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QUALIFICATION:

SAQA QUAL ID |QUALIFICATIONTITLE
49598 National Diploma: Paralegal Practice

SGB NAME NSB 08 PROVIDER NAME
SGB for Legal Educationand TrainingLaw, Military Science and Security

QUAL TYPE FIELD SUBFIELD

National Certificate Law, Military Science and Security ~ |Justice in Society

ABET BAND |MINIMUM CREDITS |NQF LEVEL QUALIFICATION CLASS
Undefined 245 Level 5 Regular-Unit Stds Based

PURPOSE AND RATIONALE OF THE QUALIFICATION

Purpose:

The purpose of the qualification is to provide the qualifying learnerwith knowledge and understandingin
general areas of the law, its application and social context so as to enable the learnerto provide primary and
other legal services to the public and support to legal professional.

This qualificationwill allow qualifying learnersto accept their responsibilityto contribute toward the realisatior
of accessto justice, ajust andfree society based on constitutional democracy within a world legal order and
to contribute to economic and social transformation

Rationale for the qualifications:

This qualificationis meantto prepare qualifying learnersfor practice as paralegal practitionersin all sectors
of the industry, which include:

> Community-based Advice Offices

> Non-governmentalorganisations

> Public institutions

> Commercialinstitutions

> Private practices

Many indigent people continue to be denied access to primary legal services, as a result of inter alia unjust
past policies, legislation and practice. People from historically disadvantaged backgrounds continue to face
challenges in gaining access to the legal profession. The responseto these historical constraints has been
the development of a paralegal sector. While changes have taken place since 1994, the social need for
access to justice has demonstratedthe value of a paralegal sector. There is increasingdemand for quality
primary legal services. Paralegals provide essential support to indigent communities, as well as technical
support to legal practitionersin private, commercial, public and non-profitorganisations. This diploma
addresses a significantdemand in the industryfor qualified paralegals.

This qualificationwill establish minimum standards and contributeto quality service provisionthroughoutthe
industry. By providing a corps of equipped paralegals, the qualificationwill increase access to affordable
primary legal services. The diploma includes outcomes that expand on and reinforce the learner's value
system, and will therefore contribute to the protectionof communities from misconduct and unethical
behaviour.

The diploma contains legal, administrativeand social knowledge and skills. Itis aimed at a developing,
changing and diverse sector. Flexibility will allow service providers to develop learning programmesthat are
responsive to community, industry and learner needs. The service provider must indicate which sector(s) it
caters for and select a suitable cluster of legal areas.

The diploma intendsto equip learnerswith the necessary life skills and has an integrated approach on
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critical cross field outcomes.

This qualification will provide a career-path for those qualifying learners intending to further their studies in all
sector of the paralegal or legal profession. The qualification s in portable unit standard format and unit
standards could contribute to qualificationsinthe legalfield, as well as qualificationsin development, public
administration and the commercialfields. The unit standard based nature of the qualificationswill facilitate
the accumulation of credits through institutionalisedand workplace learning. The qualification provides
learnerswho have gained relevant experience in the workplace with an opportunity to gain credits through a
RPL process.

RECOGNIZE PREVIOUS LEARNING?
Y

LEARNINGASSUMED TOBE IN PLACE

Itis assumedthat learners embarking on learningtowards this qualification will already have acquired the
ability to:

> Communicate at NQF level 4

> Apply numeracy skills at NQF level 4

> Apply mathematicalskills at NQF level 4

> Apply computer skills at NQF level 3.

QUALIFICATION RULES

The learner must achieve at least 20 credits from the general section in the elective component and an
additional 20 credits from only one of the specialised paralegal sectors.

EXIT LEVEL OUTCOMES

1. Apply advanced knowledge and understanding of law to a specific problem within the South African legal
context.

2. Conduct and evaluate legal research and make recommendationsbased on the findings of the research

3. Communicate with internal and external clients in a paralegal or legal workplace

Range: Communication refers to written and oral communication

4. Advise, counsel and represent clients in a variety of formal and alternative settings

5. Produce legal documents in a paralegal context and prepare and draft legal documentsin a legal context
6. Solve problemsin a paralegal context by working in a team and individually

7. Manage administration, including financial administration, and provide organisational support in an office

environment

8. Exercise ethical conduct, values and professionalism when dealingwith internal and external clients

Critical cross- fietd outcomes:

In particularwhen assessing the applied competence (practical, foundational and reflective competencies)
of this qualification, assessors must assess the ability of the learner to:

> Identify and solve problems inwhich responses display that responsible decisions, using critical thinking,
have been made

> Work effectively with others as a member of a team, organisation or legal community

> Organise and manage the learner and the learner's activities responsibly and effectively

> Collect, analyse, organise and critically evaluate information.

> Communicate effectively using visual, mathematical, and language skills inthe modes of written and oral
presentation.

> Use technology effectively and responsibly.

> Demonstrate an understandingof the world as a set of related systems by recognising that problem—
solving inthe legal and paralegal context does not exist in isolation.

> Demonstrate an awareness of the learner in participatingas a responsible citizen in the life of local,
national and global communities.

> Demonstrate an awareness of the learner's role in generating sensitivity to diversity and culture across a
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~range of social contexts.

' Exahpléé cf specific assessment of the above Critical Cross-Field Outcomes may be described in each
Unit Standard.

ASSOCIATED ASSESSMENT CRITERIA

For award of the whole qualification, candidates must achieve the required number of credits as well as the
criteria specified for integrated assessment. Competence will be evident when:

> Relevantfacts within a specific problem are analysed
> Applicability of relevant law to a specific problemis evaluated
> Solutions for specific problems from relevant law are explained

2.0

> Legal research process is conducted and managed

> QOutcomes of legal research are evaluated

> Recommendations based on the findings of the researchare made

3.

(Range: Communicationrefers to written and oral communication)
> Relevant law is communicated to the client

> Relevantlegal procedures are communicatedto the client

> Appropriate legal solutions are communicatedto the client

> Support and assistanceis providedto principal

4.
> Various options and their consequences are outlinedto facilitate client's decision-making

> Principles of alternative dispute resolution mechanismsare applii
> Client's interests are represented in relevantfora

5.
> Basic requirements for drafting legal documents are understood

> Legaldocuments are produced in a paralegal context
> Legal documents are prepared and drafted in a legal context

6.

