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INTRODUCTION

The California Certified Legal Secretary program was designed to provide an opportunity to
those working in the legal field to advance professionally. Attaining your certification is both a
professional and personal accomplishment – it takes time and dedication.

CCLS certification is achieved by passing a comprehensive examination, covering several areas:

Ability to Communicate Effectively (ACE)
California Legal Procedures (CLP)
Skills (SK)
Legal Computations (LC)
Legal Terminology (LT)
Law Office Administration (LOA)
Reasoning & Ethics (R&E)

All it takes is one person with a desire to attain their CCLS Certification to get the ball rolling. If
you are already a CCLS, share your story with others in your association – let them know what
your certification means to you. If you are not yet a CCLS, ask any CCLS in your area about the
program – ask them to help you and guide you toward your own certification. You should also
feel free to contact LSI’s CCLS Chair for assistance.

There are several things you should know before beginning a study group in your association.

GETTING STARTED

Getting a study group together requires marketing, organization, and preparation.

A. DETERMINE TYPE OF STUDY GROUP

The very first thing you should do (after deciding you are going to lead a study group) is
determine whether you are going to hold your study group in person, or virtually. On-line
study groups are a great way to gain students who may not otherwise be able to attend
classes.

Decide if you will charge your students for the study group. Some associations charge their
members; some offer the study group as a benefit of membership in the association. One
thing to consider when deciding this is whether you will be providing handouts or materials
in paper form, or if you will be sending everything electronically so there is no related
expense.
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B. MARKETING/ADVERTISING YOUR STUDY GROUP

Publish flyers in your local bulletin and on your association’s website. Another option for
marketing your study group is to send flyers to the area firm administrators and paralegals’
associations.

Another option, although they would likely not be eligible to take the exam, is to market the
local colleges offering legal secretary or paralegal courses. Sometimes you may have
students who would like to attend the study group to supplement their education – you may
also find legal secretaries taking paralegal classes, who would qualify for the exam!

C. ORGANIZE YOUR STUDY GROUP

Before choosing a date to begin your study group, sit down and create a course outline.

You also need to determine how often you will be meeting, what day you will be meeting
(keep in mind, no day of the week will be convenient for everyone, so either make it a day
that is convenient for you, or that is most convenient for the majority), how long each
meeting will take, and where you will be meeting.

If you are going to offer attendance on-line, you will also need to determine how many
students you want to allow to attend on-line, and what service you are going to use. You
can go with Skype or other similar programs, or you can use videoconference services such
as WebEx and Go-To-Meeting.

To create a schedule, determine the date of the next CCLS exam and how many weeks you
want meet, make a list of all the areas that you need to cover, and break the material into
manageable sections to cover at each meeting. Don’t go too heavy any single week. If you
schedule too many heavy-duty topics for a single week, your students will be overwhelmed.

Determine the best way to conduct your class – straight instruction, group discussion, etc.
Sometimes, it depends upon the size of your class or the experience of the members of your
class to make the best choice for how to conduct the study group.

D. PREPARE FOR YOUR STUDY GROUP

The first thing you should do is check the LSI website for any updates to the list of study
materials.

Have your materials organized so that you can access them easily – books, homework
assignments, etc.

While you don’t have to have all of your homework assignments, exams, quizzes, etc.
prepared before you begin, you do need to at least have a couple of weeks’ worth of
materials prepared, then you can work at least two weeks ahead in preparing additional
materials.
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FACTS ABOUT THE EXAM

Be familiar with the requirements for becoming a CCLS, the requirements for passing the exam,
and all of the other information that your students need to know. All of this information can be
found on LSI’s website in the CCLS Information Kit and in the Guidelines for Recertification. If
you have any questions about any of the information provided in these documents, ask LSI’s
CCLS Chair or the CCLS Certifying Board for clarification.

Provide this information to your students, and make sure they understand all of the information.

Eligibility: Two years’ full-time experience as a legal secretary, or equivalent as approved
by the Certifying Board. Membership in LSI is not required.

Exam: The exam is given twice a year, in March and October. At least one location
will be provided in Northern California and Southern California for each exam.

Registration: The deadline to register for the exam is 60 days prior to the scheduled exam
date. Late registration may be accepted up to 30 days prior to the scheduled
exam date. There is a $30 charge for late registration.

Deferral: An examinee may request a deferral no later than two weeks before the
scheduled exam date. The examinee should contact the CCLS Certifying Board
Chair to request a deferral. If they must defer less than two weeks before the
exam, they will need to obtain special permission based upon their individual
circumstances. For those who are partial re-takes, a deferral does NOT extend
the time in which the examinee has to pass the remaining sections of the exam.
There is a $30 charge for a deferral.

