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Administrative Justice

the leader in tribunal training

On January 1, 2009 the Foundation of Administrative Justice launches its new Certificate program: Certificate in
Tribunal Administrative Justice (CTAJ)! A first in Canada, this Certificate will assist tribunals and participants
to evaluate and support competencies in administrative justice roles.

Foundation of Administrative Justice

Certificate in Tribunal Administrative Justice

There are three (3) streams to the Certificate. Participants can select the stream that best matches their role or

career path.

1. Tribunal Member (for the appointed or elected board members and decision makers)
2. Administrator (for staff and other support personnel)
3. Advocate (for clients, presenters and counsel).

Program Requirements:

All applicants must:

* complete the required courses for a total of 70 hours of classroom training (100% attendance is

mandatory)

e obtain 65% or better on the evaluation exam for each course
» complete the Certificate application form

* pay the required exam and application fees.

Education Requirements:

Certificate for Core Courses (28 Required Courses Elective Courses Total
hours) Hours of
training
required
At least 2 of:
Introduction to Evidence, Any other
Tribunal Member | A gministrative Justice | Decision Making, Foundation
Decision Writing, courses
and Effective Hearings 70 hours
Administrator Case Management - regular courses
Interpreting Practices or approved
Legislation custom courses
Advocate Presenting Cases
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FA]J Certificate in Tribunal Administrative Justice

Tribunal
Administrative Justice
Tribunal Member

Core Courses:

Introduction to
Administrative Justice &
Interpreting Legislation
[required 28 hours)

Required Courses:

at least two (2) of Decision
™ Making, Decision Writing,
Evidence or Effertive
Hearings

Elertives:

choire of FA]coursesto
complete balance of 70
hourstraining

65% or better on each
course exam

complete Certificate
= application formand pay
fee

The Overview

Tribunal
Administrative Justice
Administrator

Core Courses:

Introduction to
Administrative Justice &
Interpreting Legislation
[required 28 hours)

Required Course:
— Case Management

Practices

Elertives:

'l choire of FAJcoursesto
complete balance of 70
hourstraining

65% or better on each
course exam

Tribunal
Administrative Justice
Advocate

complete Certificate
== application formand pay
fee

Core Courses:

Introduction to
Administrative Justice &
Interpreting Legislation
[required 28 hours)

Required Course:

Presenting Cases

Elertives:

'l choice of FA]coursesto
complete balance of 70

hourstraining
\_ J
's A
65% or better on each
—
course exam
- J

complete Certificate
= application formand pay
fee

Note: The Foundation will publish a list of courses which qualify for educational credit. Program

Requirements:
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Program Requirements:

Courses:

Core courses:

All applicants must complete the core courses - Introduction to Administrative Justice and Interpreting
Legislation (total of 28 hours).

Required courses:
Applicants need also complete the required courses for their Certificate stream:
1. Tribunal Member - at least two (2) of Decision Making, Decision Writing, Evidence or Effective
Hearings
2. Administrator - Case Management Practices
3. Advocate - Presenting Cases.

Elective courses:

Finally, all applicants must complete a number of elective courses of their choice to fulfill the total 70 hours of
training. The number of hours of elective training will vary by stream. All courses must be from the regular or
approved courses offered by FA]J.

Custom Courses:
Custom courses delivered by the Foundation may be eligible for credit with prior approval of the Executive
Director. The Foundation will publish a list of those courses which qualify.

Written Evaluation (Exam) Requirements:
All applicants must obtain 65% or better on all written evaluations (exams). As the Certificate Program is
optional to course participation, there is a separate fee for the exam in each course.

All marks given on any written evaluation are final and not subject to negotiation or appeal. Any individual
who has completed a written evaluation and has not achieved the required percentage for credit will not be
given an opportunity to rewrite or to write a supplemental examination.

Exams on Courses after January 1, 2009
Beginning January 1, 2009 an evaluation exam will be delivered at the end of each course. The exam questions
will be True/False, fill in the blanks and multiple choice on the course.

To be eligible for certification credit, a participant must write the exam at the end of the course. From January 1,
2009 forward, anyone registering for a course will be asked if they wish to complete the written exam as part of
the course delivery.
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* Should a person choose not to take the examination at the time of taking the course, the person will
not be given a separate opportunity to write the exam at a later date.

* In order to complete the exam the person will be required to attend the course again and take the
exam as part of the delivery.

Exams on Courses taken before January 1, 2009

The Foundation will allow persons attending courses before January 1, 2009 to write an exam to complete the
program requirements. Anyone who has taken a eligible course delivered by the Foundation prior to January 1,
2009, must complete the written exam for that course by December 31, 2010. After December 31, 2010 the person
will be required to attend the course again and write the exam at the course.

The Executive Director will coordinate exam times. The exam fee is $95.00 per course exam.