> Sources of South African law and other selected subjects or laws are examinedto apply the relevantlegal
principles

> Solutionsto problems are identified accordingto the relevant legal prinaples

> Appropriate courts, institutions, specialists and proceduresare recommendedto clients, with relevant

“follow-up

7.0
> Project meetings and workshops are arranged and supported competently

> Administrative systems are appropriately implemented
. » Finances are effectively controlled
> Paralegal assistants are supervised and supported

B o
* > The concept of accountability is understood
- > Confidentiality of clients is maintained
> Ethical-and professional principles are demonstratedwhen assisting clients
> The principles of integrityand honesty are understood

‘ vinteg_fated Assessment:

gi,".cdmpetence (practical, foundational and reflexive competencieswith regardto legal, administrative
social knowledge and skills) of this quallificationwill be achieved if a candidate can integratethe va—
standard outcomesto be able to perform as a Paralegal Practitioner in any of the paralegal sectors.

Ongoing formative assessment is required so that learners are given feedback on their progressin the
achievement of specific learning outcomes. Summative assessment is concernedwith the judgement of the
‘learning in relationto the exit level outcomes of the qualification, which tests the learner's ability to integrate
legal, administrative and social knowledge and skills and paralegalvalues. The assessment methods must
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include observation (e.g. during client counselling), product evaluation (s.g. draft legal documents or
arbitration agreement) and questioning (oral and or written) to provide sufficient opportunity to the learnerto
demonstrate applied competence.

Integratedassessment at the level of this qualification provides an opportunity for learners to show they are
able to integrate concepts, ideas, skills, values and actions across unit standards to achieve competence
that is grounded in and coherent in relation to the purpose of the qualification. An example would be to
assess the representation of clients.

Integrated assessment mustjudge not only the quality of the observable performance but also the thinking
and understandingthat underpin it. Assessment tools must also encourage learnersto give an account of
the thinking and decision-makingthat forms the basis for their demonstrated performance.An integrated
mix of task-orientated and theoretical assessment tools should be used with the ultimate focus being on the
assessment of applied competence.

In other words, the assessors must use a range of tools to test demonstrated competencein a practical
situation (e.g. simulation or learnership on paralegal practitice) as well as oral or written examination (on
application of advanced legal knowledge), that integrates the assessment of all specific outcomes for all the
unit standards.

Assessment should ensure that all specific outcomes, embedded knowledge and critical cross-field
outcomes are evaluated. The assessment of the critical cross-field outcomes should be integratedwith the
assessment of specific outcomes and embedded knowledge.

Recognition of prior learning:

This qualificationcan be achieved wholly or in part through recognition of prior learning, which where
necessary, must be contextualised in terms of legal knowledge, paralegal practice, ethical conduct and
requisite administrative skills.

Evidence can be presentedin a variety of forms, including internationalor previous local qualifications,
reports, testimonials mentioning functions performed, work records, portfolios, videos of practice and
performance records.

Al such evidence should be judged accordingto the general principlesof assessment described in the
notes to assessors.

INTERNATIONAL COMPARABILITY

The National Para-Legal Institute of South Africa (NPI-SA), a convenor of the Para-Legal Working Group of
the SGB for Legal Educationand Training, conducted a web-site survey to determine international
comparability of this diploma.

The survey was conducted among leaders of various Para-Legal associations, service providers and Para-
Legal learnersin the different countries. Researcharticles on paralegals and paralegal education were also
examined. Finally, specific qualificationswere compared.

The survey results reveal international comparability in terms of the timeframe for the qualification, the
access to the qualification, the ability to acquire the qualification through workplace learningand many of the
competencies addressed by unit standards. The diploma’s principles of flexibility and an emphasis on
integratinglegal and administrative skills were also found to be comparable.

All qualificationscompared cater for a particular sector of paralegals -South Africa is unique in seeking to
address the needs of paralegalsworking in all sectors. International comparabilitywas tested inthe
following countries:

Australia

1. The Southern Cross University's Associate degree in Law (Paralegal Studies) compares favourably with
this diploma. Itincludes courses on legal research and writing, interviewing, negotiationsand ethics,
criminal process and an introductionto the Australian legal system.

2. The Kelly Colleges Diplomaof Paralegal Studies compares favourably with this diploma. Itincludes
courses ontrust accounts, litigation, the Australian legal system, legal office practice and legal knowledge in
general. The diploma also shares the principle of producing paralegals for a wide range of sectors -
excluding only non-profitand community-based sectors.

Botswana
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The Diploma in Law offered by the University of Botswanacompares favourably with this diploma. This tTWo-
year programme includes an introductionto the Botswanalegal system and a second year streaming into
the public, private or commercial sector.

Canada

1 Comments were received from Diane Giroux, President Paralegal Association of Paralegals and member
Montreal Chapter of Legal Assistant Managers Association. Research reports from the Law Society of
Upper Canada and an article by John G Kelly were also examined. Itemerged that in Canada most
paralegals have college or university degrees.

2. This diploma compares favourably with the Programme: Law Clerk and Programme: Court and Tribunal
Agent from Fleming College were compared. Both diplomas contain:

> courses on the judicial and social system in Canada

> life skill courses

> skills courses including legal research, communication, computer skills and Alternative Dispute Resolution
> legal courses relevantto practice

> courses on professional conduct

Indonesia

The programme in law offered by the Diponegoro University compares favourably with this qualification. The
programme includes general courses, basic legal courses, advanced courses, additional skills courses,
improvement of legal skills courses and elective courses.

Kenya

The Diplomain Law offered by the Kenya School of Professional Studies compares favourably with this
gualification. The diploma includes courses on an introductionto Kenya law and legal system, constitutional
and administrative law, legal research, social and professional ethics, legal writing and drafting and an
internship.

Namibia

The National Diploma in Legal Assistance being developed by the Polytechnic of Namibiawas compared
with this qualification. The two qualifications share the principle of producing paralegals for a wide range of
sectors includingthe community-based sector.