Contents: Seven sections:

Ability to Communicate Effectively (ACE)
California Legal Procedures (CLP)
Skills (SK)
Legal Computations (LC)
Legal Terminology (LT)
Law Office Administration (LOA)
Reasoning & Ethics (R&E)

Passing: The exam can be passed either of two ways:

70% per section – the examinee must pass each section of the exam with a score
of 70% or better

75% overall – the examinee must achieve an average score of 75% on the seven
sections combined (i.e., ACE 65%, CLP 72%, SK 85%, LC 75%, LT 80%,
LOA 80%, R&E 80% = 76% overall = passing)
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If the examinee passes at least four sections with a score of 70% or better, but
not all seven sections, they only need to re-take those sections they did not pass.
Those sections then must be passed with a score of 70% or better. All sections
must be passed within the next six consecutively scheduled examination dates.
A deferral counts as an attempt, and does not extend the time to pass the
remaining sections.

If the examinee does not pass at least four sections with a score of 70% or
better, they must re-take the entire exam.

Results: Results of the exam are sent via email, generally six weeks from the date of the
exam.

Retakes: If the examinee is eligible for a partial re-take, they must pass all sections of the
exam within the next six consecutively scheduled examination dates. If they do
not, they must re-take the entire exam. A deferral does NOT extend the time in
which an examinee must pass the remaining sections.

Exam Review: An examinee who does not pass the entire exam will be allowed to review their
exam. A Request for Review of Examination must be sent to the Certifying
Board within 20 days of receipt of the exam results.

The examinee will have one hour to review all sections of the exam that did not
have a passing score of 70% or better (no matter if they have to review one
section or seven sections). No notes may be taken, no questions may be asked,
and no conversation may take place during the exam review.

Go over the contents of the exam with your students, including examples of some of the types of
questions on the exam. If you have not recently taken the exam, the CCLS Study Guide is a
great way to demonstrate some of the types of questions that will be on the exam. Another great
resource is someone in your group who has recently taken the exam and is studying for a re-take,
or someone in your association who recently took or passed the exam.

CONTENTS OF EXAM

A. California Legal Procedure
i. Civil
ii. Family
iii. Corporate
iv. Real Estate
v. Probate/Estate Planning

B. Legal Terminology
i. Terminology from LOPM
ii. Citations from CSM
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C. Legal Computations
i. Calendaring (LOPM)
ii. Filing fees (fee schedule provided, LOPM) (Will need to know things like no

filing fee for public agency, etc.)
iii. Math (no books, just going over math skills)

D. Skills
i. Proofreading (inbox exercise, given memo from attorney and multiple versions of

a form – determine which form is the correct version)

E. Ability to Communicate Effectively
i. All based on GRM
ii. Punctuation, grammar, word usage, spelling, etc.

F. Law Office Administration
i. Basic law office items
ii. Notary (use Notary handbook)
iii. Alphabetic filing (GRM)
iv. Computer terms (use computer book)

G. Reasoning & Ethics
i. Ethics of certain situations
ii. Notary
iii. Judgment

TIPS FOR TEACHING

Plan a balanced schedule of activities. Don’t try to learn/teach everything on a subject in one
day – spread the subject out over time. There is a better chance the material will sink in.

Begin early. Begin early – don’t wait until a few weeks before the exam to start your study
group. There is a lot of material to cover while studying for the CCLS exam, and you should
provide sufficient time to go over all material in an organized fashion.

Prepare before beginning. Before beginning your study group, make sure you and your students
have all necessary materials at hand (check the LSI website for any updates to the list of study
materials). Having to stop studying to find the book or notes you need can be very distracting
and take away from the effectiveness of the class.

Ask questions. If you are having trouble teaching your class, do not be afraid to ask questions –
contact LSI’s CCLS Chair, other CCLS Study Group Leaders, or recent CCLSs. Someone else
may be able to give you ideas or information that will help you help your students.
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Use your students’ knowledge. It is impossible for all of us to know everything about every area
of law. If you specialize in one area, perhaps one of your students will specialize in another area
and can cover that topic with the class. If not, bring in outside sources.
LSI’s CCLS Study Guide and Study Kit. Purchase and use LSI’s Study Guide and Study Kit to
help you teach your class. The Study Guide is a great way to test your students’ knowledge –
ask them to complete the practice material several times throughout the course of your study
group. If they get certain questions correct all the time, they know that material and you can go
on. If they get the questions correct only some of the time or none of the time, concentrate on
those areas of study.

BE POSITIVE! Above all, be positive – reinforce that you are there for your students, and that
you believe in them.

CROSS THE BRIDGE TO SUCCESS – BECOME A CCLS!


