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PROFESSIONAL LIAISON 
 

As Professional Liaison for your association, you are responsible for maintaining communication 
between your association and other various groups of a legal nature in your area. In particular, 
your job is to encourage good public relations with the bar association in your area.  
 
Some bar associations are more receptive than others. Your job is to attempt to find ways to 
work with the Executive Advisor or Board of Directors of the bar association in your area. Start 
with highlighting LSI’s commitment in “Educating California’s Legal Support Professionals” as 
well as LSI’s professionalism in the California Certified Legal Secretary and legal education and 
legal secretarial training programs. Be cooperative and offer assistance and service on a regular 
basis.  Other steps you can take: 
 

1. Write congratulatory letters to newly appointed or elected judges and new officers of the 
bar association.  
 

2. Ask you bar association to participate in your special events, such as mock trials, 
entertainment at Bosses Night, etc. 
 

3. Send a marketing packet consisting of your newsletter, LSI brochures and upcoming 
flyers for your monthly meetings.  
 

4. Invite the President, or other board directors from the bar association to be a guest 
speaker at one on your monthly meetings, or to be the Installing Marshall at your next 
installation.  
 

5. Interview the President, or other board members of the bar association and feature the 
interview in your associations newsletter. 
  

6. Reach out to the Executive Director of the bar association and inquire whether they have 
interest in becoming a member of your association. 
  

7. Ask if you can link your associations website to the bar associations website. 
  

8. Always send your event flyers to the bar association and ask them to post on their 
website. 
  

9. Contact the editor of the local bars newsletter to request permission to, and do, submit 
articles for publication. 
  

10. Acquaint the bar association and your employers with LSI’s professionalism and 
dedication to the legal profession. 
  

11. Offer to help at special events, such us programs for newly-admitted attorneys, 
Continuing Education of the Bar workshops and seminars, etc. 
  



 

 

12. Remember to always use the “human touch” in your interactions with the bar association 
by keeping all interactions friendly and warm.   
 
Always remember that your local association does have an impact in the legal 
community!  

 
 
 

DAY-IN-COURT 
 

As Day in Court Chair, you are responsible for organizing and presenting a Day in Court event 
for your association. You should aim to have at least one DIC event each year, however you are 
not limited to a single DIC event.  
 
Questions Every DIC Chair Should Ask Before Planning a DIC Event 
 

1. What kind of DIC event do you want to present?  
2. What’s your purpose for holding this event?  
3. Do you have a budget?  
4. How long should your event be?  
5. Where do you plan to hold the event?  
6. Will food be served at your event?  
7. Do you want to invite vendors to participate?  
8. What month will you hold the event?  
9. What subjects/topics typically draw the most attendees?  
10. Do you need to form a committee to assist you?  
11. Is it possible to make your DIC event an inter-association event with another association?  
12. Are you starting from scratch, or do you already have an established DIC program?  
13. What resources do you have within your association for making contacts with potential 

speakers and securing a venue? (Ex: Who knows who at the Court?)  
14. What other associations have held successful DIC events that you know of?  
15. Should our board of directors consider attending another associations DIC event for 

inspiration?  
 
Types of DIC Events 
 

 Mock Trial 
 

Mock Trials are a fun and very effective educational way to put on a DIC event. You can 
often use your normal meeting location as your venue. All that is required is volunteers 
for the various roles, and a few props or costume items. You can decide within your 
association whether your cast needs to memorize their lines, or simply read from the 
script. Some associations hold a Mock Trial in combination with a tour, and some 
associations are even lucky enough to use an actual courtroom to hold their Mock Trial.   
 

 Traditional (Speaker or Panel of Speakers from the Court) 
 
Invite speakers from your local Superior Court and Court of Appeals, such as Court 
Executives and Court Clerks, Administrators and Judges to provide updates and 
information on what is new with the Court.   



 

 

 
Topics to Have Covered:  
 

o Ask the Court what changes, developments, new processes, forms, fees, rules, 
etc., your members should know about.  

o Ask the Court to talk to other Court Staff regarding what they can do to make 
their job easier, eliminate rejected documents, avoid unnecessary delays, etc.  
 

o Have your members send you questions/concerns they would like the Court to 
address. Forward those questions to the Court and ask that they email you their 
responses.  

 
o Compile all of the information together with any other forms you have gathered 

on your own to present as a handout package to your DIC attendees.  
 

 Tours & Other Non-Traditional Events  
 
Due to stricter security measures and reductions in Court staffing and hours, it is 
becoming difficult to conduct courthouse tours or hold DIC events at the courthouse. It is 
not impossible – just not as easy as it once was. Consider non-traditional types of tours:  
 
local FBI office; jail; probation department; law library; night court; recorder’s office; 
appellate court; forensic laboratory; bankruptcy court; coroner’s office, etc.  

 
 Consider agencies and organizations that are directly involved with the Courts:  

 
 Child Protective Services 

 
 Foster Care Services 

 
 Family Law Mediators 

 
 Domestic Violence/Rape Crimes Services  

 
 Victims of Violent Crimes Services  

 
 
Finally, conduct minimal business if you hold your DIC event during one of your General 
Membership meetings. Consider only conducting crucial business that has to be done and 
dispending with all other business until the following month. Again, respecting your attendee’s 
time will ensure a special DIC event and entice your attendees to want to continue to attend your 
DIC events year after year.  


