better

utilization of paralegals, . e
AS

6, PROVIDE TECHNICAL .ASSISTANCE TO PROJECTS TO OBTAIN
OUTSIDE FUNDING FOR PARALEGALS

Many projects have successfully obtained outside

~

funds for paralegals. However, little technical
assistance is ;vablable in this area. In particular,
the projects Qfed"cod}dination and direct assistance with
the funding agencies in state éapitals, from which most
such funding flows, It is often insufficient to call ta
a project's attention the possibilityxof outside f&nding.
They lack appropriate access to fqéding sources and the
funding sources are not sufficiently enlightened about

Legal Services., . \

<
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Being based in Washington, D.C., and having other

. priorities, NPI i~ unable to help projects obtain state

' -~

2
funding. ) 0
¢ &

In some states where statewide lLegal Services programs
are responsfb’e for coordinating and promoting outside
finding, considerable success has been achievad. It is'
recommended that the nat1onal program cstablxsb 1eg1onal

. teams to help vro;ects obtain state funds for paraleg1ls

"and to expwnd serwlces in gepe)al.

CT : §
BUND THE DESIGN AND TESTING OF bbkﬁ
PARALEGAL MATERIALS . N

.

When NPI began designing paralegal training

-

materials in 1973, it developed é comprehensive -
‘clirrichlum for paralegals. It then proc0edcd to develoy
three traihing pragrams: for begxnners (anludlng .
.. doméstic relatidons, landlord-tenant, and welfare}; §F§
Jdministrative representation; snd Social Sccurity/
“ Supplemental Security Enqpme. These programs huve
. been Lested and refined 1round the country and NP1 has

-~

dxssemfﬁated them into the field. } %k. :

“$uch of the traming encowpassed within the
originai comprehensjve curriculum has not ye: been
. d

ot « developed, Fully developed materials arc not vet

A .

.avarlable in such $ubstantive areas as consumer, domestic

r A L @ - ~

o - 23&323
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i ‘ ) relaéions (aside from divorce), workmens " compepsdgion,
~ * unemployment, motor vehic%e, juvenile, health c%re,

% i and mental health. Specific subjects, such as due

% . . process, legal writing, and office administratidn havé

been omitted from training because of time and money

including drafting, community education, reading of .

| . N . .
i constraints. More training is also needed in skills
légal documents, and advanced administrative representa-

tion skills. ] ’

e . As the par@leﬁal occupation expands, other training

" needs will undoubtedly arise,

The national programlshould cohtinue to fund
development of trhin%ng materials since'ther; is no
indication that any other prganization‘will deveiop

) such ‘materials. (In its refunding request for September
, 1, 1975, NPI offers to develop additional'train{ng

‘ . mater1als and programs.)

o ‘2, ESFABLISH PERMANENT TRAIVIVG CENTERS FOR PARALFGALS

As shown in this report, the most appropriate

’ training for worllng negal Services paralega1>-1s~a short
~
. intensive training program at a tralnlng retreat. Wh11e

there are many vafiations{as to how training can be
presented, certain basic.élements are necgssary: an
.appropriate site, carefully des1gned materials, and s
experienced tréining teams. These elements can be

~
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assembled id’vériou§ places arouhd the country for
- |
reg10n31 and 'statewide tra1n1ng ‘or, can be certrally 5
W :

located. Thre' advantages of a s1ng1e location are a

substantial. To take a training program on the road
r . , o 4.
requires complicated logistics, locating ner sites

fsome of wh1ch may be 1nadequate), transportlng mater1als,

and other time consuming arrangements, Br1ng1ng paralegals

° 0

to a central training site would allow-for more training
: !
sessions and would be less wearing on personnel. A

central training site ‘does not preclude use of project-
’ - . A ' L
based trainers and can be consistent with a policy/of

-

g1V1ng people in the field respon51b111ty for tra1n1ng

X,

It is recommended that the national program flnance
a single paralegal traln1ng.faC111ty, operated by NPI,
offering regblar’qnd frequent training to paralegals and
-relying on trained trainers in the field'as teachers. .
Such a site might “be estab11shed i Wash1ngton pD.C.,
for paraiegals east of the M1551ss1pp1.' If successful,

a second program on the West Coast might. be indicated.

3, REQUIRE THAT EACH PROJECT HAVING FOUR OR MORE i
PARALEGALS DESIGNATE A PULL‘TIME PARALEGAL COORDINATOR - -

Without a paralegal coordinator, project paralegals
often flounder. Busy attorneys, whose priorities are
their own cases, seldom have time for supervision,

much less training. Paralegals are not properly

o \ 234




-220-

>

structured into the office, receive little direction,
have no access to training, and often fail to reach

their potential. Any full-time paralegal needs a

. supervisors four or more justify designa*ion of a

full-time cdordinator.
Y4, -PROVIDE TUITION FUNDS FOR OUTSIDE fRM 411G
At those many projects having a single paralegal -

ooy .

or where no tra1n1ng is qyallable,paralegals can often

Aruitoxt provided by Eic:

ERIC

locate a training program available on a tuition basis.
el

While ‘very few colleges and uniwversities offer training
brog;ams for public paralegals, some individual courses,
in colleges would be appropriate. Moreover, short
tyaining is offered by such groups as welfare rights
organizations, tenants organizations,‘consumer groups,
city and sgate agencies, the National Lawyers Guild, and
bdr associations. At nominal cost, paralegals could
travel to .and:pay for such training. Few can afford

The national office could provide training-expense furds
through regional offices to be allocated among paralegalé
in each region.' ) . .

5, PROVIDE FIXED STIPENDS TO PROJECTS TO SUPPORT
PARALEGAL TRAINING

A slightly different approach to the above

recommendation would be to give eacli project a sel amount

to do so on their own and, thus, many go without training.

