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Welcome to the spring issue of the Paralegal Press! 

Firstly, some news about the Board of Directors. You will 
recall that Monica Bruns joined the Board of Directors last 
year as one of our Okanagan representatives. Throughout the 
past year, Monica has brought her special enthusiasm and 
excellent ideas to us, all of which helped the BCPA continue 
to succeed. Recently, due to competing priorities, Monica has 
decided to resign. Please join me in thanking Monica for her 
terrific contributions to the Association.

We are excited to announce that the Board has created 
a “Refer a New Member” initiative. When an existing 
member refers someone to join the Association, the name 
of the existing member gets logged on the new member’s 
application form, then the existing member will be entered 
into a draw for a prize once every four months. As such, we 
invite you to reach out to your colleagues who are not yet 
members and invite them to join! Not only do you get the 
chance to win a gift, we all win by growing our membership 
with individuals who can bring new ideas to the table, help 
us develop our programs and our people, volunteer at events, 
and help advance our profession. Our initiative will help 
us top our 2014 membership, which soared to almost 800 
members! Let’s keep the numbers growing!

We continue our work with The Law Society of British 
Columbia on various committees, including a Working Group 
for the certification of paralegals. Most recently, we have 
been in consultation with The Law Society of British Columbia 
regarding the certification scheme. We will provide you 

with more details and updates throughout the year as they 
become available.

We hope you will enjoy this issue of the Paralegal Press, 
which contains numerous articles relevant to our profession. 
Read “Hmmm...Should We Mediate?” from Brian Gibbard 
and Paul Taberter, “Entering Good Contracts: A Few Good 
Tips for Entrepreneurs & Businesses” by Aleksandra Karpik; 
and many more. Make sure you update your calendar too! 
Our annual events are not to be missed!

As always, if you have suggestions for newsletter articles, 
recommendations for enhancing or improving the website, 
or ideas for professional development seminars, webinars or 
lunch-and-learns, we want to hear from you! Reach out to 
any Board member with your thoughts and propositions. We 
look forward to hearing from you.

News Blooms

sPRESIDENT’S
MESSAGE

Best regards,

Yves Moisan, BCPA President



Spring 2015                                      2015 BC Paralegal Association, All Rights Reserved   www.bcparalegalassociation.com2

Proud sponsor of the BCPA 
and Paralegal Press since 2000

Talk to our experts today:
info@dyedurhambc.com · 604-257-1800 · 1-800-661-1811
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Hmmm... Should 
We Mediate?

BY BRIAN L. GIBBARD & PAUL D. TABERNER

In a word, yes! You should definitely mediate! Roughly two 
per cent of all court cases actually reach trial. Put differently, 
litigators and their staff spend the vast majority of their 

time getting a file ready for trial, yet rarely do they ever get 
there. Consider this: In the past decade, the vast majority 
of government departments in North America responsible 
for their respective judicial systems have enacted legislation 
aimed at keeping parties out of the courtroom under the 
guise of access to justice. For quite a while, a trend has grown 
towards conflict resolution without trial. The justice system is 
seen as too complex, too slow and too expensive.

Mediation is one of the foremost options for alternative 
conflict resolution. It is simpler, faster and less expensive than 
trial. In 2014, Mediate BC surveyed its civil and family rosters 
to learn more about the use of mediation in BC. The survey 
found that:

•  Mediation is affordable. The average total mediation fees 
were less than $2000 across all categories: civil, family, 
and workplace. Compare the following average total 
mediation fees for each category, with average legal fees 
for a litigation dispute up to and including a two-day trial:

Category Mediation Court

Civil $1566 $21,452 per party

Family $1784 $14,500 per party

Workplace $1768 $2900 for 2 parties

•  Mediation is effective. More than 90% of mediations 
resolved all issues or helped the parties towards 
resolution.

•  Participants were satisfied. Ninety-three percent of 
participants felt satisfied with the process, and 85% felt 
satisfied with the outcome.

In addition, mediation is confidential. How many personal 
injury clients, for example, look forward to having their 
personal medical histories disclosed in a public forum? It can 
also be creative. You can craft solutions in a mediated setting 
that a judge does not have the judicial scope to do. 

I would argue litigators and their support staff need to 
adjust their thinking about file management. Mediation 
should be considered as one of the tools to be used as part 
of trial preparation. Document disclosure and examinations 
for discovery are part of the process; mediation should be as 
well. Mediation is the new trial.

What cases are appropriate for mediation? 

Unless you have a raging desire (some would call it a 
death wish!) to make new law or a constitutional argument, 
virtually every commercial, family or workplace dispute is a 
candidate. That’s not to say you shouldn’t make attempts 
to settle short of trial or mediation – of course you should. 
However, you should also be strategic. When is the “right” 
time and what is the “right” case to mediate? There is no 
straightforward answer. Factors to consider include: Client 
credibility, client needs (put issues behind them quickly, 
money pressures, time away from business to attend to 
legal matters, the list goes on), nature and extent of injury 
(in the case of Personal Injury (PI) claims), consistencies/
inconsistencies in records/reports/statement (explainable, 
plausible?), age of client/witnesses, and history (if any) of 
negotiations with other party, etcetera. 

Sharing Information

There is a dichotomy of approach to mediation and trial. 
Mediators generally believe information is a good thing and 
there can’t be too much, whereas trial lawyers generally 
believe knowledge is power, so withholding information is 
strategically sound. As mediators, we are often met with that 
conundrum during the course of mediation. It can also affect 
the decision of when to have a mediation. Lawyers generally 
want to “leave no stone unturned” before mediation, 
whereas insurers have found files never get better as they get 
older. In my experience, it is not necessary to have completed 
discoveries and to have exchanged documents before 
mediation. In fact, it may be advantageous to set an early 
mediation; parties aren’t as entrenched, their needs/voice are 
getting met/heard sooner; there is a shift from rights-based 
(the legal arguments) to what’s practical. Decisions to settle 
are made more for personal/business reasons than legal. 
Studies have shown: 

a)  There is a high satisfaction rate even when files don’t 
settle at mediation (see above); 

b)  Matters very often settle after an unsuccessful mediation 
(time to reflect); and 

c)  Mediated cases settle more quickly than cases in the 
litigation stream.

Participating

Now that you’ve made the decision to mediate, how do 
you get the other parties to the table? First, try consensus. If 
that doesn’t work, you can issue a Notice to Mediate (NTM). 
Parties are obligated to attend mediation when a NTM is 

http://www.bcparalegalassociation.com
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Brian Gibbard obtained his LL.B. in 1980 and was called to the BC Bar in 1981. 
In 1998, he began to practice as a mediator and obtained his Chartered Mediator 
status in 2005.  He has mediated more than 1500 cases, and has also been appointed 
arbitrator in a number of disputes, including several involving car owners and ICBC 
where the value of vehicles has been in dispute. In 2013, Brian was granted Qualified 
Arbitrator (Q.Arb) status. Brian is President of the Commercial Mediation Association, 
and is a member of the British Columbia Arbitration and Mediation Institute, the 
Alternate Dispute Resolution Institute of Canada, the Law Society of British Columbia, 
and is a member of the Board of Mediate BC. Contact Brian at 604-562-6449. 
 