Course Credit based on Challenge Evaluation

Each person will be given the opportunity to challenge the written evaluation for one elective course of up to 14
hours training time (other than a Required Elective) if the person wishes to use the credit for the certification
without having to attend the course. The person must obtain a pass mark of 65% or higher to be given credit for
the course.

The Executive Director will coordinate exam times. The exam fee is $95.00.
Recognition of Equivalent Courses from Other Providers

FAJ will not accept an equivalency for any of its courses for the Certificate. Persons who feel they have an
equivalency should consider writing the challenge exam for the one elective course of their choice.

Exam and Application Fees (GST extra):
1. Course Exam - from January 1, 2009 for exams written at the completion time of the course - $75.00/
exam
2. Course Exam - for challenge exams or courses taken before January 1, 2009 - $95.00/ exam
3. Certificate Application - $175.00
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FA]J Certificate in Tribunal Administrative Justice
The Process for those Beginning the Program after January 1, 2009

*Registerforacourse by completingthe registrationform
+ Onthe course registrationfrom checkthe box "l want to write the exam" -Make the choice at the time you register
1 * Paytheregistration and examfees

* Attend 100% of the course (attendance is mandatory)
+Writethe exam at the end of the course. Exams apply only to the course topic. Exams may only bewritten atthe end of
the course. All exam questions are True/False, multiple choice and fill in the blanks. The pass mark is 65%.
+ Youwill be advised of your pass or failure within 30 days of the exam.
2 c +If youfail, youmust repeatthe course to be able to write the exam. There are no appeals and no supplementary exams.

*Repeat steps L and 2. until you have completed allthe education requirements forthe Certificate streamyou seek,
+FAl allowsyouto challenge one elective examwithout attendingthe course (not aRequired Elective).
+Thereis no time limit to complete the Certificate Program.
* Custom courses may be eligible for credit with prior approval of the Executive Director,
3 . *Youmay repeat a course and write the examwiththe course, The regular course and examfees apply.

*Whenyou've completed allthe education and exam requirements, complete the Application for Certificate form.
*Paythe required applicationfee.

+ Yourapplication will be reviewed by the Executive Director.
¢ If youhave completedallthe requirements, the Executive Directorwill approve the Certificate.

+ Your certificate will be forwardedto youor presentedtoyouat an appropriate event.
s Yourname will be listed on the FAJwebsite as having completedthe Certificate Program.
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FA]J Certificate in Tribunal Administrative Justice
The Process for those Completing Courses before January 1, 2009

* Reviewthe requirements and determine if you have completed all the re quirements or not.
* If you have completedall the educationre quirements before January 1, 2009, but have notwritten the exams, gatheryour certificates of
attendance forthe coursesand complete Step 5.
1 * I[f you have not completedall the educationrequirements, complete steps2. through4. for the missingrequirements before completingSteps.
.

» Register for any additional course by completingthe registration form
* Onthe courseregistrationfrom che ccthe box "lwantto write the exam" - Moke the choics ot the time you register
* Paythe registration and exam fees

» Attend 100% of the course (attendance ismandatory)
* Write the exam atthe end of the courss. Exoms opply only to the course topic
guestions are True/Folse, multiple choice ond fillin the blanks. The poss mark is 658,
3 * Youwill be advise d of your pass or failure within 30 days of the & xam.
.

maoy only be written gt the end of the course. All exam

* I[f youfail, youmustrepeatthe courseto be able to write the exam . There are no appealsand no supple mentary e xams.

# Repeatstepsl. and 2. until you have completedall the educationre quirementsforthe Certificate stream you seelk.
» Falallowsyouto challenge one elective e xam without atte ndingthe course inot aRe quire dEle ctive).
* There isnotime limitto complete the Certificate Program, but examsfor coursestaken before January 1, 2009 must be written before December
31,2010,
4 * Youmay repeatacourse and write the exam with the course. The regular course and exam feesapply.
. * Custom coursesmay be eligible for creditwith prior approval of the Executive Director.

» I[f you completed all your courses before January 1, 2009, contactthe office in writingto arrange to write the exams before December 31, 2010,
The Executive Director will inform you of the next exam date. Youwill have to write the exam sand obtain atleast 65% on eachto pass.
* Once you passthe exams, complete the Applicationfor Certificate form.
* If you have acombination of coursesbefore and afterJanuary 1, 2009, complete the Application for Certificate form whenyou have completed all
5 the education requirements and any exams since January 1, 2009,
. * Paythe requiredapplication fee.

* Your application will be reviewed by the Exe cutive Dire ctor.
* [f you have completedall the requirements, the Exe cutive Directorwill approvethe Certificate.

» Your certificate will be forwarded to you or presente dto you at an appropriate event.
* Your name will be listed onthe FAJwebsite as having complete dthe Certificate Program.

/.
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