United Kingdom
1. The Advanced Certificate in Information, Advice and Guidance compares favourably with the diploma

focusing on the community-basedsector. The qualification includes unit standards in:
> Principlesand Practice

> Referrals

> Ethicallssues

> Providinginformationto clients

> Managing informationresources

> Working within Networks

> Organisingand using information

2. The Advanced award in managingvoluntary and community organisationswould compare favourably
with the diploma focusing on the community-based sector, especially at the elective level. The qualification
includes unit standards in:

> Promotingequality in organisation

> Core values and legal frameworks

> Planningand policy

> Business planning

3. The unit standards Community Mediation Skills: Making Choices, Managing Learning; Facilitator
Training; Managing Your Voluntary/Community Organisation; Supporting Community Learning and Training
for Change compare favourably with unit standards inthis diploma, especially in the community-based
elective stream.

4. The ILEX Paralegal Programme level 3 Diplomain Vocational Paralegal Studies was compared with this
qualification. It contains courses on the legal environment, legal principlesand civil litigation.

United State of America
1. The National Federationof Paralegal Associations "Suggested Curriculum for Paralegal Studies"was
compared to this diploma. This diploma compares favourably including similar study areas on
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communicationwritten and oral, mathematical literacy, legal research and writing and procedure. The NFPA
curriculum shares the principle of flexibility and the inclusionof a wide range of electives both at core and
elective levels.

2 The American Bar Association's Guidelines for the Approval of Legal Assistant Education Programmes
were comparedwith this diploma. These guidelines are used to approve two-year programmes equivalent
to this diploma. The guidelines provide for general education credits which include writing skills,
communicationskills and non-legalcourses. There is also a provisionfor legal speciality courses which
cover legal theory, butalso address practical paralegal skills. The guidelines encourage computer skills and
experiential learning through internships. The guidelines strongly encourage articulationto university
degrees. The guidelines require a minimum of 270 contact hours. This is a favourable comparison.

3. The American Association for Paralegal Education"Core Competencies for Paralegal Programmes"was
comparedto this diploma. The listed skill competencies include critical thinking skills, organisational skills,
general communicationskills, interpersonalskills legal research skills, legal writing skills, computer skills,
interviewing and investigationskills compare favourably with this diploma. The knowledge competencies
including the organisation and operation of the legal system, professional and ethical obligations, litigation
proceduresand the organisationand operation of law offices also compare favourably. The document
requiresa minimum of 270 contact hours.

4. The Burlington County College Paralegal Programme compares favourably with this diploma. Itincludes
courses onwritten communication, mathematics, computer science, legal writing and research, civil
litigation, accounting, the New Jersey legal system and an introductionto paralegal studies.

5. The pre-law programme at the Central Washington University compares favourably with this diploma.
This programme includes courses in legal research, legal writing, ethics, current issues, an introduction to
paralegalstudies, an introductionto civil practice and approved electives.

Responses pointed out that in the USA the standards ranges from a 2-year associate degree to a full 4-year
undergraduate degree and then a certification programme. These comments suggestedthat a 2-year
programme is the minimum required and it should consist of both legal courses and administrative skills.
Referencewas also made to the fact that many paralegals achieve qualification through workplace
experience.

Zimbabwe

The qualification compares favourably with the paralegal training programme run by the Legal Resources
Foundation- Zimbabwe. This two-year programme includes sessions on paralegal ethics and conduct,
basic laws, case handling, interview skills, legal drafting, negotiationand mediation skills, human rights,
counselling and community mobilisationskills. This programme is aimed at community-basedparalegals.

Zambia

This qualification compares favourably with the paralegaltraining programme run by the Legal Resources
Foundation- Zambia. This programmeis the same as above but is run in collaboration with the University of
Zambia. The certificationis approved by the Law Society and the Council for Legal Education.

ARTICULATION OPTIONS

Learnerswho have achieved the Diploma in Paralegal Practice may articulate vertically to the Bachelor of
Law.

This gqualificationarticulated horizontallywith the following qualifications:

> Certificate: Labour Relations Practice

> National Certificate: Management

> National Certificate: Policing

> National Certificate: Mission Administration

> National Diploma: Contact Centre Management

> National Diploma: Customer Management

> National Diploma: Service Management (Court Management)

Competence in individual Unit Standards will be retained by the learner who exits the qualification before
completion.

MODERATION OPTIONS
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Moderation must include both internal and external moderation of assessments. Moderation of
assessmentswill be overseen by the relevant ETQA according to the moderation guidelines and agreed
ETQA procedures. This qualification can be internally assessed by assessors of the providerand
moderated by a moderator registered by the relevant ETQA. Moderationshall comply with SAQA
requirements.

Anyone assessing a learner or moderatingthe assessment of a learner against this qualification @ its unit
standards must be registered as an assessor with the relevant ETQA.

CRITERIA FOR THE REGISTRATION OF ASSESSORS

Assessaors for this qualification will hold a level 6 qualification in law or possessthe technical expertise to
achieve this qualificationand have worked as a paralegal practitioner for at least 5 years.

Additional requirements for assessors may be specified in each unit standard.
NOTES
N/A

UNIT STANDARDS
(Note: A blank space after this line means that the qualification is not based on Unit Standards.)