     Paul D. Taberner is a retired member of the Law Society of BC and a Chartered 
Mediator. He has lectured and written extensively on construction issues for the 
CLE Society. He is Past President of the Commercial Mediation Association, a former 
Adjunct Professor at the UBC Law School, a former instructor for the Professional 
Legal Training program for articled students, and for the Pacific Law Institute. He 
provided instruction in mediation for the B.C. Notaries Society, and currently sits 
on the mediator’s panel of the Insurance Dispute Resolution Services of BC, the BC 
Arbitration and Mediation Institute and remains a member in good standing with the 
BC Mediation Roster.  Paul is a founding member and past President of the Commercial 
Mediators Association, an organization of BC’s most senior and experienced 
commercial mediators. He is a Director of Mediate BC, and a founding member of 
CanSolve Dispute Resolution (www.cansolve.ca).

issued. It has become commonplace to use it to the point 
where some counsel use it for all mediations. It has the added 
advantage of guidelines for an appointment of a mediator 
if one cannot be agreed upon, as well as for the timeframe 
within which the mediation must take place. Mediate BC 
(www.mediatebc.com) has a roster of qualified mediators 
for civil, family and child-protection cases. It also has highly 
qualified staff available to answer any questions you may 
have.

Choosing Your Mediator

Choosing the mediator best suited for your case is 
important. If you don’t know any, check with colleagues 
who use mediation more extensively. Consider your client’s 
needs and comfort level at mediation: Will the client need 
someone who is practical, prepared to do some reality 
checking with the client, be more comfortable with a male or 
female mediator? Obviously counsel will have or should have 
significant input in the decision. Effective selection and use 
of a mediator involves factors such as using one you trust, 
someone who will be a sounding board for what is working/
not working, assists with client expectations and who will 
provide feedback on positions taken.

Preparing

Having selected your mediator and arranged the date, 
what should happen beforehand? The overarching goal 
of mediation is to achieve adequate compensation for the 
client without the risks of trial. Compensation isn’t always 
about the money; clients may feel they simply need to be 
heard. Preserving a relationship may be the motivating factor. 
Sometimes they just want the litigation to end, no matter 
what the terms are. Whatever outcome(s) your client seeks, 
getting the best results is all about preparation (counsel), 
preparation (the client), and preparation (the case).

Counsel need to know the risks, the law and the evidence. 
What has been decided in similar cases? Does the evidence 
hang together? Are there inconsistencies? In my experience, 
the most effective presentations start with a comprehensive 
brief. Make your mediation brief just like your trial brief. 
Identify the issues, highlight the strong aspects of your case 
and acknowledge the areas where you have risk. Know that 
no case is perfect. If acting for a plaintiff on a pecuniary claim, 
setting the bar high is fine – just don’t set it out of sight. At 
mediation, each party will try to get into a range that puts the 
other party(s) at risk. It’s difficult to gain traction if no one is 
feeling some risk – trial looks like a better option.

Prepare your client. Talk to them about the risks in their 
case; manage their expectations. Explain to them what 
mediation is and how the process works. Here’s the short 
version: Mediation is a facilitated negotiation where parties 
try to resolve their dispute in a private (or confidential) 
informal setting with the help of a neutral third party. It’s an 
opportunity for parties to talk directly to each other about 
their issues and, with the assistance of their counsel and the 
mediator, negotiate their own solution to resolve the issues. 
The parties will have joint sessions and also private sessions 

with the mediator. This meeting is a called a caucus. If there 
are any reports or discoveries, they should be reviewed 
with the client. Explain the importance of listening to what 
the other party says and consider how that may affect the 
outcome. Also explain the difference between opening offers 
and settlement. This is a process and it takes time for people 
to assimilate information and appreciate their risks. They 
should be aware that their counsel is an advocate for their 
case and will “posture” or take positions and they ought to 
be aware of the risks despite positions articulated. Consider a 
pre-mediation meeting or conference call with the mediator 
to discuss issues like exchange of documents, authority, 
people attending, and time frame for the hearing.

Get Briefed

Your brief and bill of costs should be prepared and delivered 
to the other party to give them sufficient time to review the 
materials and obtain the authority necessary to try to resolve 
the claim. Likewise, you want to have the other party’s brief in 
time to review it with your client. It is not helpful to deliver a 
brief the day before mediation. I’d suggest all briefs should be 
exchanged at least seven business days before mediation as 
most mediators will charge a cancellation fee if the mediation 
is cancelled or postponed within seven business days of the 
event. If an insurer is involved, deliver your brief and bill of 
costs at least two weeks before mediation so that sufficient 
authority can be obtained.

Debrief

Once the mediation has been held, debrief with your client 
and counsel. How did they feel about the process? What 
worked well? What could be done differently? Ask how 
effective the mediator was and why. If the case did not settle, 
consider speaking with the mediator to get their view on 
what might help to continue negotiations toward settlement.

To conclude, mediation is a powerful tool to get to 
settlement and to have a satisfied client who felt they were 
seen, heard and understood. 

CONTINUED, FROM PAGE 4: Hmmm... Should We Mediate?

http://www.bcparalegalassociation.com
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West Coast Title Search Ltd.
99 Sixth Street, New Westminster, BC  V3L 5H8  |  Tel: 604-659-8600  |  Toll Free: 800-553-1936  |  info@wcts.com
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accurate, dependable service which you can rely upon to save time and make your job easier.
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West Coast provides full process 
serving and skip-tracing services. 
Try our popular 45/65/85 Flat Rate 
billing plan for Metro Vancouver.

E-Filing & Search 
To help you access our services 
as easily as possible, we offer a 
secure, enhanced electronic work 
order system through our website: 
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It’s about service. We can provide 
you with customized data to input 
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electronic copies of your statements. 
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BY DEREK FULTON, CFP,
MUTUAL FUNDS REPRESENTATIVE

AND WEALTH MANAGEMENT SPECIALIST

YOUR MONEY

Are Credit Cards Worth the Rewards?

Derek Fulton is a mutual Funds Representative with Qtrade Asset 
Management, and a Wealth Management Specialist with Prospera 
Credit Union. Derek is a Certified Financial Planner (CFP) a Fellow of the 
Canadian Securities Institute (FCSI), and a Financial Management Advisor 
(FMA) with over 15 years of experience in the financial services industry.  
 
