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Paralegals

Updated by CMSgt Jim Ivins, May 2001 

AUTHORITY: AFI 36-2101, Classifying Military Personnel (Officers and Airmen)(9 Dec 99); AFPD 51-8, Assignment, Training, and Management of Members of the Judge Advocate General’s Department Reserve 9TJAGDR)(1 May 99); AFI 51-801, Training of Air Reserve Component Judge Advocates and Paralegals (1 May 99); TJAG Policy Letter 4, Paralegal Personnel Recruiting (4 Feb 98). 

INTRODUCTION 

As the tasking of ANG Judge Advocates has increased over the years, so has the need for and recognition of quality and well-trained paralegals. As part of this recognition, the USAF has authorized Paralegals to wear a distinctive badge. This topic discusses the training, tasking and skill level requirements of Paralegals in the Air National Guard. Presently, each ANG flying unit is authorized two Paralegals: the Law Office Manager (LOM) with an authorized grade of E-7 (MSGT) and a technician, with an authorized grade of E-6 (TSGT). 

DUTIES 

The Paralegal Career Field encompasses all functions relating to the practice of law, including, but not limited to, military justice, administrative boards, accident and other investigations, depositions, and other legal proceedings; conducting legal services for Commanders and Air National Guard members as authorized by applicable state and federal law; preparing and maintaining legal documents under the direct supervision of Air National Guard attorneys in compliance with American Bar Association Standards; investigating claims filed for and against the Air National Guard; and investigation and trial assistance in support of both judicial and non-judicial punishment actions under applicable state or federal law. 

REQUIREMENTS 

Basic requirements for entry into the 5J Career Field include prior qualification in any career field at the 3-skill level or higher, the ability to type at a minimum rate of 25 words per minute, good speaking ability, no previous military judicial or non-judicial convictions, and no civilian convictions (except for minor traffic or similar offenses). Also required is an interview with an affirmative recommendation by an ARC or active duty SJA and LOM. Since Air National Guard paralegals are the only paralegals assigned to ANG legal offices, they must also possess excellent organizational skills, have a working knowledge of the Air Force filing system, be familiar with the maintenance of a functional publications library, be able to attend all scheduled Unit Training Assemblies (UTAs), and possess a high degree of self-motivation. Paralegals should also maintain the highest standard of dress and personal appearance. 

The major commands have determined that paralegal positions are essential in ANG units gained by the respective MAJCOMs in time of national emergency, and expect paralegals to be qualified to perform these duties with minimum training upon assignment to active duty legal offices. In the event of mobilization, ANG paralegals could be assigned OCONUS or as backfill for deployed active duty forces. 

TRAINING 

Paralegals must be trained to perform the functions of civil law, military justice, claims and other related tasks. Training in these subject matter areas, as well as periodic exposure to an active duty legal office environment, is an important aspect of paralegal training.  Additionally, Paralegals should be knowledgeable in the areas of contract law, fiscal law, labor law, environmental law, as well as in the law and military justice codes of their states.

Paralegals are required to complete the following training: 

1. Training tour of not less than ten (10) working days shall be performed by each paralegal with an active duty legal office at least once every four (4) years. More frequent tours are encouraged if circumstances permit;

2. Training tours will be coordinated through the NAF liaisons or MAJCOM ANG Assistant and are subject to the prior approval and concurrence of the affected active duty legal office; 

3. The LOM of the active duty legal office is to be contacted in advance to arrange a training schedule in those areas in which the paralegal requires training. The training schedule will include not more than twenty-five percent (25%) of any "front desk-reception" duties; and 

4. If circumstances permit, paralegals are encouraged to deploy overseas with their units, which will provide invaluable experience for paralegals working in an active duty legal office in a foreign country.   All overseas deployments will be coordinated with the TJAG ANG Council OCONUS Deployments Coordinator, or similar position.

Paralegals are placed in positions of high visibility and are expected to possess a depth of knowledge, wide ranging experience, speaking and writing ability, counseling skills and managerial talent. Professional military education and paralegal qualification training, whether in-residence or by correspondence course, are essential to obtaining and maintaining these skills. Paralegals are to be encouraged to take PME courses in-residence and as soon as possible after becoming eligible. Mandatory skill level requirements and refresher courses offered by the United States Air Force such as the law office management course (LOMC), claims and tort litigation course (CTLC), and computer training classes should be accomplished in those years between training tours in active duty legal offices. The Reserve Forces Paralegal Course (RFPC) must be attended at least every four (4) years. Each Paralegal must also attend the Annual Survey of the Law (ASOL) every other year. 

The Staff Judge Advocate is ultimately responsible for the training of paralegals; however, paralegals are individually responsible for developing and maintaining the skills and currency of experience to be immediate and effective performers in accordance with all tasks outlined in the Paralegal CFETP. The Staff Judge Advocate is also responsible for seeing that the paralegal attends required periodic paralegal courses and conferences. 

Air Force Form 623 (OJT) is maintained for all paralegals until they are promoted to MSgt. A training record file, separate and apart from the records maintained in Air Force Form 623, is to be set up and maintained by each paralegal regardless of grade. A record of the paralegal's annual training accomplishments (end of tour report), school tours, PME and correspondence course completion, conference attendance, additional duty assignments, and military/civilian recognition must be maintained in the file.  

ANG paralegal training is an item of special interest during staff assistance visits.   The Senior Judge Advocate should set up a training program of a one (1) hour period during each UTA day.  This one (1) hour period should be utilized for proficiency training in specific areas (i.e., environmental law, board preparation and presentation, military justice, labor law, contracts, fiscal law, LOAC, ROE, etc.), review of upgrade training and PME, compliance with the Paralegal CFETP, and projection of mandatory in-resident schools (i.e., Paralegal Apprentice, Craftsmen Course, RFPC), and other areas of specific interest regarding training.

NOTARY PUBLIC 

As further explained in the topic in this Deskbook entitled "NOTARIAL ACTS," all paralegals should become a notary public of the state where their base is located. This will greatly help the base legal office maximize legal services to the unit. 

PROMOTABILITY TO MSGT 

Paralegals in the LOM position are authorized to be promoted to MSgt. All Commanders, upon the advice of their Staff Judge Advocate, should promote qualified paralegals to this authorized grade. 

CONCLUSION 

Because of the ever-increasing necessary training requirements for paralegals, Commanders should not only help recruit and retain superior personnel for these positions, but also should provide maximum support and encouragement to ensure paralegals are able to fulfill these training requirements. 

KWIK-NOTE: Paralegals are extremely valuable to the Air Force and Air National Guard. Recruit and retain only superior personnel for these positions, and support their training. 
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