/
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of money (for examp}e, SSOQ) for each paralegal in the
rf)rogram. These fynds would be used for purchasing
- training materials, paying for outside training,
. copsultants, and send%ng paralegals to training programs
and conferences. ‘ \ . '
6, FUND' A GROUP OF PARALEGAL TRAINING SPECIALISTS TO

OFFER TECHNICAL ASSISTANCE TO PROJECTS WITH
PARALEGALS ° ’

Many projects have asked NPI for help in setting
up training programﬁ within the project. NPI's Sunding |
_ level supports, with all its other activities, very few

. ro. . -
technical assistance visits. Thus, it can seldom provide

the kind of assistance many projetts need--receiving

4 available NPI training materials and a visit from an
experienced trainer who can pxplain how the materials
can be used. - ‘ .
Over the last 3 years, NPI has" worked with
approximately 20 paralegals and attorneys from the
)field who are experienced trainers and who are’ now
familiar with NPF materials. With relatively modest '
funging, tﬁese people could be employed as technical
% assistance §pecialists in paralegal training to visit
various projects. Selecting Eonsultants'from near the(
pfojects would reduce travel costs and provide an \
econonical way of promoting in-house training for

-

paralegals. :

~

[Elz:i(:f I ) 2 ?3 o . o
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/. EUND THE TRAINING OF PARALEGAL TRAINERS FOR
THE PROJECTS

A number of medium ang large prqojects have
appointed pa;alegal tréining coordinators. Such designees
seldom have training experience or the resources and
time to develop substantial training materials on their
own, One ef?icient waflto help these_peop;e do their
job would be for groups of trainer-coordihators to bg
brought together by NPI for ah introdﬁctiyn to NPI
training materials ‘and for Elésses on'tfaiﬁing devices
and techniques. (In its refunding proposal for
September 1, 1975, NPI requests funds-for such trainer

training sessions.)

8. INCREASE THE FUNDING FOR PARALEGAL TRAINING
AND EMPLOYMENT !

Many problems discussedmin this report and
. reflected in these recommendations can be solved by
money. A nuﬁber of good péralegal training brograms
exist on paper; howeve}, there is insufficient momey to
deliver them. Many projects would employ suBstantially
more paralegals if they had sufficient funding.

There are compelligg‘arguements for devoting

substantially more funds to parﬁlegals.. This report -
ingicates,lby data and-by opinions of project director$,

that paralegals can handle a substantial quantity of

AAAAAAAAA
al s
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Legal Services work at a reduced cost. Thus, increased
L4

employment of paralegals will mean providing more service

e

for tﬁe same money. ’ ' ’ /
" . The_ training néeds of paralegals are clear. Lawyers
// arrive at Legal Services with 3 years of expensive
education and sometimes-with additional experience. In
comparison, paralegals generally arrive w1th neither.
. Nevertheless, C3A spends apprOX1mater“f1ve times as
much trai?ing Legal Services attorneys than it does
!paralegals. This is not to argue for less lawyer
training. However, the contraéé indicates that within

the overall.Legal Services budget, paralegal.training

has been severely nderfunded.

©°

|
Three years ago, there was no way for OEO to fund

paralegal training since materials and training
<

techniques did not exist. The investment in NPT has
cured this. There are now more materials and more
'iexperle;ced paralegal trainers than can be, used within
£ bl the fundlng limits. The return an the OEO 1nvestment

will come when more training funds are made available.

El{l‘c - ) 2343
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. APPENDIX A __.
- PROJECT DIRECTOR QUESTIONNAIRE, 1974
\ Name . L
— 7=
Position
.o : bfficc Phone

(Area Code)

Name of Project -

o

Office Address

. (Zip Code)

If your office is not the central office of your project, please list below the
address and tclephone number of the central ,off.icc

= P

4 N . {<ip Code)

{Area Code) *

- e Name-of Project-Director

(Y

1. How many people are employed in your office within cach of the job types
listed below? ~ ‘

’

‘ Full-Time Part-Tire .
Salarled Mon-Salaried| Salarled Non-Salarled

+ a) Lawyers . |

b) Secretaries and Receptionist

<) Social Workers and Cormrmunity Workers

d} Paralegals (see cover sheet definition)
L

b . e) Investigators

£) Other (indicate)

Please answer question *2 through #21 only if vou have paralegals cmployed 1n your
<

office.

2’-/ tow dad you select the paralegals in your officc;!
A}

a) Advertisements in newspapers, TV, etc.

.

b) Local anti-poverty agency (specify)

¢) Private enployment agencies

d) State employment agencies

e) Local neighborhood group

f) Word-of-routh

£) University or college referrals

h) Other

3. Please identify, where indicated on the next pages, the name, job title, and
Q legal specialty (if any) of each garalégal erployed in your office. Then check
]: lC the box(es) below the name of cach paralegal to indicate his or her job duties.
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N 5.
6.
.
8.
9,
‘ 1.
1.
"
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b) In-house (by other than staff lawyers)

; “

Are full-time paralegals in your office salaried by project funds or by
outside agencies (VISTA, ete) ? 1
“ : ! y

[

Is the avérage salary of full-time paralegals atove or below the starting
salary of the secretavies cmployed by your project?

~

. "

#hat tasks do you think the paralegals should perform that they are not now
performing?

~
S

-

What tasks do you think the paralegals could pcrform‘ht the present? =

N
.

what percentage or porticn of the office caseload is handled by the paralcgaé

tas the presence of paralegals cffected an increase in the volume of your
office's caseload? ’

[

If you have provided training opportunities for the paralegals working within
your office, what was the nature of such training:

a) In-house (by staff lawyers)

¢) Elsewhere (specify)

d) Mo training

1f you have provided in-house training for your paralegal:
a) Please describe briefly the content:

Nature of the training (monthly meetings, daily consultations, etc.)

g

How long?

212




What subjccis are covered?

what materials are used, if any?

b) Who provides this training? .

Did you pay the trainers fees? -

Stipends?

c) How did you select the pafalegals for this training?

-
d) In your opinion, how useful was this training?
N

:‘[ "y

If you have provided your paralegals with opportunities with outside training:

a) Briefly describe the nature of this training,

1

.

vy How did you select the paralegals for this training.

c) Source of fuds for this training.

d) In your opinion, how useful was this training?

If_you have not ; “ided or are not able to provide either in-house or other
training opportwr  es for your paralegals, what are the reasons for. not
providing such t1  «ng?

T




b

« . \ ’ -6 . .