Mutual funds and securities related financial planning services are 
offered through Qtrade Asset Management Inc., member MFDA.

There are hundreds of types of credit cards and all of 
them have different costs and benefits. Which one is 
best? While there is not one answer for everyone, you 

should become aware of some rules about reward cards and 
know how to maximize your benefits.

•  Pay your full balance every month – Many credit cards 
charge very high interest rates (18-21%) for carrying a 
balance. On top of this, they will waive the time between 
when you spend on your card and when you receive your 
monthly bill. This means that you will be paying interest 
on purchases made during the month even before you 
receive your bill, unless your bills are paid monthly and 
on time. If you don’t pay off your credit card debt in full 
every month, then consider getting a line of credit at 
your bank or credit union. You can use this to pay the bill 
in full and usually pay a much lower interest rate. 

•  Don’t over-spend just to collect points. Purchasing 
everything you would normally purchase (e.g., gas, 
groceries, haircuts, etc.) on the same rewards card and 
then paying off the balance off at the end of the month 
is a great idea. Beware: Don’t get tempted by the “free” 
rewards and over-spend in order to collect the points. 
This can cause you to go over your budget and then 
guess what? You will not be able to pay the balance at 
the end of the month, and you will incur interest. If you 
find that you are an over-spender, then you should look 
at other strategies like paying cash for all purchases in 
order to keep yourself on budget.

•  Make sure your rewards match your needs – If you have 
a travel rewards card but never travel, then this is not 
the right card for you. Consider changing to a cash-
back card. Many travel cards have different features 
and benefits so you should make sure that the card you 
choose is right for you. Some cards will give you double 
points that allow you to travel sooner, while other cards 
provide travel insurance and trip cancellation insurance. 
Look for a card that will allow you to maximize what you 
want to accomplish.

•  Beware of hidden fees – Many rewards cards have an 
annual cost of $120/year or more. On top of these 
annual fees, you might have to pay a booking fee to 
use your points. Some cards charge high exchange 
rates when you use the card on foreign travel. Read the 
fine print so that you don’t get stuck paying additional, 
unnecessary costs.

Credit cards and reward cards are excellent ways to 
provide you with added benefits at little or no cost to you. 
They can assist with budgeting, provide cash for savings or 
send you on your dream vacation. When used responsibly, a 
credit card is an excellent tool. However, credit cards are not 
for everyone. If you have spending problems, or are unable 
to pay your bills every month, a credit card can hurt your 
credit and prevent you from reaching your financial goals. 
Please spend responsibly.

Many credit cards charge very high interest rates 

(18-21%) for carrying a balance. On top of this, 

they will waive the time between when you 

spend on your card and when you receive 

your monthly bill.

Congratulations to Nancy Soo, who was recently awarded a
$500 British Columbia Paralegal Association Scholarship towards 
her studies at VCC. Way to go, Nancy!

big
kudos

http://www.bcparalegalassociation.com
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Like you, the School of Legal Studies continues to look 
forward to changes to the paralegal profession and the 
expansion of opportunities for paralegals.

Most recently, The Law Society of BC Benchers 
unanimously adopted the recommendations of the Legal 
Service Providers Task Force on December 5, 2014, and will 
approach the government soon to request the recommended 
legislative amendments to the Legal Profession Act to 
permit the Law Society to establish new classes of legal 
service providers to engage in the practice of law, set the 
credentialing requirement for those legal service providers, 
and regulate their legal practice. The executive of the Law 
Society will now work to move the process forward. 

The Family Law Pilot Project, originally scheduled to end 
on December 31, 2014, has been extended until October 1, 
2015. This will allow for a review with the Provincial Court. 
Having paralegals and their law firms represent clients in 
court effectively and efficiently in certain prescribed family 
matters is a critical piece in the ongoing assessment of 
paralegals as a recognized legal services provider. Capilano 
University School of Legal Studies faculty, Deb Jamison and 
Monika Follett, report that paralegals are welcome in the 
courthouse and that they look forward to seeing more of 
them advocating for their law firms’ clients.

In December 2014, our Chair, John Fairlie, was invited 
to Beijing to speak to the law faculty at the People’s Public 
Security School of China, a large and respected university. 
His presentation discussed the legal system in Canada, his 
ideas on our country’s legal origins and, of course, the role of 
both lawyers and paralegals in BC. John reports that there is 
a great thirst in China for further academic and cultural ties 
across the Pacific Ocean. His presentation and Introduction to 
Law in Canada textbook (co-authored with Philip Snowden) 
were both very well-received. He was very taken with the 
respect and treatment afforded him by the university and its 
representatives.

The countdown to our second graduating class from the 
paralegal degree program has begun! This group of students 
will complete their course work in spring 2015, followed 
by their six-month practicum. From there, many paralegal 
degree students will go on to practice in the field, while 
some will enter into a variety of legal–related fields, and 
others will go on to attend law school. In respect of those 
degree students who immediately enter law school, Capilano 

University has worked to recognize this legal education. 
Paralegal students from Capilano who enter law school are 
not obliged to complete a practicum position. Instead, they 
will be awarded their Bachelor of Legal Studies (Paralegal) 
credential after successful completion of the first year of law 
school.

With May just around the corner, we can reflect now 
on October 2014 when the current government published 
the 2022 BC Labour Market Outlook. Of the top 60 jobs 
earmarked by the provincial government for the most 
growth, para-professionals were listed high in the rankings 
in every region of the province. Being a paralegal is explicitly 
recognized as a growing area. The education and training 
of these paralegals should follow suit. Many young people 
recognize this. I teach future legal administrative assistants 
under the umbrella of the Capilano School of Legal Studies, 
in the same department as our paralegal students. Every year, 
I see many more Capilano LAA graduates come back after 
completing the certificate program and acquiring some work 
experience to continue their education as paralegal students. 
Spring is truly around the corner!

