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I. OVERVIEW

A. Purpose of this Document

This document provides you with the following information:
e What you need to know before you begin the on-line application
e Page by page directions on how to complete the application form

We also recommend that you click each of the links located in the panel on the left side of
your screen, and review the content of each page:
e Legal Panel Selection Criteria;

0 This page lists some of the criteria used by the Office for selecting

prospective panel members.
e Before You Start:

0 This page provides an overview of the information you will need to have
readily available before you begin your data entry. This page also
provides a Sample legal application questions document. This will
allow you to write your answers in advance so that you can copy and
paste your response directly into the form.

e How to Apply:

0 This page explains the types of questions to be answered on each of the
ten pages of the on-line application form, and includes details about
navigation buttons on the screen. This page also provides a Sample
legal application questions document. This will allow you to write your
answers in advance so that you can copy and paste your response
directly into the form.

e Reference Forms:

0 This page describes how to submit your references; provides copies of
the references forms and provides an explanation of the reference
checks and discreet inquiries.

e Writing Sample:
0 This page describes acceptable writing samples.
e After You Apply:

o0 This page describes the types of communications that you might receive
after you have submitted your application. This page also provides a
document to assist in completing the Contractor Security Screening
documents should you be selected to be added to the panel.

e System Requirements:

0 This page describes the minimum system requirements for completing

the on-line application and uploading of requested documents.

B. Typing Conventions

To provide consistency and ease of reading this document, certain typing conventions
and symbols have been used throughout. They are described below:

Green underline is used to indicate a cross-referenced hyperlink to another location in
this document. If you are reading this document on the screen, click this green hyperlink
to jump to that section.

@ The “Tip” icon is used to indicate a suggestion for improving efficiency.
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The “Reminder” icon indicates important information that is reiterated.

JA The “Caution” icon is used to indicate a warning.

@ The “Note” icon is used to draw your attention to additional information.

<Fieldname> The names of fields are typed within a pair of angle brackets using bold
font, e.g. <Last Name>

C. 1Increasing/Decreasing Onscreen Font Size

You can use any Windows functionality that you know to change the size of the font. For
example:

e To increase the font size:

0 Hold the [Ctrl] key on your keyboard, and roll forward the mouse scroll
button that is located in the middle of your mouse between the left and
right buttons; or

0 Press [Ctrl +]

e To decrease the font size:

o0 Hold the [Ctrl] key on your keyboard, and roll backward the mouse scroll
button that is located in the middle of your between the left and right
buttons;

0 Press|[Citrl -]

e To display the zoom menu:

o0 Click the Zoom control button located on the Taskbar in the bottom right
corner of your screen

ZoomIn Cirl +
Zoom Qut  Ctrl -

400%
200%
150%
125%
100%
75%

50%

Custom...

# 100% v

0 Click the zoom option you want

D. Navigating the Application Form

You can navigate back and forth between the pages of your application form until you

select the button.

You will find navigation buttons at the bottom of each page of the application form. You
must use ONLY these buttons to move between pages:

e Click to move to the next page. You can only navigate to the next page if
you have added data to all the fields on the page you are working on. If you
attempt to navigate to the next page without completing all the required fields,
you will be alerted to tell you what is required.

e Click to return to a previous page. When you return to a previous page,
you do not lose your work on the page you are working on.
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L Do not use the internet browser buttons @ (previous page) or Q (next page)
in an attempt to navigate between the application form pages, as doing so will
exit the application form and you will lose everything that you have entered.

1. Mouse Navigation

As you complete the application form, you might select mainly with your mouse, so here
are a few things to consider:

e Click once on command buttons such as m and

o Click once on the arrow T at the end of a field to display the drop-down list
e Click once on an item in a drop-down list to make a selection

2. Keyboard Navigation

You can use the following keyboard shortcuts to move from field to field when completing
the on-line application form.

Page keyboard navigation:

* Pressthe 5 (tab) key to move to the next field

e Hold the M (shift) key and press the 5 (tab) key to return to the previous
field

Drop-down list selection:

o Click the arrow ™ at the end of a field to display the drop-down list

e Press .LI (down arrow) or —'-I (up arrow) on your keyboard to scroll through the
options in the lists. When the item you want is highlighted with a blue bar, press
Enter to select it; or click the desired item

* Press [Esc] to close a drop-down list without making a selection
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II. COMPLETING THE APPLICATION FORM

The general steps for completing the online application form are:

Select the panel to which you wish to apply (legal);

Confirm that you have read the Notice of Collection statement;
Validate your email address;

Begin entering your personal information;

Confirm that your supporting documents are available for upload;
Complete the data entry on all pages;

Upload your supporting documents;

Submit your application.

You will find details for each of these processes in the following sections.

A. Selecting the Panel to Which You Wish to Apply

This online application website can be used for both the Legal and Clinical panels of the
OCL, so you must ensure that you indicate the correct panel, as your first step. You do
this as follows.

When you access the OCL web site, the first page you see is the “Home” page. Down
the left side of the screen you can see links relating to the Legal panel, followed by links
related to the Clinical panel. Before selecting the Legal Panel application form, please
make sure you have reviewed all the information pages by clicking each of the links in the
Personal Rights Legal Panel section.

To select the legal panel:

1.

With the “Home” page on your screen, click the Apply to Personal Rights
Legal Panel> link in the pane down the left side of your screen

8‘> Ontaie e e <

ATTORNEY GENERAL

HOME | PERSOMAL RIGHTS LEGAL PANEL | CLINICAL PANTL | HORE ASGUT WIAT WE DO | CONTACT US

Click this link to e = e =
apply to the legal

panel

Office of the Children's Lawyer Panels

Clinical Panel

You are presented with the “Notice of Collection” page, which you must read and confirm
that you have read before proceeding with the application.

1. Confirming you have read the “Notice of Collection” page

You MUST read the information on the “Notice of Collection” page prior to
performing this step.

To indicate that you have read the page:

1.

Read the “Notice of Collection” page
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2.