IS

14. How yould you improve -your own methods in training the paralegals employed by |
‘your project, given that you had a sufficient amount of time and/or money for
N . the training that you feel is necessary? *
Lol . >

R ‘. ’ f

. % -
. , . - R
1S. How many paralegals working in your office haye received substantial training

in any of the following areas? ’

___ interviewing techniques }

. investigati:m for' facts, witnesses, ctc. .

. &cgotiat ion , . *3

___ advocacy )

. fair .hearoing , . : ’

___basic writing and comunication (letters, memos, etcy)

__legal writing

R

- ___brief writing
’ . legal research . -
7

e . cxplorfng commmnity resources (outreach and referral).

____usi‘i\g "systems'" (forms and setguidelines for handling cases) .
. s.tudy of the structure of the legal system
___ contracts 2
___torts
___ due process % ——
« ___ record keeping -
___law office administr:xticn
__relaoting to attorneys .

- L] .
___ introduction to the paralegal world: developments, issues, credentialing,
. —== licensing, status issues “

*___basic office psychology and ways to get along. and work effectively

___ Consumer Law . s 2
___ Sccial Securjty

. landlord-Tenant, o

< -

'__ Domestic Relations
. Juvenile- .

__ Welfare

___ Food Starmps
_._Health (medicare, medicaid, etc) 7
o . —_ Uneployment Compensation .- 2 '1 “l »

ERIC g . oo
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16. How often dorthc attorneys in your office review the work of the paralegals?

a) After cach case
b) paily
€) Weekly _____ . . R N
d) l\'bnthly '
¢ ; €) As needed

&

—

£) Otuer (please specify)

3

17. Are office attorneys oriented or instructed in supervising, wori:ing with or
utilizing paralegals? 1f yes, by whom and for how long?
-

4 .9
'/ ' I} ¢ i v

18. If there is a paralegal supervisor in your-office, describe his/her respon-
sibilities and functions in this position?

“ -

L
.

19. If your lawyers have had no orientation to the effective use of paralegals,
do you feel that such an orientation will be useful?

A Would you-yelease such lawyers for a two day regional training'conference
\ on the use of paralegals? ‘

A ~If wo, wi'ly not?

< 20, Which of these statements best describes your feclings about any paralegals
now working in your office? )
A4

a) They have generally fulfilled high expsctations

b) They have gencrally done well, *but not asewell as expected

- €} They have gererally done well, but somewhat better th'm‘cxpcctcd -

.

d) They have generally been digappointing

21, Please give us any suggestions you have as to how performance of your para-
legals might be improved

- 4
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4 - .

. Pleage answer all questions below whether or not you have paralegals ggglo.yed in

2 o
22, which of the following kinds of paralegal work does you office most need
s (or need more of)?

.

o * . .

N ) Wacds Needs ths No
. s oo | ’ s
i a) Community lcgal workers, knowledgeable bst zore ‘of h.e fd

LN in group legal rights (e.g. rent .

. strikes, ‘powers of a corporation, !
urban renewal) to organize and work
. . .. with groups N

, \

b) Technicians who specialize in handling’ .
“volume cases ih routine ardas such as

divorce, eviction, application for

‘ : pudblic housing

c) advocate who can prepare anl present
administrative hearings in welfare,
workmans compensation, etc. .

* d) Other (specify)
-, 3

“ 0

0

23. If secretaries, investigators, or socia\l workers and community workers in
* your office engage in any of these tasksilisted below, please check on the |
appropriate line: , \

. A N Social| Coerunity

, Secretary | Investicator | Worker Yorker
Conducting initial intake interview N

to determine eligabilaty, etc.

Interviewing ¢lients

-

Legal drafting - - !
t :
. Counselling clients »

Referring clients to other
cormumity resources

. [ Investigaticns for “facts, witnesses . .,

Negotisting with goverment agencies N
or other parties to a grievarce - X

. Rep.esenting clients at fair
. hearings. List type(s) of hearings

Basic wTiting and camamication 4
€letters, meros, ec. v

N Complezing standard forrns (i.c., - .
,d_lvorce cases, eviction cases, etc.)

office” adninistration and record ' .
* keeping - ..
* v Maintain the law library

! «

!
; *24. whych <l>f these staterents best describes your feelings abodt paralegals in
! general: . .

] . 'tf& a) They are of great valpe . . '
f - _b) Thex are of some value
| *c) ‘n\ey'ar:: ofi slight or negligible value . .

! d) They, are of nd value ) .-
E MC ¢) Doh't know, no prerieECe S . . . .
T . 249
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2%, At f)resent, do you have a staff per'son who could train paralegals?

a)
b)
)]

Yes,

..\'o, not available

No, personnel available but too busy

26.

which of these statements about paralegals best desct 1bes.;1>ur situation?
a) Yo need for any paralegals
b) Yo need for additional paralegals

c) Mo need for additional paralegals, but need for addxtxoml training
i

. \ |

d} Need for addu,xonal paralegals, ‘but no need for othex than present

avaxlable training .
’ e) Need t'or both additional paralegals and help in training 'ﬂ\ .
271. _‘lf you cheched off either 26¢ or Zt‘g: Would you bLe able to send them ,n_g;m{“f
° elsewhere for training: :
‘ _Yes b ’
——— bb -
28. Do you have (or could you arrange your budget to create) funds to eaploy any .
people who would be used as paralegals? __ Yes __ Mo If yes, how
mny could you hire?
29. Are there persons!presently on your siaff who are neither’ attorneys nor T

30.

paralegals, who could be developed into paralegal and whom you could free
for such work?

Yes

— . - . \

.

NS

If yes: Give rimbers of such persons and their ;°b titles .

h?\nt technical services should the National Paralegal Institute engage in for
advancing the paralegal concept? (Please number the services that should be
supplied in the priority you have assign, (1 as the highest priority through
10)

a) Preparing training mnuals

-
. b) Supplying instructions on how to recruit, train, supervise and use para-

legals yourself L

<)

d)

e)
£)
g)
h)

Disseminating: information about parelegals

Providing office systems and manuals covermg.offxce adninistration and
handling of diyorce, landlord-tenant, etc., with foims and instructions.