CapU Update: Paralegal Program

CapU UPDATE
BY MICHAEL MOLSON,

CAPILANO UNIVERSITY

Michael Molson teaches at Capilano University in the School of Legal 
Studies and the School of Business. Michael has worked as in-house 
counsel for leading Canadian corporations in the areas of corporate 
law, banking, real estate, media, oil & gas and public relations. He has 
represented many Fortune 500 clients both at home and abroad in Asia.

http://www.bcparalegalassociation.com
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UPCOMING COURSES FOR PARALEGALS

Corporate  Procedures 4-PART SERIES
Next program on Tuesday, April 21, 12:00 pm – 1:30 pm

Wills & Estates for Paralegals
Friday, May 15, 9:00 am – 4:00 pm

Family Law Basics for Paralegals 
and Legal Support Staff
Thursday, June 4, 9:00 am – 4:00 pm

Advanced Conveyancing Topics  
for Legal Support Staff
Friday, June 12, 9:00 am – 4:00 pm

Save the Dates!
Upcoming BCPA events

KELOWNA 
SPRING EVENT
April 23, 2015
Grand Okanagan 

Hotel
Guest speaker: 

Manager, Supreme 
Court Scheduling, 

Kelowna - 
Barb Turik

LUNCH & LEARN
April 28, 2015

Financial planning for 
paralegals

VANCOUVER 
SPRING 

MEMBER’S 
APPRECIATION 

EVENT
May 21, 2015

Steamworks, 
Downtown Vancouver

KAMLOOPS 
SPRING EVENT
June 11, 2015
Details to follow

VICTORIA FALL 
EVENT

September 17, 
2015

Details to follow

VANCOUVER 
ANNUAL FALL 

DINNER
November 19, 

2015
Terminal City Club
Details to follow

http://www.bcparalegalassociation.com
http://www.cle.bc.ca
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As lawyers who work with entrepreneurs, if there is one 
piece of advice we can give you, it’s this: Make good 
contracts. Contracts are legally binding and confer real 

benefits and obligations to both parties. Let’s briefly look at 
some characteristics and benefits of good contract-making. 

On Formulating Contracts
Entrepreneurs, consider these tips when entering into 

future agreements: 

Perform Contextual Analysis

The contracts that you enter into should be framed 
within the context of your deal. You need to ask: Does this 
agreement serve our purpose? Contractual relationships 
change rather frequently, so before entering into a contract, 
do a self-assessment of your company. Contracts are legally 
binding and can confer real benefits and obligations to both 
parties. Understand your business economically, practically, 
and otherwise. It is also important to know how much you 
are willing to risk and what you are prepared to compromise 
(or not). Get to the point with your analysis so that you 
will know where this contract fits in the framework of your 
business needs. Try mapping out these concepts and writing 
them down. At this point, you can start writing or reviewing 
a contract as you will be in a good position to ensure it meets 
your needs, and that its terms are specific to your business 
and legal situation. No two situations are exactly alike, so 
why assume that your agreement should be the same as 
everyone else’s? 

Avoid Relying on Precedents

West Vancouver business lawyer Julian Porritt explains 
the dangers of using ‘off-the-shelf’ or ‘standard precedent’ 
documents. It’s frustrating when people try to force a 
business transaction into a precedent. The first step, he 
says, must always be to understand your client’s business 
and make the document fit the client’s needs – not vice 
versa. Moreover, standard terms are “not just boilerplate”. 
They may or may not hurt you. So, consider the effect and 
meaning of all contractual terms, both individually and as a 
whole. His advice for entrepreneurs is to make sure that the 
structuring of any deal is intended to fit your needs instead 
of the other way around. Porritt adds: “No entrepreneur 
should consider themselves as merely ‘normal’. They owe it 
to themselves to make an agreement as unique as they are.” 
For example, contracts to buy property may require different 
considerations when you are buying for investment versus 
operational business purposes. 

Conduct Inquiries and Ask Questions

Astute deal-makers ask questions. “Can you back that up 
with evidence? Let us see your books. What does this term 
mean? Are you willing to make that a representation in the 
contract?” Your questions should anticipate future problems 
and solutions. “Can we make changes later? Can we assign 
this agreement to someone else? Are we protected if things 

go wrong? What if we don’t work well together? What if we 
want to involve another party in our business or project or 
compete against each other in the future?” 

Do any of these questions sound familiar? If you are the 
deal-maker of your business that negotiates and enters into 
various agreements, these questions should be familiar to 
you. However, every situation is unique and a thorough 
practical and legal analysis of proposed agreements, and their 
subsequent effect on your business, is highly recommended. 

Benefits of Well-developed Contracts

The benefits of good contract-making go a long way. For 
instance, it helps prevent misunderstandings and limits false 
expectations. It also serves to build relationships instead of 
break them down (consequently jeopardizing your business). 

Vancouver-based distributor of SendOutCards and business 
manager at Pacific Nephrology Group, Linda LeQuesne says: 
“You can’t anticipate everything in a business relationship, 
but if you have a document to fall back on, both parties 
know what to expect.” For her, a well-written contract offers 
peace of mind. She adds: “If you work with someone to 
create the contract, they are more likely to abide by it.”

Well-developed contracts also build business. Local 
entrepreneur and photographer, Ami Sanyal attests that 
establishing a benefit for clients in a written agreement and 
clearly delineating the scope of your business relationship 
has helped him grow his business. Hence, successful 
entrepreneurs recognize the vital role of well-developed 
contracts and relevant legal advice for their business. 

Lastly – albeit significantly – good contracts save you 
money. For example, savings flow from avoiding costly 
litigation and by ensuring your contract does what you intend 
it to do. In a recent 2013 British Columbia case (Rhebergen v. 
Creston Veterinary Clinic Ltd., 2013 BCSC 115), a company’s 
employment contract contained a non-competition clause, 
which prevented an employee from setting up a veterinary 
practice within a 25-mile radius of Creston, BC for three years 
after termination of the contract. The non-competition clause 
was found to be an unreasonable restraint on trade and the 
words “set up practice” were ambiguous, so the company 
could not enforce it. Had the wording been more specific, 
the clause may have been enforceable. Here, legal advice 
would have been instrumental in helping the company make 
a strong agreement. 

You’ve worked hard to build your business, so protect it. 
Formulate strong and relevant contracts – they can make or 
break your business. 

Entering into Good Contracts
A Few Tips for Entrepreneurs & Businesses BY ALEKSANDRA (OLA) KARPIK,

VERITAS LAW

Aleksandra (Ola) Karpik is a lawyer at Veritas Law, Group of 
Independent Law Firms in West Vancouver.  
 
     She practices Landlord-Tenant Law, assisting clients throughout 
the process of dispute resolution hearings, including to preparing 
clients and their case for the hearing and to assisting during the 
hearing. Ola also assists clients with Provincial Court Disputes, 
Builder’s Liens, Real Estate Law (e.g., mortgages, buying and selling 
property), and Wills and Estates Law. 
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The highly anticipated Express Entry system (EE) was 
finally unveiled this year and despite our efforts to keep 
up with Citizenship & Immigration’s biggest reveal, we 

still have a long way to go when it comes to learning the 
rules and trying out the new system. In other words, there is 
still a lot we don’t know. 

The online application system that rolled out in the new 
year has actually worked more smoothly than anticipated. 
The applicants can register for a “MyCIC” account on the 
government’s website to upload their Express Entry profile or, 
in other words, indicate their “interest” in coming to Canada. 
The interface through the representative portal (the portal 
used by paid representatives, namely lawyers and immigration 
consultants for submitting applications) is not perfect (you 
can’t print out the responses in order to review with the 
client before submitting, for example), but it is relatively 
straightforward and the site is easy to navigate. 

