
Contents

About this trainer/assessor guide .................................................................................................................................. 4

Learning resource............................................................................................................................................................. 5

Topic 1: Prepare to represent organisation in court or tribunal ............................................................................... 5

Follow appropriate court or tribunal preparation procedures and format in line with organisation

requirements............................................................................................................................................................ 5

Negotiate with client prior to court or tribunal appearance ............................................................................ 10

Liaise with, and brief solicitor prior to court or tribunal appearance in accordance with role and

organisation requirements................................................................................................................................... 13

Prepare relevant paper work prior to court or tribunal appearance and ensure it is up to date ............... 16

Assess each case and determine whether the organisation can lodge an application for a hearing......... 21

Deliver relevant and appropriate legal notice/s with adequate time allowed prior to court or tribunal

appearance............................................................................................................................................................. 24

Check your understanding ................................................................................................................................... 27

Topic 2: Represent organisation in court or tribunal................................................................................................ 29

Observe appropriate court or tribunal dress, grooming and etiquette codes .............................................. 29

Undertake additional briefing with solicitor as necessary ............................................................................... 32

Finalise relevant documentation including procedures and protocols required to prepare case for

presentation ........................................................................................................................................................... 35

Answer questions and articulate facts clearly, concisely, confidently and accurately .................................. 38

Maintain effective negotiations and briefing with the client and the solicitor throughout the court or

tribunal process in accordance with role and organisation requirements .................................................... 40

Check your understanding ................................................................................................................................... 43

Topic 3: Follow up actions from court appearance or tribunal hearing................................................................. 45

Prepare accurate records, reporting and file updates, as required and resulting from the court

appearance or tribunal hearing ........................................................................................................................... 45

Undertake appropriate debriefing with colleagues, supervisor and solicitor................................................ 49

Establish a process for monitoring the action following the court or tribunal appearance ........................ 51

Notify appropriate stakeholders of any intention to withdraw, adjourn or relist case ................................ 53

Check your understanding ................................................................................................................................... 57

Topic 4: Follow up actions resulting from the hearing ............................................................................................. 59

Carry out procedures within time limits ............................................................................................................. 59

Follow appropriate steps after a legal order has been given........................................................................... 62

Check your understanding ................................................................................................................................... 65

Topic 5: Use the procedure for resolving specific issues ......................................................................................... 67

Investigate and document nuisance and annoyance claims ........................................................................... 67

Negotiate with client to attempt a resolution, prior to a hearing.................................................................... 71

Ensure all required reports are completed accurately after a hearing and record follow up action/s ...... 73

Make appropriate referrals to agencies ............................................................................................................. 75

Check your understanding ................................................................................................................................... 77

References...................................................................................................................................................................... 79

2
CHCADV004: Represent organisation in court or tribunal (Trainer/assessor guide)
© Catapult Smallprint C1 Jan 2024



Assessment workbook ................................................................................................................................................... 81

Unit information............................................................................................................................................................ 83

What is competency-based assessment?................................................................................................................... 84

How will my competency be assessed?...................................................................................................................... 85

Assessment agreement ................................................................................................................................................ 86

CHCADV004: Represent organisation in court or tribunal (Trainer/assessor guide)
© Catapult Smallprint C1 Jan 2024 3

Skills recognition ........................................................................................................................................................... 87 

Topic 1: Prepare to represent organisation in court or tribunal.................................................................................. 88 

Topic 2: Represent organisation in court or tribunals .................................................................................................. 89 

Topic 3: Follow up actions from court appearance or tribunal hearing ..................................................................... 90 

Topic 4: Follow up actions resulting from the hearing .................................................................................................. 91 

Topic 5: Use the procedure for resolving specific issues .............................................................................................. 92 

Knowledge questions ................................................................................................................................................... 93 

Topic 1: Prepare to represent organisation in court or tribunal.................................................................................. 94 

Topic 2: Represent organisation in court or tribunal .................................................................................................. 104 

Topic 3: Follow up actions from court appearance or tribunal hearing ................................................................... 113 

Topic 4: Follow up actions resulting from the hearing ................................................................................................ 119 

Topic 5: Use the procedure for resolving specific issues ............................................................................................ 121 

Project .......................................................................................................................................................................... 128 

Completion record ...................................................................................................................................................... 137 

Unit mapping ............................................................................................................................................................... 138 

Trainer/assessor instructions and requirements .................................................................................................... 143 

Practical assessment ...................................................................................................................... Separate document 