Notice of Collection

Please read the statement below before proceeding to the online application:

Your personal information is being collected for the purpose of determining your suitability for
the Office of the Children's Lawyer's Personal Rights Panel of lawyers and clinical investigators,
and for the purpose of administering the Personal Rights Panel by the Office of the Children's
Lawyer. The use and disclosure of your personal information will be restricted to these purposes
or any consistent purpose. The Office of the Children's Lawyer will not otherwise disclose the
personal information you have provided, except as required by law. Questions about the
collection should be directed to the Freedom of Information and Protection of Privacy Act
Counsel, Office of the Children's Lawyer, c/o MGS Mail Delivery Services, 28-88 MacDonald
Block, 77 wellesley Street West, Toronto, ON M6A 1N3, or telephone 416-314-8000

|I have read the Notice of Collection and am ready to proceed. Click this checkbox to confirm
that you have read this natice

Select the check box to the right of the statement “I have read this Notice of
Collection and am ready to proceed”

A check mark displays in the box and the button displays below the
statement.

I have read the Notice of Collection and am ready to proceed. [

|

The Mext button appears when
wyou check the box

The next step is to validate your email address, after which you will be ready to begin the
application process.

2. Validating Your Email Address

Before continuing with the application procedure, you MUST validate your email address.
This step is required to ensure that you will receive all communications generated by the
application process.

To validate your email address:

1.

Click the button at the bottom of the “Notice of Collection” page
The “Email Address Validation” page displays.

Email Address Validation

When you click on the validate button you will receive a confirmation email shortly.
Please only proceed once you have received this email. Please look in your Junk or Spam
folders if you do not see this e-mail within a few minutes.

Please enter your e-mail address: 2 Clickthe Validate button after you
have typed your email address
1. Type your email —
address in this box m
Pl check if you received the email:
3. Click this box AFTER you receive
the confirmation email

Click the text box and type your email address

Click the button

You will receive an email confirming that your email address has been validated.
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This is an automatically generated message to verify that your email address is valid. Please go back to the site and continue with the application

Al - > A" Application to Office of the Children's Lawyer Panel - Message (HTML) = =
Messa. e Adabe PDF - @
pay A} Inbox
sionere P B vtceing |2
ol % To Manager \
& junk - Delete | Reply Diy?‘\, Forward B; More ~ B3 Team E mail Zoom
Respor Step z
From: sse Gontario.ca Sent: Thu07/11/2013 9:53 AM
To
cc
Subject Application to Office of the Children’s Lawyer Panel

4. Open and read the email when you receive it (close it when done)

5. Select the check box to the right of the statement “Please check if you rec
the email”
A check mark appears in the box.

The button displays.

eived

Email Address Validation

Beference Forms H
Writing Somple ¥
‘Alter You Apply > When you dick on the validate button you will receive a confirmation email shortly.
Fiease only proceed once you have recerved this emal. Flease look in your Junk or Spam
System Reguirements " t &
% folders f you do not see this e-mal within a few minutes.
- T - )
MMMM‘.M“““M for the Leaal Panel Please enter your e-mail address:
Apply to Personal Rights Legal o samplecmal com Vabdate
Baned
Please check if you recelved the emall: |2
™ e

¥ Bution displays
AF TER you select the check
bax

6. Click

The “Identification” page displays.
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B. Completing the “"Identification” Page

The “Identification” page is page 2 of 10, and the information recorded on this page
includes such personal details as your name, address, and phone numbers, etc.

To complete the Identification page:
1. Make sure the “Identification” page is on the screen.

Click the <First Name> field and type your first name

(Optional) Click the <Middle Name> field and type your middle name

Click the <Last Name> field and type your last name

Click the <LSUC No.> field and type your Law Society of Upper Canada licence
number

akrwn

To change the address type to Home Mailing:

Q The default address type is Business Mailing. If this is correct you can omit this
step.
1. Click the at the end of the <Address Type> field
2. Select Home Mailing from the drop down list

The next field is <Country>, which Defaults to CANADA.

To choose a different country (if necessary):

3. Click the down arrow at the end of the field
4. Scroll through the list until you find the country you want
5. Click the applicable country

The next field is <Province/State>, which defaults to Ontario.

To choose a different province/state (if necessary):

6. Click the down arrow at the end of the field
7. Scroll the list
8. Click the applicable province/state

To complete the rest of your business address:

9. Click the <City/Town/Municipality> field and type the nhame of your city, town or
municipality

10. Click the <Postal /Zip Code > field and type your postal code in the format of
A#A #A#, or your state in the format of #####

@ The format of the postal code is validated when you save the page so
you are able to fix it if you enter it incorrectly

To enter business information:

1. Click the < Address> field and type your organization name if applicable, your
street address and suite number if applicable

2. Click the at the end of the <Telephone Type> field and select from Home,
Business, or Mobile
3. Click the < Telephone Number> field and type your phone number
4. Click the < Fax Number> field and type your fax number
The <Email Address> field defaults to the email address that you provided and which
was validated on page one of the application form. This field is not editable.
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To provide further details relating to your practice:

5. Click the <What year were you called to the Bar of the Law Society of Upper
Canada?> field, and type the year (4 digits)

6. Click the <Comments (relating to being called to the Bar)> field and type your
comments

To complete the fields relating to your previous connection with our organization:

7. Click either the “Yes” or “No” radio button for the <Do you have a previous
connection with our organization> question
When you click “Yes” additional fields display that you MUST complete.

To complete the fields relating to your previous OCL experience:

8. When you respond “Yes”, to the question, < Have you been a member of our
Legal, Clinical or Property rights panel in the last 5 years?> you will see a
series of check boxes from which you can select one or more applicable panel
type(s).

If you select “Yes”, additional fields display, which you MUST complete.

9. Click the <If yes, when? Start year> field and type the year (4 digits)

10. Click the <End Year> field and type the year (4 digits)

11. Click the <What is/was your Vendor Number?> field and type your vendor
number

12. Click the <What is/was your Site Code?> field and type your site code (this was
assigned previously when you were initially empanelled)

13. Click the <What percentage of your practice is devoted to the Office of the
Children’s Lawyer cases?> and type a numeric value

14.Click the <What is your HST Number> field and type your HST number (exactly 15
characters)
15.

This is the last of the questions on this page.