Offering training courses, for paralegals at a national center or at
regional centers

Offering training courses at the local level

Supplying technical p:crsonnel for training at local level ____

Recruiting paralegals

947 : :




i) Helping locate funding for new paralegal jobs in 1€gal services office

-

s j) Getting comunity colleges ard unversities started in training and
graduating‘qualified paralegdls whom you could then hire

k) Others (Please list)

31. Additional Corments: ’

¥ - y o o

Please return the completed questionnaire to:

| Ms. Anne Welsh . -
National Paralegal Institute
2000 P Street, N.W.
Suite 600 .
Washington, D.C. 20036
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{ . - APPENDIX B
PARALEGAL QUESTIONNAIRE, 1975 .
\\ -
1. Nane
s [ i
i Job Title , -
t ) {‘\i
Project - %
Address_ L
N - : {Z1P)
Telephone ) -
| (Area Code}
If your of fice is not the central office 1in your project, please give the
address and telephone number of the central office.
Address d
. | -
|
. — @) -
“Telephone -
(Area Code] ¢
2. Number of fully-staffed offices in project
"Number of ecircuit” offices, if any .
R el T I - —— e e amaem e -
a.__ Under 21 years old d.___41 to 50 years old
b.___21 to 30 years old e.___S1 to 60 years old
I ce__31 to 40 ycars old £.__61 years or older
4. Ethnic origin (Optional. this information will be useful to us if you care
to provide it.) :
"a.__ Black ‘ e.___Indian
b.___Spanish descent f.___ Oriental
(except Mexican) ve
g.___Other
¢.___Chicano
N ’ d.__ Caucasian
! 5. Educational Background: Check where appropriate

. ) a. Some high school’ :
. b.”_Completed high school or obtained cquivalency diploma
c.___Some college
d.” " Completed junior college *
e.— Conpleted four-ycar college or university progran
f. Sore post-graduate courses
g.___Complceted Master's degree program i

h.

1
Attendpng paralegal training progiar offered by a college, university,

; law school, or paralegal school or institute
i.__ Conmpleted acpardaicgal training program
j.___Attending law school
k. Completed law school
1.7 Oother (Specify)

.

£




6. Employment Status: ‘
' a.;_ Full tinme
~ ___Number of hours in work-weck, excluding overtime
b.__ Part time . ]
___Number of hours in average work wcék, excluding overtinme

7., Length of time perforning paralegal work before being employed by your
“project, if any: __ months

,»

8. Total length of time with®the project: __ months
c .

9. Length of time in paralegal job position in the project: __months

10. If you have been cmployed by the project in any other capacity than as a
, paralegal, what was your job title prior to becoming a paralegal?

11. Source of funds for annual salary and dollar amounts from euch Scurce

%
a. Project funds (OEO lcgal services)$

b. VISTA funds ¢ $
c. UYA fungs $

(%3

d. Senior citizen funding source
Specify source, 1f known (e.g.,
HEW, AOA, etc.

.- - - .- S .
e. CAP" (Community Action Program)
funds .
£. Other (Specify)_ , '
1 ‘ “
$
2. Source of salary: unknown $
h.  TOTAL SALARY ' $

1. I ¢arn no salary

4

o220 Main area of spognalty (Chevk only onc 1f you specialize prxnarxly in

! onc area of the law. If you do 2 substantial amouht of work in nore than
one area, indicate P imaty, seconudiry anvsor third aicas of specialty by
writing in the numbers “i%, “I", and/or "3" on the appropriate lines.)

a.___Bnnkruptcy i. farm Worhers
.b.7 " Community’ fducation, j. —_jicalth Law
“““Organization, Public T (Health § Food Problens Mental
Relations Health; tood § Nutrition)
c. Criminal Law (Pre-conviction) k. Housxng and Inndlord-icnant Law
{ d&.”_Consumer Lavw 1. "Immigration
e.” _bhivorce Law m.___Indian/Tribal Law
.7 Domestic Relations n.___Interviewing
g.___pPepartment of Motor . 0.___lInvestigation -
TVehicles Law (DMV) . p.__Juvenile law d
h.__ Fmployment Law - . q.___chal Rescarch
. (Question 12 continued on next page)

ERIC . 250 4
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r.__ Post-conviction Remedies t.  Secretarial and/or clerical work
b . “and Correction law [ Tand/or Office Management
« N s.__ Publi¢ Benefit Prograws/ u. __Senior Citizen Problems .
o [ " Administrative, Law —_Gereral ,
* (AFDC, GA, Food Stamps, " “oOther, ‘
1 §SI, etc,, except for __ =
5 : . Senior Citizen proftemsi—————— — SR -

13. Job Duties ’ s

For each of the job functions listed below, please indicate whether you pcr~

form each function [N
1. regularly and frequcntl) . :

» 2. sometimes *» . .

¢ . 3. sqldom . : .
. 4. wvery rarely or never
. by wrx:xng the number 1, 2, 3, or 4 xn the space providegd. (For example, '
if you interview clxents on a regular’basis, write 1" in the space pro-?
. vided.) i
‘a.___Conducc initial intake interviews to determine eligibilaty, etgc.
b.___[nterviewing clients |
4 ¢.___Legal Rescarch .
d. —_Legal drafting

Counselxng clients, other than referrals to other community resources.
£. Re erring ctients to other comnunity resources ‘
g.___lnvcstigatlsns for facts, witnesses, ctc.

__Negotiating with government agencies or other partxcs to a grxcvancc
Representxng clients at Fair Hearings
“List type(s) of hearing at which you represent clients on a cgular
and frequent basis.

{

....

. i.__;sasic writing and communication (letters, memos, etc. )
T Compléting Standard. forms (ex., for divorce cases,.cvxctxon cases, ctc.)
'"_Offxce adninistration and record keeping \
—_Maintain the law library °
Other (Please specify)

.

14. If you have been provided with structured training programs by your project,
please place a chech beside cach type of training program with which you N
have,been provided, Jdes¢rite the nature of the traxnxng, and i€ possxblc to
¢ ‘estimate the numbcr of hours spent in these training programs.

a. Inhouse, by staff lawyers or paralegals, othcr than just supervision
. “of your work
Nature of the progran(s)

-

Estimated number of hours:

b. Inhouse, by trainers fron outside the project
Naturc of the progran(s) N

Estimated number of hours:
v

ERIC » .
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.

c.___Elsewhere (Specifyy

Nature of the program(s):

- -

Estinated nusber of hours: ' !