UNIT STANDARDID AND TITLE LEVEL CREDITS STATUS
Core 10043Develop, mplement and manage a projact / activity plan level5 5 Reregistered
Core 10055 Presentdatato stakshoiders Level5 5 Reregistered
Core 14155Createand maintain positive woskplece relationships Level5 5 Registered
Core 110508 Demonstrats and apply knowledge and understanding of the concept of Levei 5 6 Registered
facilitation and a range of facilitation skills
Core 110526 Plan, organiss, implementand controlrecord-keeping systems Level 5 4 Registered
Core 110531P1an, organiss and control the dey-to~dey administration of an office support Level5 4 Registered
function
Core 113807 Draft Legel agreements Level§ to  Registered
Core 113808Apply the general principlesrelating to legal costs Level5 8 Registered
Core 113810Interpretthe principles contained inbasic South African [aw as entrenched inthe  Level 5 6 Registered
constitution and the Bl of Rights
Core 114848 Demonstrate an understanding of the historical polifical, sociel and economic ~ Level5 to  Registered
realtties of South Africa
Core 119499 Adviss and counse! dlients In terms of soclal or legal problems Level5 to  Draft- Prepfor P
Comment
Core 119500 Conduct research ins parelegal context Level5 to  Draft- Prep for P
Comment
Core 119502 Apply advanced legal concests, principles, theories and values witin a Level5 2  Draft- Prepfor P
Comment
Core 119503Demonstrate en understanding of Al and criminal procedurein courts and Level 5 20 Draft- Prepfor P
other fora Comment
Core 119504 Represent clients within a parelegal context Level § 10  Draft=Prepfor P
Comment
Core 119506 Apply legal administrative and alternative d i i resolltion procedures ina Level 5 to Draft- Prepfor P
paralegal context Comment
Core 119508 Demonstrate an understanding of SOUth African 1aw and the legs! systemwith | evel5 15 Draft" Prepfor P
specific emphasis 0n Paralegalism Comment
Core 14505 Apply the principles of ethics and professionalism to a business environment Level 6 6 Registered
Core 115334 Maintain good relations with Intsmel and extemal clients Level6 6 Registered
Core 116104 Use technology effectively in the practice of law Leve! 6 6 Registered
Electiv 7827 Source information about self-employment opportunities Level4 3 Reregistered
Eloctiv 110472 Outline the environmentof local govemment Level4 6 Registered
Electiv 115228 Describe the structure and functioning of criminal justice in south Africa Level 4 d  Registered
Electiv 7886 Develop and implement a Business Plan Level § 8 Reregistered
Electiv 10061 Planfieldwork to meetrequired deadiinesand budget Level5 to  Reregistered
Elsctiv 11973 Build end maintain relationships with local communities Level5 4 Registered
Electiv 12981 Administer and wind up the of sstates of decsssed persons level5 2 Registered
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{Elsctive 12982 Administer and wind up inseivent estates Level5 8 Registered
Elective 13482 Co-ordinate an event Level5 12 Reregistered
Elective 13871 Respond to complex requirementsfrom dents Levels 16  Registered
Elective 14525Present an informed argument on a current issuein a business sector Level5 5 Registered
Elective 14590Apply community development techniques Level5 12 Registered
Elective 14800Establish a community resource project Level5 20 Registered
Elective 110059 Pian and conduct research that redress social development issues Level 5 10 Registered
Elective 110060 Plan leaming programmes that redress social development issues Level5 8 Registered
Elective 110061 Prepare leaming support materials for programmesin developmentpractice Level5 8 Registered
Elective 110062 Plan the facilitation of leaming in development practice Level5 10 Registered
Elective 110063Pian advocacy campaigns and workshops in development practice Level5 8 Registered
Elective 1142300psrate the case management process Level5 10 Registered
Elective 116087 Fundamentals of legal costs Level5 3 Registered
Elective 116101 Recover fees and disbursements inan attomey's practice Level5 4 Registered
Elective 116603 Demonstrate and apply understanding of the legal requirementsrelevanttothe  Levels 10 Registered
liquidation of debt
Elottive 119501 Apply advanced concepts, theoriesand related values of a selected subjectarea  Level5 ggan]?r;]ePrzfp for P
Elective 119507 Apply advanced legal concepts, principles, theoriesand values of specialised Level5 DraR - Prepfor P
law within a paralegal sector Comment
Elective 119510Apply fundamental concepts, theoriesand relatedvalues ofg sefscted subject  Level 5 15 Draft- Prepfor P
area Comment
Elective 7880 Prepare, implernent, manage and control budgets Level6 10 Reregistered
Elective 10080 Formulate, design and implement cUStomer servicedstivery systems and Level 6 8 Reregistered
processes
Elective 13631 Critically review socio-economic development issues and processes Level6 14 Registered
Elective 13870 Enhanceservice levels in Contact Centres Level6 16  Registered
Elective 110480Design and implementa system for the on-going monitoring, reporting and Level6 8 Registered
evaluation of a local economic development programme
Elective 110488 Facilitate the estabiishment of strategic partnerships to contribute o echieving  Level6 12 Registered
the objectives Of the strategic planfor a local sconomic development programme
Elective 110499 Facilitate negotiations about all aspects of implementing local economic Level6 12 Registered
programmes With a range of relevant stakeholders and role playsrs
Elective 117436 Provide support services t0victims Level6 15 Registered
Elective 117438 inform policy Level6 15 Registered
Fundamental 7866 Plan, organise end monitorwork inown area of responsibility Leel s 3 Reregistered
Fundaments! 119505 Apply fundamental legal concepts, prinaples, theoriesand values wHna Levels 20 Draft- Prep for P
paralegal sector Comment
Fundamental 116108 Fundamentals of effective communicationskills in legal practice Leval6 6 Registered
2005/03/30 Qualip; 49598 SAQA: NLRD Report "Qualification Detail" Page 8
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SOUTHAFRICAN QUALIFICATIONS AUTHORITY

QUALIFICATION:

Eviablished bn peowey 0) Aot 3K af POOT

National Certificate: Paralegal Practice

SAQA QUAL ID |QUALIFICATIONTITLE

49597 National Certificate: Paralegal Practice

SGB NAME NSB 08 PROVIDER NAME

SGB for Legal Educationand Training Law, Military Science and Security

QUAL TYFE FIELD SUBFIELD

National Certificate Law, Military Science and Security ~ |Justice in Society

ABET BAND [MINIMUM CREDITS [NOF LEVEL QUALIFICATIONCLASS
Undefined 125 Level 5 Regular-Unit Stds Based

PURPOSE AND RATIONALE OF THE QUALIFICATION
Purpose:

The purpose of the qualification is to provide the qualifying learner with a basic knowledge and
understandingof the South African legal system, fundamental laws, their application and social context so as
to enable the learner to provide supervised support and assistance ina paralegalenvironment.

Quialifying learnerswill be able to:

> Apply fundamental knowledge and understandingof law to a specific problem within the South African
legal context.

> Apply appropriatetechnology in order to conduct legal research on behalf of a legal or paralegal
practitioner.

> Communicate with internal and external clients in a paralegalor legal workplace.

> Guide and refer clients in a paralegal context.

> Assist in solving problems in a paralegal context by working in a team and individually.

> Provide administrative and organisational support in an office environment.

> Exercise ethical conduct, values and professionalism when dealing with all clients.

This qualification equips learnersto make a meaningful contributionto South Africa's constitutional
democracy by enhancing access to justice and promoting economic and social transformation.

Rationale:

This qualification is meant to prepare qualifying learners for supervised practice as paralegalassistantsin alll
sectors of the industry, which includes:

> Community-based paralegal Advice Offices.
> Non-governmental organisations.