After you have completed the page, click
The next page that displays is the “Please confirm that your supporting
documents are ready” (and is page 3 of 10).

The next step is to confirm that you have all the required documents ready to be
uploaded. You will not actually upload them until the last page of the application process,
but if you have not yet done so, how is the time to locate the soft copies of these
documents and to make sure that they are available in one of the following formats:

PDF, .doc or .docx.

p !\ If you wait until the last page to do this, the application could “time out” while you
are searching for the documents. If this happens, you will lose everything you
have typed so far, and you will have to return to the “Home” page and begin
again.
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C. Confirming Supporting Documents are Available for Upload

In order to be able to continue with the application process, you are now required to
indicate that your supporting documents are in one of the acceptable formats, and are
ready to be uploaded. You will not be able to continue unless you select “Yes” for all
your documents.

To confirm your supporting documents are available for upload:

1.

Make sure that the “Please confirm that your supporting documents are
available” page (which is page 3 of 10) is on the screen

Observe that the only command button at the bottom of the page is .

@ You can click to return to the “Identification” page to modify what
you have already written.

HOME | PERSONAL RIGHTS LEGAL PANEL I CLINICAL PANEL I MORE ABOUT WHAT WE DO | CONTACT US

Before You Start

3of 10

How to Apply
Reference Forms
Writing Sample
After You Apply

System Reguirements

"How to" Guide - Completing th. Please confirm whether you have the following documents in electronic format ready to be
Application for the Legal Panel > uploaded:

> Curriculum Vitae* @ Yes No

Please confirm that your supporting documents are ready

You cannot save an in-progress copy of the application, so if you do not have the following
documents ready you will not be able to submit and will lose everything you have written.

viv]vl vl vl vl v

Panel

Writing Sample:* @ Yes No
Select Yes for all

documents then
click Next

Professional Reference #1:* @ Yes No

Professional Reference #2:* @ Yes No

Cover Letter:* e Yes No

Back | || Next

Click the “Yes” radio button for each available document
After you click the last “Yes” the button displays.

Click

The “General Information” page displays.

The “General Information” page contains questions relating to the areas in which you are
willing to work and travel, and to your spoken languages.
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D. Completing the General Information Page

On the “General Information” page (which is page 4 of 10) you will be required to
indicate if you have previously applied to OCL, your primary work location, and those
other areas to which you are willing to travel, and the languages in which you are able to
conduct business.

To complete the General Information page:
1. Make sure the “General Information” page is on the screen

HOME | PERSOMAL REGHTS LEGAL FANEL | CLINICAL FAMEL | MORE ABOUT WHAT WE DO | CONTACT US

Legal Panel Selection Criteria >

Before You Start
How to Apply
Reference Forms
Writing Sample
After You Apply

sa10

General Information

Hawe you =wer applisd to OCL befors? S Wes o Ma

wlw|w| v v]|v

Region in which you live and work most of the time:*

System virements
City in which you lhve and work most of the time:*

"How to" Guide - Completin 5 -

Ehe Apolication for the lenal > Regions willing to travel to: [y

Panel +Add Another Region
Cities willing to travel to: Cantrel Beat

Apply to Personal Rights Legsl,
Panel

rd [ Cobourg
O Huntsyille
] Midiland

[ Me=vwmark=t
[ Oshawa

[ Peterborough [ Port Hops
[ Richmeond Hill

Larguagss Spoker:®

Language:
Engizn &
Wiriting Flusnsy:
Spoken Flusncy: g
+Add Another Language
Can you conduct litigation 2nd maks submissions in ves o Mo
Erglizha* - -
Can you conduct litigation 2nd maks submissions in S yes Mo
Framzh?*
Or =szasion, you may b asked to rmpres=ct minsr ves o Mo
par=nts in child protection matters. When they tum 15, - -
12 repres=nt them
Flesz= tall vz why you wish to join the OMice of the Chiliran's Lawy=r Parsonal Rights Legal
——
m
Bz (razal

To select the date on which you previously applied to the OCL:

2. For the <Have you ever applied to OCL before?> field, click either the “Yes” or
“No” radio button.
When you click “Yes”, a new required field displays.

3. Click the <If so, please indicate what year> field if you selected "yes” to the
previous question) and type the year

In the next group of questions you will be indicating the region(s) and city(ies) in which
you live and work and to which you would be willing to travel.

Q’ The listed cities are those in which the Courts are located. If you do not see your
actual city of residence or work, select the closest city geographically.
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To select the region to which you live and work most of the time:

4. Click = atthe end of the <Region in which you live and work most of the
time> field
A list of regions displays.

W

Central East
Central West
East

Morth East
Morth West
Toronto
West

5. Click your primary region
Your selection displays in the field, and the next two fields are pre-populated with
data (which you can change, if necessary, as described below).

The first field displays the name of one of the cities from the selected region.
To choose a different city (in which you live and work most of the time):

6. Clickthe = atthe end of the <City in which you live and work most of the
time> field
A list displays containing cities within the selected region.

Barrie b

Barre
Bracebridge
Bradford
Brighton
Campbellford
Cobourg
Collingwood
Huntsville
Lindzay
Midland
Minden
Newmarket
Crillia
O=zhawa
Peterborough
Port Hope
Richmond Hill

7. Click your primary city
Your selection displays in the field.

The next field displays the same region that you selected as your primary region.
To choose a different region (to which you are willing to travel):

8. Click = atthe end of the <Region willing to travel to> field
A list of regions displays

Central East i
Central West

East

|Morth East

Marth West

Toronto

West

9. Click one of the regions
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The field displays your selection, and a list of cities within this region displays
below the selected region.

Cities willing to travel to: Central West

[0 Brampton O Brantford
[ Burlington [J]Cayuga
[JFort Erie [JHamilton

[ Milton [JOrangeville
[Osimcoe [ st. Catharines
Welland

A check box displays to the left of each of these cities. You can click a check
box to select or deselect the city.

You MUST now indicate the cities within this region to which you are willing to travel.
You may select as many check boxes as you like.