The first Express Entry draw took place on January 31, 
2015. A total of 779 Invitation to Apply (ITA) letters were 
issued to candidates with an overall score of 886 or more. 
The second draw took place on February 7. A total of 779 
ITA letters were issued to candidates with an overall score of 
814 or more. Note that the maximum score you can obtain 
is 1200, under the Comprehensive Ranking System. This is a 
fairly high overall score. Now that the two draws have taken 
place, we have a better idea of what the next phase of the 
system (i.e., applying for permanent residency) will look like. 

Once the client receives an ITA under a specific economic 
category (e.g., Federal Skilled Worker, Federal Skilled Trades, 
or Canadian Experienced Class), a new application process 
will reveal itself on the Citizenship and Immigration portal 
and the client will be asked to complete the usual application 
forms currently available on CIC website. A generic document 
checklist, with all possible documentation requirements for 
each economic category is available to candidates on the 
CIC website so that the candidates can prepare themselves 
should they get invited to apply. It is, therefore, crucial for 
the representatives to provide the clients with this checklist 
after their Express Entry profile has been uploaded to avoid 
delays in obtaining the requested documentation. In addition 
to the generic document checklist, a personalized document 
checklist is produced for each applicant when they submit 
their APR (Application for Permanent Residence) in their My 
CIC account. The personalized checklist identifies the specific 
supporting documents required from each family member 
included in the application.

It all seems fairly easy and straightforward, but there are 
many unanswered questions when it comes to Express Entry. 
These include: 

1.  Before each draw, how many people will make an 
Expression of Interest and what are their overall point 
allocations? 

2.  When does the government plan on proceeding with 
each draw? And how many people will get chosen?

3.  How many individuals have Labour Market Impact 
Assessments or have already received an education 
assessment as part of the process? 

LABOUR MARKET IMPACT ASSESSMENT

One of the major aspects of the new Express Entry is the 
heavy reliance on the Labour Market Impact Assessment 
(LMIA) or a nomination confirmation from a province required 
in order to rank better/higher in the Expression of Interest 
pool. Applicants without an LMIA will not rank as highly as 

Express Entry
Canada’s New Immigration System

BY SARA ADEL, B.A.
MAYNARD KISCHER STOJICEVIC

(See Expression of Interest – A Brief Introduction published in spring 2014 issue of the BCPA Newsletter for an introduction to the Express Entry System)

Become an 
Immigration 
Consultant
UBC Certificate in Immigration: Laws, 
Policies and Procedures
Help others immigrate to Canada. Our part-time or 
accelerated programs can get you started on an exciting 
addition to your career. Complete the program at  
UBC Robson Square or 100% online. The next programs 
start in September 2015 and January 2016.

Apply now. Seats are limited.

cstudies.ubc.ca/cilpp   

http://www.bcparalegalassociation.com
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someone with one. This means those applicants who are 
eligible – for example, the Canadian Experience Class – but in 
Canada on an intra-company transfer will not score as high as 
the same individual who also qualifies for the CEC but has an 
LMIA. 

The government has designed a system that awards more 
points, thereby increasing the overall ranking and likelihood 
of being accepted, for those applicants who benefit from 
employers who have obtained a positive LMIA from Service 
Canada. 

The LMIA is an employer-driven process that an applicant 
wishing to gain more points could not file on their own 
behalf. It appears that an entire aspect of this personal 
process of applying for Canadian permanent residency has 
been stripped away from the applicant with such emphasis 
on obtaining an LMIA. The government has emphasized 
from the beginning that the primary purpose of the new 
system is to ensure that applicants are provided with secured 
employment before arriving in Canada and that the new 
Express Entry system will eradicate the fear of not being able 
to land a rewarding or desirable job upon arrival; however, 
in doing so, the government seems to have forgotten about 
the majority of foreign workers already employed in desirable 
jobs in Canada who do not require an LMIA (intra-company 
transferees, for example) because it has been decided in the 
guidance that there is always a significant labour market 
benefit to those individual’s Canadian employment.

Forcing employees to request that their employers go 
through the LMIA advertising hoops and high application 
processing fees in order to increase their chances of selection 
also comes at a time when there is an increased tightening on 
the Temporary Foreign Worker Program. This constriction of 
the Temporary Foreign Worker continues to affect Canadian 
businesses looking to bring in foreign talent. Over the past 
year, we have seen a decrease in officers’ willingness or ability 
to apply discretion and an increased reliance on the rules. 
While the application of the rules may be beneficial from an 
overall processing perspective, it can be limiting for employers 
in situations where a legitimate exemption may apply. 

The emergence of the Express Entry Immigration System 
has given us legal professionals the opportunity to strategize 
more with our clients, to speak more with government 
officials, and to review the regulations and guidelines on 
daily basis to familiarize ourselves with changes which still lie 
ahead.

In the meantime, we await answers to our questions and 
stand by for future developments.

CONTINUED, FROM PAGE 12: Express Entry - Canada’s New Immigration System
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Sara Adel, B.A. (UBC), Paralegal Studies Diploma (Capilano 
University), is a Paralegal with Maynard Kischer Stojicevic. She 
specializes in immigration law, providing assistance to clients and 
corporations in Canadian immigration matters. Sara is a member 
of the BCPA.
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As a paralegal, your role is integral to the legal 
community. Continued education is critical to 
advancing your career track. By participating in just a 

couple of CLEBC’s courses each year, you’ll stay informed of 
new developments in law, refine your area of specialization, 
and boost your knowledge and skill set, rendering you an 
invaluable asset to your firm and your profession. 

CLEBC’s courses are also a great way to connect and 
socialize with your peers. Most of our in-person courses 
are held at the Pan Pacific Hotel, overlooking Vancouver’s 
beautiful harbour. Lunch is usually provided and there are 
intermittent breaks for networking with colleagues and 
instructors. 

If a day away from the office is not feasible, enrol in our 
online webinars and learn from the comfort of your office or 
home.  

Here’s a summary of our spring course line-up: 

Wills & Estates for Paralegals 
Friday, May 15, 2015, 9:00 am – 4:00 pm 

   Pan Pacific Hotel, Vancouver or via Live Webinar 
   Course Chair:   Kim A. Karras, Brawn Karras & Sanderson, 

Surrey

We designed this intermediate-to-advanced course with 
the experienced paralegal in mind. You already have the 
basic background knowledge required to assist a lawyer in 
the preparation of estate administration documents, and are 
looking to expand on your skills.  

Once the basics of probate and estate administration have 
been mastered, paralegals working in this area may be called 
upon to deal with more sophisticated issues. In this course, 
we will analyze, in depth, some more advanced issues that 
you may face, how to anticipate problems, and how to avoid 
the pitfalls.