> Public institutions.

> Commercialinstitutions.

> Private practices.

Paralegal assistants play an important role in providing support services to legal and paralegal practitioners;
as well as limited assistance to members of the public. This resultsin a greater capacity to address the
growing social demand for legal services and limited legal assistance as South Africans embrace democracy

and seek to protect their rights.

2005/03/30 QuallD: 49597 SAQA: NLRD Report *Qualification Detail* Page 1
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This qualificationwill produce qualified and competent assistants to ensure that primary legal services are
more accessible and affordable to the public. Itincludes legal, administrative and social knowledge and
skills; although the emphasis is on providingsupport or supervised practice. Itintendsto equip the learner
with the necessary life skills and has an integrated approach on critical cross-field outcomes. This certificate
establishes minimum standards and contributes to quality service provision; as a result communities will
receive assistance in cdmpliancewith ethical and professional standards.

This qualificationwill provide a career-path for those qualifying learners intendingto further their studies in all
sectors of the paralegal or legal profession. The portable unit standard format allows specific unit standards
to contribute to qualificationsin the legal, development, publicadministration and commercialfields. This
qualification will facilitate the accumulation of credits through institutionalisedand workplace learning. The
qualification also provides learners who have gained relevant experience in the workplace with an
opportunity to gain credits through a RPL process.

RECOGNIZE PREVIOUS LEARNING?

Y

LEARNING ASSUMED TOBE IN PLACE

Itis assumed that learners embarking on learning towards this qualification will already have acquired the
ability to:

> Communicate at NQFlevel 4.

> Apply numeracy skills at NQF level 4.

> Apply mathematicalskills at NQF level 4.

> Apply computer skills at NQF level 3.

Recognitionof prior learning:

This qualification can be achievedwholly or in part through recognition of prior learning, which where
necessary, must be contextualisedinterms of fundamental law and the requisite administrative support
skills.

Evidence can be presentedin a variety of forms, including international or previous local qualifications,
reports, testimonials mentioningfunctions performed, work records, portfolios, videos of practice and
performancerecords.

All such evidence should bejudged according to the general principles of assessment described in the
notesto assessors.

QUALIFICATION RULES
The qualificationmust include at least one level 5 elective.

EXIT LEVEL OUTCOMES

The qualifying learner will be able to:

1. Apply fundamental knowledge and understanding of law to a specific problem within the South African
legal context.

2. Apply appropriate technology in order to conduct legal research on behalf of a legal or paralegal
practitioner.

3. Communicate with internaland external clientsin a paralegal or legal workplace.
> Range: Communication refersto bothwritten and oral communication.

4. Guide and refer clients in a paralegal context.

5. Assist in solving problems in a paralegal context by working in a team and individually

6. Provide administrative and organisational support in an office environment.

7. Exercise ethical conduct, values and professionalismwhen dealing with internal and external clients.

Critical cross- field outcomes:
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> |dentify and solve problemsinwhich responsesdisplay that responsible decisions, using critical thinking,
have been made.

> Work effectively with others as a member of a team, organisation@ legal community.

> Organise and manage the learner and the learner's activities responsiblyand effectively.

> Collect, analyse, organise and critically evaluate information.

> Communicate effectivelyusing visual, mathematical, and language skills in the modes of written and oral
presentation.

> Use technology effectively and responsibly.

> Demonstratean understanding of the world as a set of related systems by recognisingthat problem-
solving inthe legal and paralegal context does not exist in isolation.

> Demonstratean awareness of their role in participating as responsiblecitizens in the life of local, national
and global communities.

> Demonstratean awareness of their role in generating sensitivity to diversity and culture across a range of
social contexts.

Examples of specific assessment of the above Critical Cross-Field Outcomes are described in each Unit
Standard.

ASSOCIATED ASSESSMENT CRITERIA

For award of the whole qualification, candidates must achieve the required number of credits as well as the
criteria specifiedfor integratedassessment. Competencewill be evidentwhen:

I

> Relevant facts within a specific problem are identified.

> Relevantfundamental law applicable to a specific problemis indicated.
> Options for specific problems from fundamental law are explained.

> Problems that fall outside fundamental law are recognised.

2

> Legalrelated software is usedwithin paralegaladministrative environment.

> Appropriate technology for legal researchis applied.

> Relevant sources of legal informationare identified.

> Legalresearchis conducted.

> Research findings are appropriately presentedto legal or paralegal practitioner.

3:

> Relevant law is communicatedto the client.

> Relevant legal procedures are communicatedto the client.

> Appropriate legal or paralegal solutions are communicated to the client.
> Support and assistance is providedto principal.

4:

> Problems are defined and related solutions are identified.

> Information services are providedto clientsintime.

> Support services are providedto clientsintime.

> Range: Support services also include referral to appropriate practitioners with relevantfollow up.

S

> Sources of South African law and other selected subjects or laws are examined to identify the relevant
legal principles.

> Options to problems are pursuedaccordingto the relevant legal principles.

6

> Paymentsare processed in accordance with the organisation's policies and procedures.

> Records are kept and maintained in accordance with the organisation's policies and procedures.

> Administrative systems are implementedin accordance with the organisation's policies and procedures.

7

> The concept of accountability is understood.

> Confidentiality of clients is maintained.

> Ethical and professional principles are demonstratedwhen assisting clients.
> The principles of integrity and honesty are understood.
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Integrated assessment:

Applied competence (practical, foundational and reflexive competencieswith regardto legal administrative
and social knowledge and skills) of this qualificationwill be achieved if a candidate can integrate the various
unit standard outcomesto be able to perform as a ParalegalAssistant in any of the paralegal sectors.

Ongoing formative assessment is required so that learners are given feedback on their progress in the
achievement of specific learning outcomes. Summative assessment is concerned with the judgement of the
learning in relationto the exit level outcomes of the qualification, which tests the learner's ability to integrate
legal administrative and social knowledge and skills and paralegalvalues. The assessment methods must
include observation (e.g. during client referral), product evaluation (e.g. research report) and questioning
(oral and or written) to provide sufficient opportunity to the learnerto demonstrate applied competence.