To indicate to which cities within this region you are willing to travel:

10. Click the check box to the left of any city to which you are willing to travel
A check mark displays in the check box to the left of a selected city
11. Repeat this step for each city to which you are willing to travel

Cities willing to travel to: Central West

Brampton [0 Brantford
O Burlington [JCayuga
[JFort Erie [JHamilton

CMilton Orangeville
[#]Simcoe []St. Catharines
Welland

If you wish, you may include other regions, and their respective cities to which you are
willing to travel within that region

Observe that “+Add Another Region” displays immediately below the region you
selected.

To include other regions and cities:

12. Click <+Add Another Region>
A new drop-down list field displays from which you will select the region.

13. Click = at the end of the field
A list of regions displays

Central East b
Central East

Central West

East

|Morth East

Maorth West

Toronto

West

@ To remove a region, click the Remove link to the right of the region field.

14. Click one of the regions
Your selection displays in the field, and the cities within that region display below
the region.
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15. Click the check boxes for the cities to which you are willing to travel within that

/

In the next group of questions you will indicate your spoken and written fluency for each

region

Check marks appear in the check boxes that you select.

You can repeat this process for any/all additional regions to which you are willing

to travel.

of the languages that you know (up to a maximum of six).

The default language is English. You only need to provide your written and spoken
fluency for English. However, for any other languages that you know, you need to
provide the language name, your written fluency and spoken fluency in that language.

ASL requires fluency only.

/

We will not be testing your abilities.

To select another language:

@You only need perform this step for languages other than English.
1.

2.

Click at the end of the <Languages> field
A list of languages displays.

Language:
English

Fl

Abkhazian

|afar

Afrikaans

Akan

\albanian

\Algenguin

\American Sign Language [AS5L)
\amharic

\Arabic

lAragonese

\Armenian

\Assamese

(Atikamelow

\Awaric

|Avestan

\Aymara

‘Azerbaijani

Bambara

Bashkir

Basque

Eelzrusian

Bengali

Bislama

Blackfoot

Bokm3l, Norwegian: Norwegian Bc
Bosnian

Breton

Bulgarian

Burmese 52

m

Click the language

To select your written fluency:

3.

4.

Click at the end of the <Writing Fluency>field
A list of fluency levels displays.

Writing Fluency

hd
S ——
Basic
Intermediate
Advanced
Superior

Click the applicable written fluency level

To select your spoken fluency:

5.

Click at the end of the <Spoken Fluency>field
A list of fluency levels displays.

Page 13 of 28
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Spoken Fluency
v

T —
Basic

Intermediate

Advanced

Superior

6. Click the applicable spoken fluency level

If you want to provide details about any other languages that you know, you need to
display the fields into which you can enter the information.

Observe that “+Add Another Language” displays immediately below your primary
language fields.

To add another language that you know:

7. Click <+Add Another Language>
A new language drop-down field displays.

@ To remove a language, click the Remove link to the right of the language
field. This removes the language, writing fluency and spoken fluency
fields.

8. Click at the end of the <Language>field
A list of languages displays (which is the same list as for the primary language.

9. Click your secondary language and repeat the preceding steps to indicate written
and spoken fluency for this second language

10. Repeat this process for all languages with which you are familiar (up to a
maximum of six languages)

To indicate your ability to conduct litigation in English:
11. Click either the “Yes” or “No” radio button for the question <Can you conduct
litigation and make submissions in English?>
To indicate your ability to conduct litigation in French:

1. Click either the “Yes” or “No” radio button for the question <Can you conduct
litigation and make submissions in French?>
2.

To indicate your willingness to continue representation past age 18:

3. Click either the “Yes” or “No” radio button for the question <On occasion, you
may be asked to represent minor parents in child protection matters. When
they turn 18, would you be prepared to continue to represent them under a
Legal Aid Certificate?>
To describe your reason for wishing to join the OCL panel:

4. Click the field <Please tell us why you wish to join the Office of the
Children’s Lawyer Personal Rights Legal Panel> and provide details (no size

limit). You may type in this field, or you may copy from another source and paste
it into the field.

Please review your responses on this page before you continue.

To indicate that you are ready to continue to the next page:

5. Click

The “Personal and Professional Suitability” page displays.
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E. Completing the Personal and Professional Suitability Page

On the “Personal and Professional Suitability” page (which is page 5 of 10) you will be
required to provide information of a personal nature that is protected.

Q Answering “Yes” to questions on this page does not automatically disqualify you
or limit your involvement.

@ Any changes to the responses on this page that arise during your term on the
panel must be reported promptly to the Office of the Children’s Lawyer.

To complete the Personal and Professional Suitability page:
1. Make sure the “Personal and Professional Suitability” page is on the screen

L~ Ontario
minSTRY OF THE ATTORNEY GENERAL

HOME | PERSONAL RIGHTS LEGAL PANEL | CLINICAL PANEL | MORE ABOUT WHAT WE DO | CONTACT US

Leqgal Panel Selection Criteria >
Before You Start * Sof 10
How to Apply >
S —— > Personal and Professional Suitability
Writing Sample >
Are you a licensee in good standing with the Yes @ No
After You Apply > LsuC?*
Swystem Requirements > Have you been admonished or disciplined by the Yes No
Law Society of Upper Canada or any other Bar
"How to" Guide - Completing the > Association or professional organization?*
Application for the Legal Panel
Do you have a criminal record?* Yes Mo
Apply to Personal Rights Legal
Panel Hawve you been charged with a criminal offence Yes No

where the proceedings of the court are not yet
finalizad?*

Have you ever been the subject of an Yes Mo
investigation by any children's aid society or child
protection agency (other than as a subject child)?*

Have you ever been listed on the Child Abuse Yes & No
Register?*

Hawe you ever been the subject of an order Yes No
prohibiting or restricting contact with a child {e.g.
restraining order or peace bond)?*

Have you ever been involved in a personal Yes Mo
capacity in a proceeding involving the Office of the
Children's Lawyer?*

All the fields on this page are questions that require a “Yes” or “No” answer. For many of
these fields, when you select “Yes”, you will also be required to provide details in a text
box. If you omit the details, you will be unable to navigate to the next page.

2. Read each question and click the appropriate radio button

A dot appears in the radio button, and for all questions except the first and last
ones a text box also appears in which you MUST provide the applicable details.