Changes in Ownership & Management 
   Part of CLEBC’s Corporate Procedures Series

Tuesday, April 21, 2015, 12:00 pm – 1:30 pm 
    Live CLE-TV Webinar | Convenient Format for Busy 

Schedules!

Presenters 

Christine Hall -  Corporate Services Paralegal & Supervisor, 
Owen Bird Law Corporation, Vancouver 

Theresa Thoreson -  Corporate Services Paralegal & 
Supervisor, MEP Business Counsel, 
Vancouver

CLEBC’s four-part Corporate Procedures Series is a group 
of short, convenient online courses that address the practical 
issues paralegals confront on a daily basis. 

Geared toward legal support staff working in business and 
corporate law, this series addresses the hands-on specifics you 
will need to know for maintaining a company. You will learn 
how to provide high-level advice, and review the technicalities 
of filing and paperwork needed for corporate law.

“Changes in Ownership & Management” is one of the 
courses in the Corporate Procedures Series. Experts will 
guide you through what is needed when there is a change 
in ownership or management of a BC company, including 
consents, qualifications, authorization, and registers.

Other courses in this series include: 

• “ Incorporation & Organization”, Rebroadcast Thursday, 
April 16, 2015

• “ Fundamental Changes”, Tuesday, May 12, 2015

•  “New West Partnership Trade Agreement (NWPTA)”, 
Tuesday, June 2, 2015

 Family Law Basics for Paralegals & Legal 
Support Staff 
Thursday, June 4, 2015, 9:00 am – 4:00 pm 

   Pan Pacific Hotel, Vancouver or via Live Webinar 
   Course Chair: David C. Halkett –  McQuarrie Hunter LLP, 

Surrey

If you have just started your career as a family-law 
paralegal, are transitioning legal areas, or just need a 
refresher, this is the course for you. 

“Family Law Basics” covers the fundamentals of family law 
as it pertains to paralegals – everything junior staff need to 
know to begin a successful career in a family law office. 

You will learn how to prepare and manage documents, 
how to open and organize a file, techniques for working with 
difficult clients, basic e-discovery skills, how to prepare for 
chambers and court, tips from registry staff, and more. Hear 
from members of the judiciary, registry staff, experienced 
lawyers, and paralegals who have successfully handled the 
challenges you will need to successfully overcome every day.

CLE BC UPDATE

cont’d on page 16
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Designated 
Paralegals
Helping to Provide Excellent Service 
at JFK Law

Reprinted with permission

The reality in modern legal practice that we have 
recognized is that in order to give high-quality legal 
services, it is essential that we bring the right people 

with the right skills to bear on the task at hand. At JFK Law, 
we recognize that Designated Paralegals are a part of a 
well-balanced legal team. Aboriginal and constitutional law 
cases are notoriously complex and often require managing 
thousands of documents and dozens of lay and expert 
witnesses over a period of years. Good management of 
legal databases that help organize evidence, witnesses and 
legal approaches are critical to ensuring that work gets done 
effectively, duplication is avoided and that excessive costs 
are not incurred. It is in just these areas that Designated 
Paralegals can bring significant additional value and can 
support the team in preparing for court, interviewing 
witnesses and preparing useful materials to brief Chiefs, 
Councils, Elders and the communities. With that in mind, 
we would like to help you understand better the role and 
qualifications of paralegals and the place they have in the 
legal team.

What Is a Paralegal? 

The Law Society of BC (LSBC) defines a paralegal as 
a trained professional working under the supervision of 
a lawyer. A paralegal is qualified by education and has 
experience to perform a number of substantive legal tasks 
under a lawyer’s supervision. A paralegal’s duties may vary 
according to the caseload, clients and the needs of a law 
firm. 

Rose Singh, Designated Paralegal at JFK Law and Vice-
President of the BC Paralegal Association, is integral to the 
delivery of high-quality and cost-effective services at JFK Law. 
Rose has formal education and training in the legal field. 
She has nearly 20 years of valuable on-the-job knowledge 
of the substantive and procedural laws that govern our 
practice areas. She also has deep knowledge of how litigation 
and consultation works, and how her skills and modern 
document management technology can be used to properly 
support JFK’s efforts in these areas. We feel proud of the 
work Rose has done to advance her profession and to secure 
the well-deserved recognition that it has long deserved, and 
we rely heavily on her knowledge and experience in the 
management of litigation.

What Is a Designated Paralegal? 

As of January 1, 2013, the LSBC implemented changes 
to its rules to help expand public access to competent and 
affordable legal services. The changes are intended to help 
lower costs in some areas by allowing certain paralegals at 
law firms to become Designated Paralegals. Such paralegals 
are permitted to give legal advice and exchange undertakings 
under the supervision of a lawyer. Rose became a Designated 
Paralegal in February 2013. Expanding the service, Rose 
and other Designated Paralegals are permitted to provide 
clients to receive legal services at a significantly reduced rate 
and enhance access to justice. Rather than having to use a 
higher-cost lawyer or lawyers to do every task, by including 
a paralegal in our team, we have the ability to assign 
appropriate work to her, which can then be delivered at a 
more reasonable cost to the client without compromising 
quality.

What Paralegals Do in Aboriginal Law 

Aboriginal law is a complex area of law that has historic, 
constitutional and political dimensions. At JFK, we focus on 
constitutional aboriginal rights litigation, treaty negotiations, 
and consultation and accommodation, among other things. 
These practice areas are extremely document-intensive and 
require extensive knowledge about court proceedings. Rose 
plays a critical role in supporting JFK’s practice areas in a 
number of ways. 

Document Collection and Management 

On many files, Rose is responsible for collecting, 
organizing, tracking and making sense of thousands of pages 
of documents. We use the latest technology in electronic 
document management. She is highly skilled in electronic 
document management, which involves converting paper 
files into computer files and overseeing its management. This 
work also involves issue coding, creating chronologies, and 
preparing work briefs and consultation records.

Project Management 

Due to the nature of our work and the extensive document 
collections, Rose is also responsible for ensuring that the 
aims of specific projects are met and prepared on time. This 
includes preparing work plans and budgets and monitoring 

cont’d on page 16
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 Advanced Conveyancing for Legal 
Support Staff
Friday, June 12, 2015, 9:00 am – 4:00 pm 

   Pan Pacific Hotel, Vancouver or via Live Webinar

Course Chairs 
   Dick H.K. Chan -  Spagnuolo & Company Real Estate 

Lawyers, Coquitlam

Bob C. Starkell -  Bob C. Starkell Law Corporation, 
Vancouver

If you are an experienced conveyancing paralegal and want 
to excel in your profession, this course will help you sharpen 
your skills and propel you ahead in your career.  

Conveyancing is like the English language—there is an 
exception to every rule. You’ll learn how to recognize and 
deal with these exceptions. 

