
Contents

1. Process Request for Information
1.1 Document Request Using Appropriate Recording System  . . . . . . . . . . . . . . . . . . .   10
1.2 Confirm Client Identity and Other Party’s Right to Receive Information . . . . . . . .  23
1.3 Clarify Client Needs and Establish Relevant Criteria in Consultation  

with Designated Person to Ensure Client Needs are Met . . . . . . . . . . . . . . . . . . . .   26
1.4 Select Response Methods According to Task Requirements . . . . . . . . . . . . . . . . .   30
1.5 Forward Request for Information to Others where Appropriate  . . . . . . . . . . . . . .  32

2. Carry Out Legal Research
2.1 Identify Relevant Sources and Locations of Information  

According to Organisational and Task Requirements  . . . . . . . . . . . . . . . . . . . . . . .   40
2.2 Access Identified Sources and Escalate where Problems Arise  . . . . . . . . . . . . . .   54
2.3 Extract Information Relevant to Request for Information . . . . . . . . . . . . . . . . . . . . .  57
2.4 Store Extracted Information According to Security and 

Confidentiality Procedures of the Organisation  . . . . . . . . . . . . . . . . . . . . . . . . . . . .   62

3. Finalise Research
3.1 Evaluate Extracted Information for Relevance According 

to Task Requirements  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   70
3.2 Maintain Integrity of Information  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   71
3.3 Develop a Summary of Research Findings to Relevant 

Parties for Review and Action . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  72

Solution Self-Testing Exercise  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 74

Unit Review   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 77