When you respond “Yes”, to the last question, <Have you ever been involved
in a personal capacity in a proceeding involving the Office of the Children's
Lawyer?> you will see a series of check boxes from which you can select one or
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more applicable case type(s). You will also see an additional text box in which
you MUST describe the nature of the involvement.

If yes, please indicate which:*

Child Protection

Custody or Access

Property Rights - Estates or
Civil Litigation

Clinical Investigation and Report

Secure Treatment

Selacl ong or more of these check boxes, then type
the applicable details in the accompanying test box

: Back ] MNext

3. Click as many of these check boxes as apply

4. Click the text box for the question, <What was the nature of this
involvement?> and provide details. You can type into the text box, or copy text
from another source and paste it into this field.

5. After responding to all questions on this page, click
The “Education and Professional Development” page displays.
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F. Completing the Education and Professional Development Page

On the “Education and Professional Development” page (which is page 6 of 10) you
will be answering questions related to your education and any specialized training that
might be relevant to the work of the Office of the Children’s Lawyer.

To provide details regarding your law degree:

1. Make sure the “Education and Professional Development” page is on the
screen

t;) N Ontario.ca
Ontario
MINSTRY OF THE ATTORNEY GENERAL

HOME | PERSONAL RIGHTS LEGAL PANEL | CLINICAL PANEL | MORE ABOUT WHAT WE DO | CONTACT US

Leaal Panel Selection Criteria >

Before You Start > §of 10

How to Apoly >

Reference Forms > Education and Professional Development

Writing Sample >
Which law school did you attend?*

After You Appl >

il b What year did you obtain your law degree?®

System Reguirements > ’ :
Have you completad (or are you completing) Yes MNo

"How to" Guide - Completi the post grad studies in law?*

Application for the Legal Panel
Do you have specialized experience/training {(other than OCL training) in any

Apply to Personal Rights Leqal of the following areas?

= Mental health issues* Yes © No
Cultural issues® Yes @ No
Substance abuse® Yes Mo
Sexual abuse/trauma® Yes Mo
Domestic violence® Yes No
Dispute resolution® Yes Mo
Other relevant areas® Yes No

Please list the continuing education programs you have attended in the last
two years

Hawve you taught any courses or made any Yes Mo
formal presentations in the last 5 years
{e.g., at conferences)?*

Have you published any books or articles on Yes @ No

topics that might be relevant to work on the
OCL panel?*

[y

2. Click the <Which law school did you attend?> field and type up to 100
characters
3. Click the <What year did you obtain your law degree?> field and type the year

To provide details relating to post-grad studies:

4. Click either the “Yes” or “No” radio button for the <Have you completed post-
grad studies in law?> question
When you click “Yes” additional fields display that you MUST complete.
5. Click the <If yes, which institution?> field and type the institution name (up to
100 characters)
Click the <If yes, what year?> field and type the year
Click the <If yes, what was the focus of your studies?> field and describe the
focus of your post-grad studies (unlimited). You can type into the field or copy
from another source and paste into this field.

No
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The next group of questions requires you to describe any areas in which you have any
specialized experience or training. If you respond with a “Yes” to any of these areas, you
MUST provide details.

To describe specialized experience/training in any of the following areas:

1.
2.

11.
12.

13.
14.

Click either the “Yes” or “No” radio button for the <Mental Health Issues> field
When you select “Yes” a text box displays in which you MUST provide details

Click either the “Yes” or “No” radio button for the <Cultural Issues> field
When you select “Yes” a text box displays in which you MUST provide details

Click either the “Yes” or “No” radio button for the <Substance abuse> field
When you select “Yes” a text box displays in which you MUST provide details

Click either the “Yes” or “No” radio button for the <Sexual abuse/trauma> field
When you select “Yes” a text box displays in which you MUST provide details

Click either the “Yes” or “No” radio button for the <Domestic violence> field

. When you select “Yes” a text box displays in which you MUST provide details

Click either the “Yes” or “No” radio button for the <Dispute resolution> field
When you select “Yes” a text box displays in which you MUST provide details

Click either the “Yes” or “No” radio button for the <Other relevant areas> field
When you select “Yes” a text box displays in which you MUST provide details

To provide other education or experience details:

15.

16.

17.

Click the <Please list the continuing education programs you have attended
in the last two years> field and provide details

Click either the “Yes” or “No” radio button for the <Have you taught any
courses or made any formal presentations in the last 5 years, (e.g. at
conferences)?> field

If you select “Yes”, a new text field displays that provides guidelines on what is
required

Click the text box and provide details of any courses or presentations that you
feel might be relevant to work on the OCL panel. These need not be confined to
courses or presentations on legal topics.

To provide details on your published work:

18.

19.

20.

Click either the “Yes” or “No” radio button for the <Have you published any
books or articles on topics that might be relevant to work on the OCL
panel?> field

If you select “Yes”, a new text box displays into which you must provide details.
Click the text box and provide details on any publications you have written

After responding to all the questions on this page click
The “Professional Experience” page displays.
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6. Completing the Professional Experience Page

On the “Professional Experience” page (which is page 7 of 10) you will be answering
guestions related to your family law experience.

To provide details for your family law experience:
1. Make sure the “Professional Experience” page is on the screen

£*” Ontario T

tansTRVEE THE ATTORMEY GENERAL

MG | FERSOMAL RIGHTS LEGAL FANE. | curaTcsr Fasm | soss sscuT wWHAT WE DO | CoMTRCTus

Bafore You Stort ¥ F o 18
Haw b2 Apoly ¥
— - = Professional Experience
Wiriting Semobe ¥
How lang hawe you practicsd tamily w7
afver You Bogly » - Ak . . - . s
Flaacs provide a brisf cummary of your Samily law axparisncs
Sxatem Asgurements ¥
-
e Y
&soly to Peraonel Rrobts Leapl
Ponul
What percsntags of your current practios ko devated ta U
Family Law7 This includes Matrimanial, Custody and
Access and Child Protection. ™
What percantage of thic total k& devoted ta U
Custody and Accsco?™
WINAT DEMCENTAQE Of this Dotal i devatad b Chikd W
Protectian?™
In what other areas of practice do you engage and what  Area: %
peroemiage of your Time? +&dd Another Ttem
Plascs list thras Courts that you hawve appeasred in mast over the lact thres yasrc™
Fl=age st the number of matters taie=n ta Trial in the
iwct Thras yasrs™
Plaacs lict the total number of days cpant in Trial in the
ST TR WAARE™
Flaags JasoriDE YOUT DIORESEIonal extracunricular parsanal wark with chilldnen and woutn. ™
-