Integratedassessment at the level of this qualification provides an opportunity for learnersto show they are
able to integrate concepts, ideas, skills, values and actions across unit standards to achieve competence
that is grounded in and coherentin relation to the purpose of the qualification. An example would be to
assess the guidance and referral of clients.

Integrated assessment must judge not only the quality of the observable performance but also the thinking
and understandingthat underpinsit. Assessment tools must also encourage learnersto give an account of
the thinking and decision-making that forms the basis for their demonstrated performance. An integrated
mix of task-orientated and theoretical assessment tools should be used with the ultimate focus being on the

assessment of applied competence.

In other words, the assessors must use a range of tools to test demonstratedcompetence in a practical
situation (e.g. simulation or leamership on (parajlegal practitionersupport) as well as oral or written
examination (on application of fundamental legal knowledge), that integrates the assessment of all specific
outcomes for all the unit standards.

Assessment should ensure that all specific outcomes. embedded knowledge and critical cross-field
outcomes are evaluated. The assessment of the critical cross-field outcomes should be integratedwith the
assessment of specific outcomes and embedded knowledge.

INTERNATIONAL COMPARABILITY

The National Para-Legal Institute of South Africa (NPI-SA), a convenor of the Para-Legal Working Group of
the SGB for Legal Educationand Training, conducted an internet-based survey to determine international
comparability of this certificate.

The survey was conducted among leaders of various Para-Legal associations, service providers and Para-
Legallearnersin the different countries. Researcharticles on paralegals and paralegal education were also
examined. Finally, specific qualificationswere compared.

The survey results reveal that very few countries have certificate level qualifications for paralegalassistants.
Where such qualifications exist they cater for a specific sector and do not integrate legal knowledge with
paralegaland administrative skills.

South Africa is unique in seeking to address the needs of paralegal assistantsworking in all sectors.
Internationalcomparability was tested in the following countries:

United Kingdom:

1. The Intermediate Award in Developing Information, Advice and Guidance Skills compares favourably with
the certificate interms of the inclusion of paralegaland administrative skills. It includes unit standards on:

> Information, Advice and Guidance in Practice.

> Interaction Skills.

> Networking and Referral.

> Managing Information.

> Information, Advice and Guidance in context.

2. The ILEX Paralegal Programme Legal Secretaries Certificate was compared with this qualification. It
compares favourably interms of the administrative, communication, client care skills and legal technology
skills included. The ILEX Certificate does not include any legal knowledge courses.

3. The ILEX Paralegal Programmelevel 2 Certificate in Vocational Paralegal Studies was compared with
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this qualification. It contains courses on the legal environment, legal principles and civil litigation. It does not
contain administrative or paralegalskills.

ARTICULATION OPTIONS

Learnerswho have achievedthe Certificate in Paralegal Practice will have access to the Diplomain
Paralegal Practice.

This qualification articulates horizontally with the following qualifications:

> National Diploma- Service Management (Court Management).
> National Certificate- Mission Administration.

Competence in individual Unit Standards will be retained by the learnerwho exits the qualification before
completion.

MODERATION OPTIONS

Moderation must include both internal and external moderation of assessments. Moderation of
assessmentswill be overseen by the relevant ETQA accordingto the moderation guidelines and agreed
ETQA procedures. This qualification can be internally assessed by assessors of the provider and
moderated by a moderator registered by the relevant ETQA. Moderation shall comply with SAQA

requirements.

Anyone assessing a learner or moderating the assessment of a learner against this qualificationor its unit
standards must be registeredas an assessor with the relevant ETQA.

CRITERIAFOR THE REGISTRATION OF ASSESSORS

Assessors for this qualification will hold a level 6 qualification in law or possessthe technical expertise to
achieve this qualification and have worked as a paralegal practitionerfor at least5 years.

Additional requirements for assessors may be specified in each unit standard.

NOTES

NIA

UNIT STANDARDS

(Note: A blank space after this line means that the qualification |s not based 0N Unit Standards.)

| UNIT STANDARD ID AND TITLE LEVEL CREDITS STATUS

|Core 7865 Improve service to customers Level § 6 Reregistered

Core 8663 Plan and conduct a research project Level5 6 Reregistered

Core 110531 Plan,organise and controlthe day-to-day administration of an office support Level 5 4 Registered
function

Core 115823 Gather and manageinformation for decision-making Level5 5 Registered

core 1158585 Create, maintain and update record keeping systems Level 5 5 Registered

core 119503 Demonstrate an understanding of civil and criminal procedure incourts and Level 5 20 Drafl- Prepfor P
other fora Comment

Core 118508 Dempnslrate an understanding of Seuth African law and the legal system with Level5 15  DraR- Prepfor P
specific emphasis 0N Paralegalism Comment

Core 119509Guide and refer clients in terms of legad enquiries Level5 10 Dratt-Prepfor P

Comment

core 116104 Usetechnology effectively inthe practice of law Level6 6  Registered

Elective 13948 Negotiate an agreement or deal in an authentic work situation Level4 5 Registered

Elective 14646 Demonstrate an Understanding of the humentights contained inthe biiof ights  Level 4 12 Registered

Elective 110055Faciktate leaming in development practice Level 4 14 Registered

‘Eiectwe 114478 Conduct basiclay counselling in astructured environment Level 4 15 Registered

Elective 114738Perform financial planningand control functions fora small business Level4 6 Registered

iEIedive 13484 Performsuccessful event administration Level 5 8 Reregistered

iEm 13648 Apply appropriate social protocols in the workplace and community Level 5 4  Registered

Elective 13925 Present information in a public setting Level § 5 Registered
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16093 Dumw&mmmaamacyuahtmdgmeem& Lovel 5 § Registered
Impiications for a diverse society ‘ o
118510 Apply fundamental concapts, thearies and related values of a selected subject  Level 5 15 Draft - Prep for P
aree » . Comment :
Fundamental 8847 Apply workplacs communication skilis < Llevel§ 10 Reregistered
Fundamentsl 11984 Monitor, reflect and improve on own performance Leval 5 3 Registered
undamentsl 119505 Apply fundamental legal concepts, principles, theories and values within a Lovel 5 20  Draft-Prep for P
parslegal sector . N Comment
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Faaghlivhest in tevmnt af Acs N uf 1995

UNIT STANDARD:

SOUTH AFRICAN QUALIFICATIONS AUTHORITY

SAQA US ID

UNIT STANDARD TITLE

119499

Advise and counsel clients in terms of social or legal problems

SGB NAME

NSB 08

PROVIDER NAME

Training

SGB for Legal Educationand

Law, Military Science and Security

UNIT STANDARD TYPE

FIELD DESCRIPTION

SUBFIELD DESCRIPTION

Regular Law, Military Science and Security | Justice in Society
ABET BAND |CREDITS NOQF LEVEL UNIT STANDARD TYPE
Undefined 10 Level5 Regular

SPECIFIC OUTCOME 2

Establishrapportwith the client.