-~

—d7No training other than case-by-case supervision
: Estimated number of hours per week: —

,

15. By placing a check 1n the appropriate celumn(s) below, please indicate whether
you.have reccived substantual traiming (i.e., approximately one day or more)
in any of the following arcas listed below.

" .

Colurn 1. Training session given 1n, the project, other than thosl:c connected
with case supervision - .

Colunn 2. Outside training conferences (r prograns, such as special training
seninars, community education programs, ctc. (1 or 2 days)

Colunsn 3: Outside, short-tern intensive training pregrans, such as those

. offered by Dixwell Legal Rights, the Nadional Paralegal Institute

f i (2 days or longer) -

Column ,3: Courses in paralegal studies offered by a college, university or
paralegal training institute ’
’

B

Column 5: Lav school courses .

SKILLS 'TRAINING

a. Interviewing ‘techniagnes
b. Investigation fov facts,
witnessis, ete ; - N .
C. Nuegotiation T
d. _Advocacy :
e, Repiesenting clients at iair
hearings and/or in tribal courts |
I, Basic writing and conrunication
{letters, menes, etc.) .

g. Llegal writinp 1
hi  Bric’ writing - T :
1. Legal rescarch e . :
LXPlOTIng COrGnity rc-ouices i =
(outreach and referral) |
T -
LEGAL CONCEPTS - ¥ .
A
~ LS A M

a. Study of the structure
of the lepel system

p. Contracts -
c. lorts

d. Due process ;

OFFICE ADMINISTRATICN AND TUNCTION .1
da, law office adeinistration .
N T AR G AT "
C. Recornd Repine ~ g
d.Using “systenst (toras and sct
nidelinec) .
€. Basic oifice psychalogy and ways -« T -

ta gét aleng and worl effectively




. N .
* SUBSTANTIVE LAW

Bankruptey Law
Consumer law
Social Security Law
Housing/Ta~dlord-tenant I aw
vivorce Law
Domestic Relations
Juvenile Taw
AFDC Taw
Food Stamps
tMedicare/vedicaid
Unpemrnioynent Corpensalion
Employment Law
55T
Tamigration Law
Inédian/Trital Ta»
tFarm Workers {
Ethics/Unauthorizea Practice
Health Law .

(Mental Health: Food § Nutrition
. QOther {Specity).

[

PARALEGAL ISSUES -

a. Introduction to the paralegal sworld:
devclopments, issues, credentialing,
licensing, status issues

16. How often do the attoraeys in your office review your work?
N £
a.__ After each case or assignaent -
b.__Daily .
1¢o___Weekly .
d.” 7 Biweekly »
<. Monthly
£, As neéded
g.__Other Specify) ;

& .

17, What are your plans to remain a paralegal at the project?
(a.___Plan to stay at the projg¢ct indefimtely
b. Plan to stay at the project at least a year
c.__Flan to stay at the preject less than a year “
d.___Plan to leave the project soon v
e.___An in VISTA or UyA and will lcave the project when my tern is over |
f.__An in VISTA o1 UYA and hope 10 1emain with the project when ny tevn s
over ) .
’ g-___Am planning to attend law school within the next twe ycars '}
h. llave been aceepted into law school and w111 continue to work tn the pro-
T"ject vhile attending law school .
1. Have beun accepted into law school and leave tfic project to attend schicol
jo__An nov attending law school while workhing at th- project T
. k.7 Am completing law school within the next year and will veémain in the pro-
ject as an attorney R
1.__An completing law school witlin the next year and will leave the project
mn. An leaving the projgct within a year to go back to school

) . . -




18: Beru.c working for tne project, were you
> . .

In school {and either unemployed or working) >
b.~_ VUnemployed
c.”_E

mpiloyed part time-or irregularly .
d.” “Working full-time elseshere as a paralegal
. _MWorking full time elsewheve, not as a paralegal

19.

If you deal directly with clients in any other.capaéity beside
viewing, please complete the foljowing questions:

intake inter-
- \ .
a. On the average, I see

clients per day.

b. 1 handle an average caseload of cases (i.e., I am working on this
number of cases, average, at any given time). &
¢. I handle an average of about administrative hearing pir month
. d. [ settle,.or assist clients to their satisfaction‘in abour
. cases per day. . ' ‘ 0
. i { \
20. "My feeling about training is: : '
| a.

.
\\
I need structured training courses in skills (interviewing, n&gotiation.
- investigstion, hearing representation, legal research and wri

ing).
< . -
b.. 1 need structured courses in general law (ex., contragts, due
—torts) N

rocess,
A)
.

¢.__1 need structured training courses in substancive spetialty areas (éx.,
A —welfare, landlord:tenant, consumer, divorce law, etc.
d.___T havg no need for structured trainirg courses. .
- C
! Please return to the address belSw by May 30, 197s: \
) - - ‘mww-- - — -:——-\ -— —— - e ae ——— - el \
N " . i
" Anne Welsh \
National Paralegal Institute \
’ 2000 P St., N.W., Room 600 ! . '
- Nashington, DC 20036
1
. N ‘
‘\
A2 . B l
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[4
bed

s, . N

ERICE - . '

RN



e

APPENDIX C
MODEL TRAINING ‘SESSION SCHEDULE
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MODEL TRAINING SCHEDULE
GROUF A

A4:00 Registration !
5300 Introduc tion to the Training Program
6:00 - Dinver :
900 Social Hour t
\A;:S:SO’- 10:30 Unauthorized Practlcc ' :
T18:30 - 10:45 Break .
> 10:45 - 1:00 Advocacy & Profes ional Responsibility
L0oT00 -7 2:08 " Lunch
. 2:00 - 4:00 Review of qubstantlve Law £1
4300 - 4118 Break ’
- 415 - 9:00 Suabstantive Law and Introduct1on to the Problem
w6200 - 7:00 Dinner .
i
TURSDQX :
2“-8433 - 9:30 Review of Law and Regu1°t1qns
T 9:30 - 11:00 - " Interview Components
#.13:00 - 12:08 . Individual Preparation .
-712:00 - 1308 Lunch ot
11006 - 3300 Interview Role Play andiComments
~' 3100 - 3:1% * Break ,
315 .. Sl Introduction to Invcstlg ition
Baet b Fact/Law Analysis .
s B3 - 6130 . Dinner ; \