Aura o ITeCivad BN STy SOmITAUnITY O Oh
that might halp wou with wour wark an ¢
[=.g. waluntsering, cammaunity Imeahssm.s

When spacifically concidaring the naads of children and youth In your local cammunity, what
nawve wou abserved to De The Mast SIgnifcant sarvice gaps7™

Aure o Imeaihved In STy Drofssslanal SBsnociytane T Tives Tila

(S (i)
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2. Click the <How long have you practiced family law?> field and type the
duration (e.g. 17 years)

3. Click the <Please provide a brief summary of your family law experience>
field and provide details. You can type directly in the field or you can copy from
another source and paste it into the field.

4. Click the <What percentage of your current practice is devoted to family
law?> field and type a number (without the percent sign)

@ The total of this field plus the total of your other areas of practice must
equal 100%.

5. Click the <What percentage of this total is devoted to custody and access?>
field and type a number (without the percent sign)

The figure entered here refers to percentage of family law.

6. Click the <What percentage of this total is devoted to child protection?> field
and type a number (without the percent sign)

The figure entered here refers to percentage of family law.

To provide details for other areas of your practice:

7. Click the <In what other areas of practice do you engage and what
percentage of your time?> text field and type the name of another area of law
in which you practice

8. Click the next box and type the percentage of your practice (without the percent
sign) devoted to this area

The total of this field plus your family law must equal 100%.

Observe that “+Add Another Iltem” displays immediately below these two fields. You
can add up to a total of four other areas of practice.

To add another area of practice:

9. Click the <+Add Another Item> field
Two new fields display in which you should type the area of law and the
percentage of your practice (see the preceding step).

Family Law and the total of all other areas must equal 100% of your
practice.

@ To remove an area of law, click the Remove link to the right of the field.

To provide details pertaining to your Court appearances:

10. Click the <List three Courts that you have appeared in most over the last
three years> field and provide details. You can type directly in the field, or you
can copy from another source and paste it into the field.

11. Click the <Please list the number of matters taken to Trial in the last three
years> fields and type a number (including 0 (zero))

12. Click the <Please list the total number of days spent in Trial in the last three
years> fields and type a number (including 0 (zero))
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To describe your work with children and youth:

13. Click the <Please describe your professional/extracurricular/personal work
with children and youth> field and provide details. You can type directly in the
field, or you can copy from another source and paste it into the field.

14. Click either the “Yes” or “No” radio button for the <Are you involved in any
community or civic activities that might help you with your work on the
OCL panel? (e.g. volunteering, community involvement)> field

If you select “Yes”, a new field displays in which you MUST provide details.

15. Click the <When specifically considering the needs of children and youth in your
local community, what have you observed to be the most significant service
gaps?> > field and provide details. You can type directly in the field, or you can
copy from another source and paste it into the field.

To identify any professional associations with which you are involved:

16. Click either the “Yes” or “No” radio button for the <Are you involved in any
professional associations?> field
If you select “Yes”, a new field displays in which you MUST provide details.

17. If you selected “Yes” for the previous question, click the <If so, please list> field
and type the names of any associations to which you belong

18. After responding to all the questions on this page click
The “Upload” page displays.
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H. Printing Your Application Answers

On the “Print Application” page (which is page 8 of 10) you will be print or save your
application answers,

t’:\) Ontario o

“E ATTORNEY GENERAL

HOME | PERSOMAL RIGHTS LEGAL FANEL | CLINICAL PANEL | MORE ABOUT WHAT WE DO | COMTACT US

Legal Panel Selection Criteria >

Before You Start > w0
bty L — Click Print button to
P ————— > Print Application € ! e
——— S print your application
anting Sampie
answers
ot i = Identification
System Requirements > - .
4 Business: Maling s30rses: Q
> @ Ortar. CANADA
(LA
anmpnoM PUMDr- 4164164184
Apply to Peraonal Righta Legal, Fax numDes:
o -l 00868 mg—. wom
LSUC No.: 123487
Cated to Bar: 1999
Previous connection to OC* ot
Previous OCL panel my L e
WWhen: Now
Vendor N % A\t n
$te Coos T
1appl B0 hOC 1959

Ge wa. ' mat

Regh  wdc.  ingiworkng:
g, Ma cities Lo which you are
g L traved:

LusQuagss:

Central East - Barmie

* Engien
- WrEing Flaency: Basic
- Speaking Fluency Bask
* Amrazun
- WrEng Floency: Basic
- Speaking Fluency Baskc
You IRSICINea T3 YOu CANNOH IMgEE OF MaKe SUOMISSINS In Engisn
You Ingicated Mat you CANNOR IMgEtE Of Make SUOMISSIoNS I Frencn
You IRGICEted Tt you WOuld RO D& DRECAes 1 CONENUS 10 MEDrEEEnt MINGT PANETSS I CIK PFOBction MMamers Jter
ey R 18
Vhy pou wish to oin OCL:
-

Personal and Professional Suitability
Fou repored Tt

= You are a icenses In good SENTING WM Me LSUC

= You have not besn a0MOMISNED OF CISCKINST Dy e Law Sockety of Upper Canaca of any omer Bar
ABSOCINICN OF PrOfEESIonEl SrgaNLERN

* You 00 Not Rawe 3 crimingl record

= You have not Deen CRarged with 3 CrImIngl OTRNOR WhENE T PrOCERSINgS OF I COUMT aNE N0t yet Aalized

= You have never Deen e SuDject of 37 INESGation Dy 30y CIIGNeT's 30 SOCiety OF SN DITSCTION Bgency
(OTer 1130 35 3 Sutject ik

= You RaEve never Deen IS o T CRil ADuss Regiser

* You REVE MEVEr DEES e SUDJECT Of 37 GF08T DRORIDERG OF FESINCHING COREACt Wit 3 SRIK (£.0. FESITaRInG
OFORT OF PEROS DO,

= You have never been Ivohec In 3 perscnal capacly I 3 procesding NOMNG The OTice of e Chilkire's
Lawyer

1. After printing your The “Upload” page displays.

I. Uploading Your Documents and Submitting Your Application

On the “Upload Supporting Documents” page (which is page 9 of 10) you will be
uploading your supporting documents, electronically signing your application to the legal
panel of the Office of the Children’s Lawyer, and submitting your information.