SPECIFIC OUTCOME 3
Client's needs are identifiedin terms of a social or legal problem.

SPECIFICOUTCOME 4
Facilitate client's decision- making in terms of a social or legal problem.

SPECIFIC OUTCOME 5
Referthe client interms of a social or legal problem.
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SAQA US D

UNIT STANDARD TITLE

119501

Apply advanced concepts, theories and related values oF a selected subject area

SGB NAME

NSB 08

PROVIDER NAME

Training

SGB for Legal Educationand [Law, Military Science and Security

UNIT STANDARD TYPE FIELD DESCRIPTION

SUBFIELD DESCRIPTION

Regular Law, Military Science and Security | Justice in Society
IABET BAND |CREDITS NQF LEVEL UNIT STANDARD TYPE
Undefined 15 Level5 Regular

SPECIFIC OUTCOME 1
Demonstrateknowledge of advanced concepts, theories and values within the selected

subject area.

SPECIFICOUTCOME 2

Demonstratean understanding of the way inwhich issues within the selected subject area
impact on contemporary society.

SPECIFIC OUTCOME 3
Apply knowledge and understanding of the selected subject area in order to solve complex

problems.
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Apply advanced legal concepts, principles, theories and values of specialised law within a
paralegal sector

UNIT STANDARD:

SOUTH AFRICAN QUALIFICATIONS AUTHORITY

SAQA USID |UNIT STANDARD TITLE

119507 Apply advanced legal concepts, principles, theories and values of specialised law within a
paralegalsector

SGB NAME NSB 08 PROVIDER NAME

SGB for Legal Educationand |Law, Military Science and Security

Training

UNIT STANDARD TYPE FIELD DESCRIPTION SUBFIELD DESCRIPTION

Regular Law, Military Science and Security ~ [Justice in Society

ABET BAND |CREDITS NQF LEVEL UNIT STANDARD TYPE

Undefined 20 Level 5 Regular

SPECIFIC OUTCOME 1

Demonstrate advanced knowledge and understanding of specialised law within the South

African legal context.

SPECIFIC OUTCOME 2

Analyse specialisedlaw in terms of contemporary social context.

SPECIFIC OUTCOME 3

Apply advanced understanding of specialised law in order to solve problems.

SPECIFICOUTCOME 4

Recommend appropriate solutions for problemsto client.

G05-022019—C
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SAQA USID |UNIT STANDARD TITLE

119502 Apply advanced legal concepts, principles, theories and values within a paralegal sector
SGB NAME NSB 08 PROVIDERNAME

SGB for Legal Educationand |Law, Military Science and Security

Training

UNIT STANDARD TYPE FIELD DESCRIPTION SUBFIELD DESCRIPTION
Regular Law, Military Science and Security  [Justice in Society

ABET BAND |CREDITS NQF LEVEL UNIT STANDARD TYPE
Undefined |20 Level 5 Regular

SPECIFIC OUTCOME 1

Demonstrate advanced knowledge and understanding of relevant law within the South
African legal context.

SPECIFICOUTCOME 2
Analyse the relevant law in terms of contemporary social context.

SPECIFIC OUTCOME 3
Apply advanced understanding of relevant law in order to solve problems.

SPECIFIC OUTCOME 4
Recommend appropriate solutionsfor problems to client.

SPECIFIC OUTCOME 5
Supervise an assistant in a paralegalsector.
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SOUTHAFRICAN QUALIFICATIONSAUTHORITY

UNIT STANDARD:

Apply fundamental concepts, theories and related values of a selected subject area

SAQA US ID |UNIT STANDARD TITLE
119510 Apply fundamental concepts, theories and related values of a selected subject area
SGB NAME o NSB 08 . PROVIDER NAME
SGB for Legal Education and |Law, Military Science and Security
Training
UNIT STANDARD TYPE FIELD DESCRIPTION SUBFIELD DESCRIPTION
Regular , Law, Military Science and Security  ustice in Society

- [ABET BAND [CREDITS NQF LEVEL UNIT STANDARD TYPE
Undefined [15 = |Level5 Regular

~ SPECIFIC OUTCOME 1
Demonstrate knowledge of fundamental concepts, theories and values within the selected

subject area.

SPECIFIC OUTCOME 2

Demonstrate an understanding of the way in which issues within the selected subject area
impa¢ on contemporary SOCIELY.

SPECIFIC OUTCOME 3

Apply knowledge and understanding of the selected subject area in order to solve simple
problems.
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SAQA USID [UNIT STANDARD TITLE

119505 Apply fundamental legal concepts, principles, theories and values within a paralegal sector
SGB NAME NSB 08 PROVIDER NAME

SGb for Legal Educationand  |Law, Military Science and Security

Training

UNIT STANDARD TYPE FIELD DESCRIPTION SUBFIELD DESCRIPTION
[Regular Law, Military Science and Security ~ [Justice in Society

ABET BAND |CREDITS INOQF LEVEL UNIT STANDARD TYPE
Undefined 20 Level§ Regular

SPECIFIC OUTCOME 2
Discuss relevant law in terms of contemporary social context.

SPECIFIC OUTCOME 3
Apply knowledge and understandingcf relevantlaw in terms of a given scenario.
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AFRICAN
QUALIFICATIONS

SOUTHAFRICAN QUALIFICATIONS AUTHORITY

UNIT STANDARD:

Katahitshrd 48 sevend wf Act S8 uf 1995

Apply legal administrative and alternative dispute resolution procedures in a paralegal context

SAQA USID ,UNIT STANDARD TITLE )
119506 Apply legal administrative and alternative dispute resolution procedures in a paralegal contexi |
SGB NAME NSB 08 PROVIDER NAME

SGB for Legal Educationand |Law, Military Science and Security

Training

UNIT STANDARD TYPE FIELD DESCRIPTION SUBFIELD ____ .. .._.]