T 8:30 - 19115 Investigation Cout:nucd

10:15}- 10:30 Break

1630 -« 12:30 P)cpaxatjon & Inotructlon for Nobotlatlon
12:50 - 1:3¢0 Lunch
130 -~ 2:30 Individual Preparaition for horotlatlon
LI - B34S Negotiation Role Play and Conments
3sAS - o515 Preparation & Instructiow for dhe “CdllnL
6100 -

700 Dianer . .

'




' P oo by £ -
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O ll;\l*"\‘ NGSCHEDULYE

. N grour A \ .
. | A S )
Jugspay - F _ - ‘ L ROOM
§:30 - 10:15 Prcpux.taon Continucd '/

.+ 10:15 - 10:30 * Breal )

10:30 - 11:30 Instruction for Clicnt P1<pdxat10n\

11:30 - 12:30 Clicent DPyeparation

Y12:30-- 1:30 Lunch .
1:30 - 3:30 Individual Prcpdlaf1on

3:30 - 5:30 Final Hearing Preparation

“6:00 - 7:00 ~ Dimner

'
L

~

i FRIDAY

8:30 - ]6:30 Hearing Role Play and Covmcnts
»10:30 ~ 12:30 Legal Rescarch
,12:30 -~ 2:00 Lunch § Closing

i
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GROUP B
SUNDAY'! !
'2;00 - 4:00 hornxtxdtxon :
4300 - 5:00 Introduction to thc Trdznan Program
$:00 - 6:00 ' Dinner
7:00 ~ 9:00 - Social Hour
: MONDAY ! . *
8:30.-'10:30 Unauthorizcd Practice -
©10:30 - 10:45 - Break '’
10:45 - 1:00 i Advocacy § Professional Responsibility .
1:00 - 2:00 Lunch
2:00 - 4:00 . Review of Substantive Law #2
4:00 - 4:15 Break:- : )
A4:15 - 6:00 Substantive Law and Introduction to the Froblem
'6:00 - 7:00 Dinner ’ -,
~ - ‘ . ,
TUESDAY
T 8:30 -, 9:30 . Review of Law and Regulations
9:30 -~ 11:00 . Interview Componcnts
'11:00 - 12:00 Ind1w:du¢1 Preparation
1:00 - 3:00 llcgal Research
3:00 - 3:15 Break
3:15 '-  5:15 ¢, Intervicew Role Play and Conments :
5:30 - 6:30 Dlnncr .
- REDNESPAY -
8:30 - 10:13 Introduction to Investigatien
"10:15 -.10:30 Break ‘
10:50 - 12:30 Investigation Continucd
1:30 - 3:30 vap‘ra‘lon & Instruction for Negotiation .
3:30 - 4:30 Individuil Prepuration for Negotirtion ‘
430~ 5:45 Negotistion Role P]u);uhd (ounents
6:00 - 7:00 Dinzey
;- .
i
o .



MbDEL TEAINING SCHIDULE

GROUP b -
f - . .

THURSDAY -, - ‘ _ . RoOM

8:30 - 10:15 Prcparation'& Instruction for the Heafing
- 10:15 - 10:30 Break .
. 10:30 - 12:30 Preparation Continued

12:30 - 1:30 Lunch -

1:30 - 2:30 . Instiuction for Client Preparation N

2:30 - 3:30 Client Preparation )

. 3:30 - 5:30 ‘Indjvidual Preparation

6:00 -~ 7:00 Dinner
. |

.FRIDAY s

8:30 - 10:30 ¢ Final Hearing Preparation

710:30 - 12:30 _ Hearing Role Play and Comments
s "12:30 -7 2:00 Lunch § Closing
|
i
| .
;
|
!
Q . )
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APPENDIX D - PUBLICATIONS § VIDEO TAPES AVAILAELE FROM
. P C:
Hal{e check payable to: National Ptra'lcgal Institute
- 2000 P Street, N.W., Suite €00
Wagshingyton, D.C. 20036
ATTENTICH: CAROL"SViTH

SHIP TO:

ADDRESS:

CITY: - TsraTe

BASIC INFORNATION AdD GENCIAL TRAINING MATERIALS

1. wWhat Haye "praluqgals Dore?: A Dictionary of Function{1973)
* Bn analysis of parallgal .£ctivities in 27 areas ol law, both
I generai,, ¢.qg., legal research, litigation assistance,
investigation, as well as specific arcas, e.g., corporate
law, consuner law, welfe'c law, ctc. Bibliography included.

A _Short Review of the Parslegal Movement {1975)
A surmmary ot develofuert, a profilc of public and private
paralejals, and discussion of ‘scme major paraledal iesues.

T Introductic: _to tim Loagal fyrte-: A Short Story for Paralegals

3T X Short stiory concerning the legal probhicms encountered
by one family. A&s vhe ;problems are identificd and resolved, the
raader is ¢iven baaic infcination about subject such as the |
functionr of different levels and Lranches of government,
admiristrative presedure, dge procesy, court hearings, function
of a lavyer in the legel system, conflict of interest, adversay
systum, juri:dicitica, nmtc.

Teaching Fdvocace: lear.er=Toe.s 4 s aining for Paralegals
F7I) A Text o lvarteu to scache ~u/irainsrs of paralcgalt im

advocacy, rarticulaily adrurigt=ative advocacy.where paralcgals

are autherin-d by 1 » Lo repfes nt citizens. The text is

appron~iate for use withii institution™d traxning programs, c.g.,

collejes, ox aw »ari of ia-touse training cfforts.