Please be aware that once your click the button you will not be able to change
any information on your application, so you might want to use the button and
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review each page of your information, and replace any “placeholder” text that you might

have entered before you submit. Use the button to navigate back to this page.

The following screenshot provides an overview of the processes to be conducted on this

page.

TRS

Leaal Panel Selection Criteria

Before You Stact

How to Apply

Writing Sample

Upload Supporting Documents

After You Apply

»
>
¥
Referance Farms »
>
>
£

System Reguirements

Vitae:®
Writing Sample:*

| Reference #1:7

ication for the Leaal & 2

%Ea_w_&mu'abw »

Brofessional Reference «2;%

Cover Lettern*

Please note that ance you press

infermation will be saved. and no further changes can be made to your application.

tand the purps.
the application

which this apglica
rect and complete. I authorize the Office of the Children's Lawyer

SF AR B

ick eac
Browse button in
tum, and navigate
to the specific

document

see

L Cick each Clear bulion
- to remove @ document

and begin o Browsa lor
anather docurment

Submit Information

the ‘Submit’ button. all documents will be uploaded. all

Use the Back button to
verify your information

will be used and certify that the information

ta maks inquiries and request infermation absut ma for the purpass of determining my aligibility

BEFORE you submit

for the Parsenal Righes Panal.

First Narma™

Last Nama®

Data:

(8o ] [ Submit]

LN

AFTER locating all your documents and signing your name
Click Submit to upload your documents and submit your application

Type your first name Type your last name

The instructions on this page are broken into two processes:
e Uploading your documents
e  Submitting your information.

ﬂ Your supporting documents must be in one of the following formats: .doc, .docx,
or .pdf.

To upload your supporting documents:
1. Make sure the “Upload Supporting Documents” page is on the screen

HOME | PERSONAL RIGHTS LEGAL PANEL | CLINICAL PANEL | MORE ABOUT WHAT WE DO | CONTACT US

Leqal Panel Selection Criteria >
Before You Start > sat 10 Click Browse and navigate to
your curriculum vitae
How to Apply >
P —— > Upload Supporting Documents
Writing Sample >
Curriculum Vitae:*
>

AftasYow ASoi] Writing Sample:* Trowse—) [Ciaar)

it >
(Srwtum Rusbree—ty Professional Referance #1:*
"How to" Guide - Completing the -
Application for the Legal Panel > Professional Reference #2:
Apply to Personal Rights Legal Cover Letter:® Browse... ) [ Clear |

|

Panel

2. Click at the end of the <Curriculum Vitae> field

A “Choose File to Upload” dialog box displays.
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Look in: q My Network Places

D

,

< s 4

o m,

{é Entire Network
l_;lDesign on intra.sse.gov.on.ca

My Recent %% Design Spedifications on intra.sse.gov.on.ca
Documents |y web Sites on MSN
Desktop

My Documents
My Computer
My Netwaork File name: | j Open |
Places
Files of type: | All Files (*9) | Cancel

3. Using standard Windows navigation techniques locate your curriculum vitae

4. Click your document to highlight it with a blue bar

Choose File to Upload

Look in: | ) Sample Docs j Qo 5
5. MName Date Modified Size  Type L
" 81 Clinical Panel Professional Refer...  02/18/2013 1:04 PM 94KE Microsoft
EECE:_IZ?_IT; @_]Completed questionnaire.docx 02082013 12:55 PM 10KB Microsoft
o B4 Cover Letter 2.docx 02/18/2013 12:43 PM 95KE Microsoft
’|_' B9 Cover Letter.docx 11/29/2012 9:21 AM 11KB  Microsoft
Do B) Curriculum Vitae 2.docx 02/18/2013 12:45 PM E3KE Microsoft
=y 7 Curricuium vitae doc 11/29/2012 9:19 AM 11KB Microsoft
oy Insurance Certificate 02/08/2013 12:59PM 10KE File
._J [ personal Rights Legal Panel Prof... 02/18/2013 1:05 PM 84KE Microsoft
ToPearers B9 prof Ref 1.dock 1128/2012 9:20 AM 11KB Microsoft
B4 prof Ref 2.dook 11/29/2012 %:21 AM 11KB  Microsoft
= @Profassional Reference 1.docx 02/18/2013 12:52 FPM 61KE Microsoft
3’}3 i_l'l]Prm‘essional Reference 2.docx 02f18/2013 12:52 PM 61KB Microsoft—
Ay e Rating Sheet.docx 02/08/2013 1:00 PM 10KE Microsoft
Writing Sample 11/29/2012 9:19 AM 11KE File .
i < | >
My Network File name: |Curriculum vitae docx j Open |
Places
Files of type: | All Files (*9) | Cancel
5. Click
Or

Double-click the document
Your document name (and current location) appears in the <Curriculum Vitae>

field to the left of the button.

Q The file location will be replaced by just the document name when you

click the button.

6. Click the screen away from the Browse button to remove the acceptable file

format reminder
7. Repeat the preceding process for each of the documents to be uploaded
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After you have uploaded all your documents, you are ready to electronically sign your
application. This process follows next, but please verify your application data before you
proceed.

To electronically sign your application:
1. Scroll down to the “Submit Information” section of the page

A A

Submit Information

Please note that once you press the "Submit’ button, all documents will be upleoaded, all
information will be saved, and no further changes can be made to your application.

I understand the purpose for which this application will be used and certify that the information
given in the application is correct and complete. I authorize the Office of the Children’s Lawyer
to make inquiries and request information about me for the purpose of determining my eligibility
for the Personal Rights Panal.