Regular Law, Military Science and Security ~ |Justice in Society

ABET BAND |CREDITS NQF LEVEL UNIT STANDARD TYPE

Undefined 10 Level5 Regular

SPECIFIC OUTCOME 1

Apply legal administrative and alternative dispute resolution procedures in a paralegal
context.

SPECIFIC OUTCOME 2
Describe alternative dispute resolutions.

SPECIFIC OUTCOME 3
Apply the principles of negotiationin a paralegal context.

SPECIFIC OUTCOME 4
Apply the principles of mediation and conciliationin a paralegal context.

SPECIFIC OUTCOME 5
Apply the principles of arbitrationin a paralegal context.

SPECIFIC OUTCOME 6
Refer a client to an appropriate practitioner outside the paralegal context.
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SAQA USID |UNIT STANDARD TITLE
119500 Conduct research in a paralegal context
SGB NAME NSB 08 PROVIDER NAME

Training

SGB for Legal Educationand |Law, Military Science and Security

UNIT STANDARD TYPE FIELD DESCRIPTION

SUBFIELD DESCRIPTION

Regular Law, Military Science and Security  |Justice in Society
ABET BAND |CREDITS NQF LEVEL UNIT STANDARD TYPE
Undefined 10 Level 5 Regular

SPECIFIC OUTCOME 1
Collect information for research in a practical paralegal context.

SPECIFIC OUTCOME 2
Analyse information for researchin a practical paralegal context.

SPECIFICOUTCOME 3
Present rgport of research findings based on analysed information.




STAATSKOERANT, 8 APRIL 2005 No. 27457

31

SAQA USID JUNIT STANDARD TITLE

119508 Demonstrate an understanding of South African law and the legal system with specific
emphasis on Paralegalism

SGB NAME NSB 08 PROVIDER NAME

SGB for Legal Educationand |Law, Military Science and Security

Training

UNIT STANDARD TYPE FIELD DESCRIPTION SUBFIELDDESCRIPTION

Regular Law, Military Science and Security  |Justice in Society

IABET BAND |CREDITS NQF LEVEL UNIT STANDARD TYPE

Undefined 15 Level 5 Regular

SPECIFIC OUTCOME 1
Explain how law in general and South African Law in particularevolved.

SPECIFIC OUTCOME 2
Explainthe different divisions of law.

SPECIFIC OUTCOME 3
Explain the nature of the sources of South African law.

SPECIFIC OUTCOME 4

Display a knowledge and understanding of the hierarchy, composition and function of the
courts in South Africa.

SPECIFICOUTCOME §

Explainthe concept of judicial precedentas a source of law and apply it to the South African
court structure.

SPECIFIC OUTCOME 6

Discuss legal philosophy and its impact on the South African legal system and the
practitioner.

SPECIFIC OUTCOME 7
Discussthe history and role of paralegalsinthe South African legal system,
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[SAQA US 1D JUNIT STANDARD TITLE
119503 Demonstrate an understanding of civiland criminal procedure In courts and other fora
SGB NAME NSB 08 PROVIDER NAME
SGb for Legal Educationand | Law, Military Science and Security
Training
UNIT STANDARD TYPE FIELD DESCRIPTION SUBFIELD DESCRIPTION
Regular Law, Military Science and Security ~ [Justice in Society
ABET BAND |CREDITS rNQF LEVEL UNIT STANDARD TYPE
Undefined |20 |Leve| 5 Regular T
— S—

SPECIFIC OUTCOME 1
Explainhow formal law interactswith other areas of law within the South African legal
framework.

SPECIFIC OUTCOME 2
Apply information from the sources of South African civiland criminal procedureto a given
scenario.

SPECIFIC OUTCOME 3
Identify the appropriate forum for the resolutionof civil and criminal matters within the South
African legal context.

SPECIFIC OUTCOME 4

Demonstrate knowledge and understandingof the procedure of civil and criminal matters in
a selected court or forum.

SPECIFIC OUTCOME 5
Demonstrate knowledge of the laws of evidence in civil and criminal cases,
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SOUTH
AFRICAN
QUALIFICATIONS
AUTRORITY

SOUTH AFRICAN QUALIFICATIONSAUTHORITY

UNIT STANDARD:
Easablivhest in seeves 4 Act W ) YOU3
SAQA USID |UNIT STANDARD TITLE
119509 Guide and refer clients interms of legal enquiries

SGB NAME

NSB 08

PROVIDER NAME

Training

SGB for Legal Educationand |Law, Military Science and Securii

UNIT STANDARD TYPE FIELD DESCRIPTION

SUBFIELD DESCRIPTION

Regular Law, Military Science and Security  |Justice in Society
ABET BAND |CREDITS NQF LEVEL UNIT STANDARD TYPE
Undefined 10 Level5 Regular

SPECIFIC OUTCOME 1
Interviewthe client to determine the nature of the enquiry withinthe South African legal

framework.

SPECIFIC OUTCOME 2
Source information in order to assistthe client with the enquiry.

SPECIFIC OUTCOME 3
Communicate informationto the client in order to assist with the enquiry in a paralegal

context.

SPECIFIC OUTCOME 4
Refer the client interms of the enquiry.
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UNIT STANDARD:

SOUTH AFRICAN QUALIFICATIONS AUTHORITY

Representclients within a paralegal context

P ——

SAQA USID |UNIT STANDARD TITLE

119504 Representclients within a paralegal context

SGB NAME NSB 08 PROVIDER NAME

SGB for Legal Educationand  [Law, Military Science and Security

Training

UNIT STANDARD TYPE FIELD DESCRIPTION SUBFIELD DESCRIPTION
Regular Law, Military Science and Security | Justice in Society

IABET BAND |CREDITS NQF LEVEL UNIT STANDARD TYPE
Undefined 10 Level5 Regular

SPECIFIC OUTCOME 1

Identify issues for discussion, consultation, negotiation or advocacy for representation of

clients in a paralegal context.

SPECIFIC OUTCOME 2

Prepare to participate in relevant forum within a paralegal context.

SPECIFIC OUTCOME 3

Representclient in relevantforum within a paralegal context.

SPECIFIC OUTCOME 4

Provide feedback to client and role-players.