Biblicarajhy arelul.”.

el T sy, Writi.g and Snalyeis for Law Stuldents and

R G I S R L HOr S EX ) N
Tntfowdiie i tu L 2% TILZArv.” Lhe variety, use and inter-
relationsl.’n of o s @ 1¢lus cace materarls,  Enphasis on the
fundamentals of legaa resce ¢ ~mb writing. J

-

Legal Intoyvierarg €5 Poreleqals (1573)

Ktext Intenced Tol poraiC o'y, suther for self-instruction or
in a 2lassronn as phet of a,.raiaing progron.  The text focuses
on an aralys v of 3 seGal in'erview conducted by a paralegal
based on o appotheiic'i cacc: through diseussion, a number of
probilene, frivcinizs, .l rutdel iney ba lntcr\s.mwing €’ ¢rge.

Invertdoar e v v Mt el A Eaaad for Paralegals (1974)

TRETO NG <, Yan, L 0T RR T analyRisT flources or,
avidenra, irco: s WG Le cLiuques, accest Yo records.

Introductipn to Cive! o0 Cramingal fLitigation: Roles for the
Paraleaal., (Ty2dy7 "= — ;
TR roto 6f the peratuecs, aw agsastant in litigation, agency,
pre-traal, tri 1. a1pesl, 1.3 anforcement/conmpl iance stage
consldered. ) )

Basic Substar*ive law !-r Doralegals-  Contracts,. Torts,
and_Due froce sy, (16707 LRAILETS MARUAL
Theé tCWL conbrisen an ove, view for paraleqals of the basic

legal conceprs nsuetly found in introductory law courscs -
in contracts, torte, and the duc precess area of constitutional

law.

. ' AND
‘ Basic Subst intive Taw for aralesals: Contracts, Torts,
| and Dte Trocens (1973) TRAINGY'S HMANUAL

) raAphd
| - y o Companion pivce to Wradnee's Manual; discussion of the
) E lC 6 ) theory underlyina tlat manusrl, and recommendations on how
3 B rern oo ] : to conduct traindng using this manual.

| s - <. “ ‘ ' “

L . . )

»
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*10. ‘The Role of the Welfare Advocate (1975}

Bvervicw ol a welfare advocate's role and retpoq:ibilit& to i.00
clients.
__1). sumeary of the AFDC Program in the U.S.A.: (Dec.1975}—— —  6€.00

X comprchensive advocate aandbook on the Federal Requirements
of the Ald 'to Fanilies witn Dependent Children Program (AFOC).
Covers all eligibilaty conditions, the application and appcals
< procesa znd outlines the rights and responsibilities of
' applicants ard ‘recipients. The handbcok is designed to be
used in the training of) the welfare advocate and 38 a reference
book. *°

" 12. Sumpary of thc)AFDC Program: _Florida (1975) 5.00
Comprehiensive advocate nandbook on AFLC law in the State of
Florida (Floridu Residents only) .

THE FOLLOWING PUBLICATIONS AR' SPECIFICALLY DISIGNFD TC MEFT THE
NEEDS OF SENIOR CITIZINS *

13. Paralegal Interviewing:  FTact qgathering & the Human Persnective

-(X974)
TRAINER’S HANDBOOR 1.25
TRAINEE'S HANDBOOK 1.25

Handbooks usecd kto train older persons as paralegals. These
handbouks are deslaned &5 one part of a traiuing packct on
interviovwing skill's that includos a film, a trainec's .
handbook and & trainer's handbook. '(Film: Rental $25.00 for
twoo weeks) '

14. The Santa Cruz Story (1974) 2.50
N practical guide on how tu set up a legal services prqjcct to
maet the needs of senjor citizens. An important componcnt of
this plan is the utilization of senfor citizens a legal
asuistantn. Informat:on includes: Developing.the idea,
Getting.the nformatlion, Locating and designing the offaice,
Training of staff, the office procedurcs, staff Training
and developrent .

15. Suppicmental hocuraity Tacome: An Advocute!s Handbook (1975) 6.00
The purpoue <t thit Handbook is to give paraledals in legal
services offices ard jay advocataes in social gervices and health
. agencies a basic ukderstanding of the supplemental Sccurity
Income Program. This handbook s designed to be used in
training and also as a reference book. .

16. « Representntion at & Social Sectrity Hraring: Focns on 6.00

Disability . .
yYnstructions on how to lhvestigate, organirze, and nake a

presentatics, at b disab.lity hearing (Social Security or
§51). Inciudes many useful advdcacy tips. (Companion film
of disability bearing: Rental $25.00 for two weeks)

COMPRERENSTVE TIAINTNG PROGPAN “ATERIALS

16. The Mary Tloras Case .

All materials for a five to scven day intensive training program in
adninistrative ryps weatataon.  Includes tracher.’ guide and instruc-
tion schedule, matcrials to be distributed te tialnecs and, justruction
folder for sctrasses used 1n FLterview and heaving rule play scquences.
Includes all docunents nucessa.y to handie lrs. Thomas' Cese from
initial interview through fanal adminisirative heardng tdecasion.

17.. Generlc Trajning Matorials .
\——-'\————--.-- = K e ST e § . s
Trainera' guide aud 16tTuctiohn ahd matrrial to bLe distr.buted to
trainces for ahorr courses in:  Poles of Paraleyatls, Unauthorized

Practice of lLaw, Advocacy and Profesaipnal Respousibilaty, and Legal

Rescarch and the Structure of. the Legal System. These courses -
include problem:s and min: role pluys. Also included is a hicce on
Teaching Mps for Faralreal Training. (These mater:ials are included
in the Mary Thonas Case package.} . °

-
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The following videotapes are available on a limi%ed basis _from the
National Paralegal Imstitute. . There s a minimum rental fee of
$25.00, per tape, PAYABLE 1IN ADVANCE, for a rental period of four-
teen days. A -fourteen-day rental period begins tht day NPT puts
the requested moterials in the mail and ends fourtfen days therve-
after. Videco materials must be rcturned and in the NPT office *
within the fourteen day time limit. ;

1f you plan to keep all or part\of the video material for more
than fourteen days, specify that fact in your order and reflect
it in your prepayment. Include, in addition to the $25.00
minimum rental fee per tape, $3.00 per day for each tape that
you plan to heep out of the NPI office over fourteen days.