First Name™® Last Name™

Date:

[ Bac ] [ Submit

Please read the information
Click the <First Name> field and type your first name
Click the <Last Name> field and type your last name

Click

he page is cleared of your information and displays a message acknowledging receipt of your
application, and provides your application ID number.

HOME | PERSOMNAL RIGHTS LEGAL PANEL | CLINICAL PANEL | MORE ABOUT WHAT WE DO | CONTACT US

Leqal Panel Selection Criteria >

Before You Start > 10 10
How to Apply > . N
Thank you for submiting your application
Reference Forms > T
“our zpplicatien id is: 1014

Writing Sample >

“ou will soon receive a confirmation e-mail with a link enabling you to check the status of your
After You Apply > application, Please look in your Junk or Spam falders if you do not see this e-mail within a few

System Reguirements > minutes.,

"How to" Guide - Completing the
Application for the Legal Panel

w

How Did We Do?

Apply to Personal Rights Legal X o X X
Panel We are always trying te make our online application process maore accessible and user friendly.
As you have now completed the OCL Panel Application, we would ask you to provide us with

your candid feedback about your experience by clicking the link below,

“Your comments are collected anenymously and saolely for the purpese of improving the OCL
online application process, Survey responses will only be reviewed by cur web designer and will

not be shared in any way with those individuals who are invalved in the application process.

https:/ fwww. ¥ key.com/s/0CLOnlineApplicationUsabilitySurvey

Your application and supporting documents have now been submitted to the
Office of the Children’s Lawyer and you will soon receive an email confirming its
receipt.

Open the email in your Inbox



Page 26 of 28 How to Apply to

the OCL Legal Panel

(o ol ) & @ s Application to Office of the Children’s Lawyer Panel - Message (HTML) = = X
a
) Message w
% SR ¢ ¥ % =] 3. #AFind
{ i S5 - Safe Lists - — ? )
- S x -1 / J‘] & = | | (2 Retated -
Reply Reply Forward Delete Moveto Create Other Block : " Categorize Follow Mark as
to All Folder- Rule Actions~  Sender = Up~ Unread & Select~
Respond Actions Junk E-mail g Options - Find
From: Home [sse@ontario.ca] Sent:  Thu 11/04/2013 10:57 AM
To:
o
Subject: Application to Office of the Children’s Lawyer Panel
Thank you for submitting all of the application documents required to join the Office of the Children’s Lawyer Personal Rights Legal panel. ‘:
Please note that we will review your application as quickly as possible and will notify you in writing once a decision has been made.
hi =Y 2Ew! kS7OMGWDA
Thank you and have a nice day.
Click this hyperlink to review the status of your application
Retain this email 5o you can periodically check on any
status changes fo your application
-

The email contains a link back to the application site and confirms that your application
has been received.

7. Click the hyperlink
A message displays confirming that your application has a “Received” status
(meaning that it is now waiting to be reviewed by the Empanelment
Administrator).

£ Ontario e

MNISTRY OF THE ATTORNEY GENERAL

HOME | PERSONAL RIGHTS LEGAL PANEL | CLINICAL PANEL | MORE ABOUT WHAT WE 0O | CONTAET US

Personal Rights Leaal Panel >
» Lecal Panal Selaction Critaria

» Systam Requiremants Application Status
» “Ho 0" Guide - Complating the
Application for the Legal Panel

» Apply te Parsonal Rights Lagal Your spptication status isfReceived ]
Panal
Clinical Panel >

» Clinical Panel Selection Criteria
Racaived means that your application is ready to be reviewed
The status changes as your application s procossed

Apply

» “"How to” Guide - Completing the

Thank you very much for your interest in becoming a member of our legal panel.

You may periodically wish to check up on the status of your application. Please see the
next page.
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ITT. CHECKING ON YOUR APPLICATION STATUS

After you have received the confirmation email that contains a link to your application
form, you are able to use the same link to review the status of your application as it
changes. The three statuses through which your application might be processed are:

Received: This status means that your application that has been
successfully received by the system.

Under Consideration: This status means that your application is being reviewed, after
which you could be invited for an interview. This status remains
unchanged during the interview and post-interview processes.

Decision Made: This means that a decision has been made with respect to your
application, which could occur following receipt of your
submission or after the interview/post-interview processes. You
will always receive a letter informing you of the decision.

To review your application status:

1. Open the email that you received confirming receipt of your application form.
The email contains a link back to the application site.

Oa) d & > Application to OFff s Pas Message (HTM e
< | Message w
1% ¥4 @ 5 3 Find
e ) x 7 =P ap Reswreus- = v » &
e e -~ - 2 Related ~
Reply Reply Forward Delete Moveto Create Other Block Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender z Up~ Unread | & Select~
Respond unk E-mail = Option = Find
From: Home [sse @ontario.ca] Sent: Thu 11/04/2013 10:57 AM

Subject Application to Office of the Children’s Lawyer Panel
Thank you for submitting all of the application documents required to join the Office of the Children’s Lawyer Personal Rights Legal panel.

Please note that we will review your application as quickly as possible and will netify you in writing once a decision has been made.

https://tbdpub.

Thank you and have a nice day.
Click this hyperiink to review the status of your application
Retain this email so you can periodically check on any
status changes to your application

1. Click the underlined hyperlink
Initially, the message that displays confirms that your application has a
“Received” status, but it could also display “Under Consideration” or “Decision
Made”.
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ﬁ'} Ontario.ce
Ontario
mns Ty OF THE ATTORMEY GEMNERAL

HOME | PERSOMAL RIGHTE LEGAL PANEL | CLINICAL PANEL | MORE ARGUT WHAT WE DO | CONTACT US

Personal Rights Legal Panel >
» Leaal Panel Selection Criteris
» Bafore You Stare

» Syatem Requiremanta Application Status
b THaw BT Gu - Camplating tha
Application the Legal Banel

» Apply te Persenal Rights Legal Vour application status infEmee ]
Danel
Clinical. Paoel =

» Clinical Panel Selection Criteria

» Bafore You Stare Received means that your application is ready o be reviewsad.
* Hew e Apply The status changes as yvour application is processed
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2. Close the web site
3. Close the email

You can repeat this process as often as you like to check on your application status.
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