In this course, our senior faculty will focus on advanced 
topics faced by conveyancers every day, including 
corporations, vendor issues, tax issues, private mortgages, 
power of attorney, builder’s liens, escrow closing, and many 
more practice points. You will also hear from experts about 
how to avoid errors which can result in a complaint being 
filed against your supervising lawyer.

CLEBC is here to support you in your career growth. With 
training and practice, you’ll demonstrate your abilities, be 
awarded new tasks and greater responsibilities, and reach the 
goals you’ve set for yourself. We know you do a great job 
and we’re here to help you along the way. 

For more CLEBC Paralegal courses, please visit us at www.
cle.bc.ca/paralegals, or call customer service: 604.893.2121.

CONTINUED, FROM PAGE 14: CLE BC Update

their progress. She really polices the whole team – who often 
have busy travel and meeting schedules – and makes sure 
that major files advance steadily.

Litigation Support

Rose also provides litigation support, which includes 
preparing specialized court documents in all levels of court 
and different jurisdictions, managing complex evidence 
records, and arranging for trials and judicial review hearings. 
Rose also performs legal research by gathering information 
regarding laws, regulations, court decisions and similar 
materials. She occasionally attends and assists at trials, 
hearings and meetings with clients and government officials. 

Interviewing Witnesses 

Rose assists our practice by interviewing clients on their 
land use of their traditional territory and assisting with the 
review and assembling of documentary evidence with respect 
to that land use. 

Changes within the Profession 

In response to the problem of access to justice in BC, the 
BCLS’s Benchers unanimously approved the recommendations 
in this year’s report of the Legal Services Regulatory 
Framework (LSRF) Task Force. The report of the LSRF Task 
Force picks up from the recommendations of last year’s 
Legal Service Providers Task Force report, also unanimously 

approved. The central recommendation of the current report 
is for the Benchers to seek an amendment to the Legal 
Profession Act to permit the Law Society to establish new 
classes of legal service providers to engage in the practice of 
law, set the credentialing requirements for such individuals, 
and regulate their legal practice, in the public interest.

Another recommendation of last year’s Legal Service 
Providers Task Force Report was to create a program to certify 
paralegals who have met specific, prescribed education and/
or training standards. Rose, along with BCPA Vice President 
Carmen Marolla, has been invited to work with the Law 
Society’s Education and Practice Department on the Paralegal 
Certification Project, to develop a proposed certification 
framework for paralegals for the Benchers’ consideration. 

Going forward, Paralegals are poised to provide a critical 
part of the solution to the access to justice problem in BC. 

We look forward to future developments.

Links to Law Society Reports: 

http://www.lawsociety.bc.ca/docs/publications/reports/
LegalServicesRegulatoryFrameworkTF.pdf

http://www.lawsociety.bc.ca/docs/publications/reports/
LegalServicesProvidersTF_final_2013.pdf

CONTINUED, FROM PAGE 15:  Designated Paralegals: Helping to Provide Excellent 
Service at JFK Law
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A LEAN Office is a Happy Office
How eliminating wasted energy can ease the stress in your office BY TOBIAS SALLEWSKY,

LAWYERDONEDEAL CORP.

I’m sure you’ve been through something like this before. It’s 
the last week of the month. You have a stack of real estate 
files that need closing and each one is screaming for your 

attention. In a rush, you grab the first one on the pile. Your 
heart sinks as you open it and realize that most of this file’s 
documents have a horrible mistake. Depending on your work 
process, it could take you an hour or more to fix, re-print and 
get them signed (if necessary). Here we have a prime example 
of the wasted time and energy a LEAN law practice aims to 
eliminate.

LEAN began as a methodology used by the manufacturing 
industry to make their assembly lines more efficient. The 
modern version of LEAN has been adapted from the Toyota 
Production System. Today, LEAN principles are being used 
by the public sector to remain on ever-tightening budgets, 
and the private sector, including law firms, to remain 
competitive. There are many good guides available online for 
implementing LEAN in your office, but they can be mostly 
distilled down to a few core concepts.

1. Stop Wasting Time – This happens due to a number 
factors, from unnecessarily re-doing tasks that could be 
automated through technology, to having a disorganized 
workspace. Track your work for a few weeks to see where 
you waste valuable time and then work to eliminate those to 
become more efficient.

2. Reduce Errors – The most common errors in a real 
estate practice are mistakes in data entry and incorrect 
calculations. Look for software that integrates with land 
registry, municipalities, mortgage lenders and other law firms 
to minimize manual data entry. Most conveyancing systems 
are built to handle calculations that factor in many of the 
variables involved in the financial aspects of closing a real 
estate deal.

3. Standardize Tasks – When you standardize tasks across 
the firm, you save time and help reduce errors by placing all 
staff members on the same page. Many of our busiest and 
most efficient clients have developed their own simple to 
follow guidebook, broken out by specific tasks.

4. Develop a Smooth Workflow – Think about 
developing momentum on your files. Offices with a smooth 
workflow have real estate files that move seamlessly from 
task to task and person to person. When the tasks are 
standardized with the right conveyancing software, the file 
can move easily from file opening through to post-closing 
reporting.

5. Continuously Improve – In this collaborative process, 
everyone works together proactively to achieve ongoing and 

regular improvements in your entire workflow. 

As you can see, these concepts work together, where 
improving one also improves another. But at this point, you 
may be asking, “What can a LEAN law office do for me?” 

Technology can help you

RealtiWeb®, used by law firms across Canada, is our 
offering for real estate conveyancing. As a web-based 
conveyancing application, it offers many features to help 
your office become more efficient. Any data entered into 
RealtiWeb can be used and re-used to your heart’s content. A 
built-in word processor means you don’t waste time opening 
documents in Word or WordPerfect. Calculations are handled 
for you, reducing errors. dramatically. 

The innovative follow-up feature keeps track of your 
undertakings and to-do’s. It means no more falling behind 
on your post-closing reporting. Everyone in your firm works 
on the same centralized platform – no more searching for 
files or documents. In RealtiWeb, limited access rights can 
be assigned to junior staff members for basic tasks, like data 
entry, freeing you to do more important work.

Tech-Benefits

We recently ran a survey among our users to see how our 
technology is helping them in their daily work. One hundred 
per cent of respondents told us that they’re saving time and 
reducing errors on their files. In fact, users are saving an 
average of 35-40 minutes per real estate file. If you work on 
20 files or more per month, you would save three to four 
hours every week. When factored over a full year, RealtiWeb 
can free up to 200 hours (or five weeks) of your time! 

And what could you do with all this newly found free time? 
Imagine all the stress that can be relieved in those five weeks, 
or other improvements you can make to free up even more 
time.