In the cvent video materials are mot retujned to the NPI office
within fourteen days,without prior notice and prepayment, there
will be a $5.00 per day, per tape, Jate charge.

When ordering.vidcotapes, please specify the title and order
number of each tape you wish to receive.

Due to the limitcd number of videotapes available for rental purpose
video material may NOT be kept out of the NPI office for more than
twenty-one days.

N

We will do our hest to {ill all orders on ‘time, but’ again, due to
the;limited number vf tapes available at any onc time, we cannot
| guarantee delivery of tapes on a specific date. ’

Please make checks payable to The National Paralegal Institute.

NOTE: THERE WILL BE A CHARGE FOR ANY DAMAGE TO VIDLOTAPES.

3

. v
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{'The subject matter of the following group of tapes is the Supple-
" mental Security Income Program.

1. Titlé Ari Overview of Major BenefiE_Programs
‘Time 17 )
-Cast‘ Wanda Collins

Terry Donnely .
I Clarissa Ward oo ‘

i } " . - - - ) -

Content Discussion of major benefit pxogirams  as potential
resources for clients, Includes a discussion’of
insurance and pension programs as well as,welfare

programs,

- Use " Introduce paraleéals to the vériety of public -

N benefit programs, their interxelation, and their
general classification as insurance or need-based
programs.

ORDER NUMBER A001 r :
"2, .Title An Overview of SSI
Time 25 ‘ L
Cast Wanda Collins '
) Terry Donnely
Clarissa warq . ool
Content Discussion of the major concepts in the SSI
Program, i.e., means test, income and resources,
s '"1iving in the household of another," etc. )
. U§e Y. Teach SSI cohcepts.
: x ) )
ORDER NUMBER AQ02 ) ) . .
3.. Title Initial Client Interview and Techniques
¢ . ) . ) -
Time 30
Cast Client, Jack Keefauver ' .
. Paralegal, Clarissa Ward
6 Narrator, Wanda Collins

r

Content  Initial client interview in an SSI disability case
The tape demonstrates and the moderator comments ‘0
good interviewing techniques in defining the clien
proglem, fact gathering and developing a plan of
action. .

Q R NUMBER A003

ERIC T

Use Teach good interviewing techniques, |

° .




4. Title i Clicnt -Representation at Social Security
T Adminis;rative'nearing

Time 30

« .« Cast _ Client, Jack Keefauver
Paralegal, Mrs. Franklin
Narrator, Wanda Collins

Content A Social Security Administration SSI disibility

: hearing followed by a discussion of SSI admin-
istrative hearing progeddres and good techniques
used by the paralegal in the hearing.*

L Use | Teach hearing techniques in non-adversarial
hearings. The tape may also be used to illus-
. trate the functions of paralegals (particularly.

in legal services to the elderly).

. |
ORDER NUMBER AO004

5. Title An SSI Hearing Role Play at Training Session
Time 60
1 .
Cast Hearing Examiner, Wanda Collins

Jack Kefauver, Al Hester
Paralégal, Abby Kotelenek )
N I

Content A role playing hearing done at an actual training
session; includes a critique of the paralegal's
performance during the hearing.

Use Illustrate hearing iechniQues in non-adversarial
hearings. The tape may also be used to show
the functions of paralegals (particularly in
legal services to the eldeily).

. { -
; ORDER NUMBER A005

The subject matter of the following group of tapes is the AFDC
case of Mary Thomas, a welgfre recipient. .
!

1. Title  Interview of:a Client
Time 40 : v
Cast Actress, Mary Thomas | -

Paralegal, Wally Oman | -

: \

Content Initial client interview in an AFDC case. The
tape covers good interviewing techniques, in
defining a client's probleém, fact gathering and
dewve loping a plan of actinn.’

S ~2_o)




Use Teach generaa interviewing ;kills.
ORDER NUMBER B001 <t
v > ' . ’
: Z. Title Negotiations (
Time ., 16
e ) Cast Paralegal, Katherine Jermany

Welfare Uepartment Representative, Peter Sissman

Content Pre-fair hearing negotiations of issues in
AEDC case - between a paralegal.and a represent-
ative of the welfare department.

Use Teach general negotiating Skills.
OKDER NUMBER ' B002 ' L .
o . {/ . (
.3, Title - Fair tearing .
" . Time 43/ ,

Cast Paralegal, Katherine Jermany .
Hearipg Officer, Actor ‘
Client, Actress .

Content A fair hearing in an AFDC case demonstrating
* correct techniques to be used by a paralegal. -

Use Demonstrate skills necessary at fair hgag}ng.
‘ ORDER NUMBER BO003
The folldwing tapes are referred to as 'generic" pieces because
they deal with basic issues that relate to paralegal practice or

teach basic skills.

1. Title Fact Managecment

Time 15
Cast Narrator, Eleanor Kopecky s 7
! Content Demonstrates techniques used in fact gathering,

<o identification of lcgal problems, relating
facts to lcgal rules and presentation of facts
in. making a case. Uses the Leo Leahy unemploy-

d . ment insurance case.
1 .
Use For use in any. skills training program to provide
. basis to discuss fagt-law management and
Q evidentiary rules.
EMC ORDER NUMBER €001 ' K

Aruitoxt provided by Eic:
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2a, Titip» * Paralegals, A New Level in . the Legal Profession
) <o 4

o . Time 12
Cast Narrator, hill Fry.

Content  Roles paralegals fill in Legal Service’offices.

2b, Title . Ethics and Unauthorized Practice .
B { ‘ »
_ Time 12 R ‘
- Cast “Narrator, Brad Gottlin

Content Ethics for para]egals; discussion of scope of
responsibility paralegals may assume in a law
office; raises and illustrates ethical issues.

.. "0 - ORDER NUMBER C002 _ * ,

Y+ 3. Titde Jévcnile Hearing ‘_
" Time 15 _ , s
° ‘ Cast Judge, Larry Schwartz ) -

Police Officer, Actor
Child, Actor
Child's Mother, Actress | -
Content  Hearing in Juvenile Court, which is de51gned
to raise basic due p :ess issues.

* Use As this to discuss and teach due process concepts.
- ORDER NUMBER €003 . L -
. | :
ol !
. e
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TN ) !
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