About LawyerDoneDeal and RealtiWeb

LawyerDoneDeal (LDD) pioneered the concept of web-
based software for the legal community. RealtiWeb is 
available to legal professionals across all of Western Canada 
(BC, Alberta, Saskatchewan, Manitoba), Ontario and Nova 
Scotia. More than 7,500 lawyers utilize the LDD platform to 
streamline their real estate practice. For more information on 
RealtiWeb, visit www.lawyerdonedeal.com or contact sales@
ldd.ca. 

Tobias Sallewsky is the Vice President of Marketing at LawyerDoneDeal Corp. He 
deals with a range of stakeholders involved in real estate transactions, including lawyers, 
legal support staff, mortgage lenders, title insurance providers, new home builders 
and realtors. Tobias regularly speaks on technology, legal productivity and real property 
conveyancing tools to legal professionals across Canada.
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We hope you have enjoyed 2015 so far! It has 
certainly been a very busy and dynamic start to the 
year for us! We are in the midst of a very active 

job market, and we feel the future is bright for Paralegals in 
British Columbia!

We feel so privileged to sponsor the BC Paralegal 
Association, and to remain part of such a professional and 
progressive organization. We recently conducted a Lunch 
& Learn for BCPA members on the State of the Industry for 
Paralegals, in which we recapped our observations from 
2014 and presented our predictions for the coming year. As 
discussed at that time, we observed a few interesting trends 
in 2014. For example, after a few years of moderate activity, 
we witnessed a rise in the number of positions available 
in corporate and commercial real estate, which is very 
promising. 

Our research also indicated that the overall hiring market 
in BC showed a steady increase in jobs throughout 2014. 
Our data seemed to reflect this as well. For instance, we 
saw hiring activity at all levels of seniority, with the highest 
number of opportunities requesting approximately three 
to seven years of experience. We noticed opportunities in 
every major practice area last year, and were very busy both 
with law firm and in-house opportunities. Our three busiest 
practice areas last year were corporate, real estate, and 
litigation. We saw a variety of opportunities at environments 
of all sizes, and we also saw a full spectrum of different 
roles, including generalist or hybrid positions, as well as 
specialist positions including contract administrators, and 
departmental managers (e.g., intellectual property, corporate, 
and litigation).  

With respect to compensation, 2014 trends appeared to 
proceed as usual. We noted that salaries remained mostly 
stable and within predictable limits. We typically see salaries 
increase slightly from year to year due to cost-of-living raises, 
and we did notice a moderate increase this year, as expected. 
Additionally, we found it interesting to note that the vast 
majority of paralegals we placed (approximately 95%) had 
graduated from a formal post-secondary paralegal program. 

As of the date of writing, we are another month in to 
2015 since our original presentation. At that time, our 
predictions were for an overall healthy job market this year 
and we anticipated that most hiring activity would take place 
in litigation and corporate. So far, our initial results are in 
support of this theory, and we just finished what felt like our 
busiest start to a new year yet! We are on our toes, seeing 
consistent hiring activity with both law firms and in-house 
legal departments alike. We are seeing very healthy salary 
ranges as well, with the first quarter results so far showing 
salaries mainly towards the middle and upper ranges of the 
salary bands we expect. 

Overall, 2014 was a solid year, but we feel even more 
optimistic about the coming year! We feel genuinely excited 
to see what is in store for the coming year. We wish all of you 
a very happy and prosperous 2015!

Elizabeth Borrill and Joanne Peppiatt are Partners at ZSA 
LEGAL RECRUITMENT. Contact them at ZSA’s Vancouver 
office: 604-681-0706.

The State of the Legal Industry
A Market Snapshot BY ELIZABETH BORRILL & JOANNE PEPPIATT,

ZSA LEGAL RECRUITMENT

...we saw hiring activity at all levels of seniority, 

with the highest number of opportunities 

requesting approximately three to seven years 

of experience. We noticed opportunities in every 

major practice area last year, and were very busy 

both with law firm and in-house opportunities.

http://www.bcparalegalassociation.com


www.bcparalegalassociation.com   2015 BC Paralegal Association, All Rights Reserved                                     Spring 2015 19

Booking a discovery or other proceeding with a court 
reporting firm is usually a straightforward process, but 
sometimes arrangements can get complicated. Are 

you booking a typical discovery or court matter without 
any special requirements, or do you need something a little 
different?

Most reporting firms have several options for booking a 
service: phone, email, website, or fax. Whichever method you 
prefer, make sure you follow up with additional information if 
it wasn’t included with your original communication. 

When scheduling with a reporting firm, you will need the 
following information:

• Date

• Time

• Location: Reporting firm/law firm/other

• Name of counsel booking

• Writ of civil claim

•  Interpreter (not done by the reporting firm, but they 
may be able to recommend someone if you need 
assistance)

• Real-time reporter (required)

• Video conference (required)

• Teleconference (required)

• Special equipment requirements

• Do you need rush turnaround on your transcript?

•  Is the party being discovered likely to be a non-
appearance?

•  Will a larger boardroom be needed to accommodate 
all the attendees?

There are other special requests that can be accommodated 
by the court reporting firm. For example, does anyone in 
the group need special considerations, such as wheelchair 
accessibility, ability to dim the lights, or something else that 

can be provided for their comfort? For example, someone 
who is ill can request a room with a sofa so they can recline if 
necessary. 

The goal of most firms is to accommodate special requests, 
and the more notice that is given, the more likely they will be 
able to do so.

Reporting firms confirm appointments the day before 
the discovery. If you have not heard from the reporting firm 
verifying that the proceeding is going ahead, that means 
that, for whatever reason, you are not on their schedule. This 
is much easier to sort out the day before, as opposed to the 
morning of the discovery. 

If there are changes to a discovery time/place, make sure 
the reporting firm is aware of this change so that unnecessary 
charges are not incurred. Every firm has its own cancellation 
policies, and failure to give adequate notice of a cancellation 
could result in added fees. Some firms require 24 hours 
advance notice, while others have a cut-off time of 2:00 pm 
the day before the proceeding. Others don’t charge as long 
as the job is cancelled during business hours the day before. 
The best practice is to contact the reporting firm as soon as 
you become aware of changes.

Often firms are asked if they can provide a service 
outside the normal legal proceedings. Reporters attend 
AGMs, council meetings, commission hearings, presidential 
addresses, and even fashion line reviews. For those one-
offs, a court reporting firm may be your first line of contact 
and will happily share pertinent knowledge to assist with 
arrangements.

Scheduling with a Court Reporting Firm
It’s All in the Details BY PATRICIA BENTLEY,

CHAREST REPORTING INC.

Patricia Bentley is a senior court reporter at Charest Reporting 
Inc., a Vancouver court reporting firm, and its subsidiary 
Vancouver Centre for Dispute Resolution. She has extensive 
experience in a wide variety of proceedings and enjoys the 
everyday challenges of court reporting. She is also the president 
of the British Columbia Shorthand Reporters Association.
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