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Reading: Working in the Legal System
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A court clerk's office is the central hub for organizing legal documents and case files.

The legal system is a complex network of people and rules. At the heart of this system is the court
office, where the court clerk plays a vital role. Every day, the clerk manages the case file for
different legal matters. This involves careful document filing to ensure every legal document is
organized and ready for the judge.

A Day in the Court Office

The morning usually begins with a request from a lawyer to review a specific court record. The
clerk must check that every paper has the correct signature before it is processed. Sometimes,
a clerk must act as a notary. This means they watch someone sign a paper and then use a
special stamp to prove the signature is real. If a plaintiff files a new complaint against a
defendant, the clerk must start a new file and follow the correct legal procedure.




Clerks also help the judge with paperwork for people in jail. For example, if a judge sets bail,
the clerk records the money paid to let a person stay home until their trial. Before a trial starts,
the clerk might send out a subpoena. This is an official paper that tells a witness they must
come to court to tell what they know. When that person arrives, the clerk helps them take an
oath. This is a serious promise to tell the truth.

After a trial, the clerk records the final court decision. If a person thinks the decision was
wrong, they might ask for an appeal. This means a higher court will look at the case again. The
clerk must make sure all the files are sent to the new court quickly. Working as a clerk requires
being professional, organized, and very detail-oriented to keep the legal system moving fairly
for everyone.
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Professional Glossary & Vocabulary Matching

Part 1: Professional Glossary
Review these key terms and their definitions used in the court office.

Term Simple Definition

Court clerk An official who manages the records and administration of a
court.

Subpoena An official paper that orders someone to come to court.

Oath A serious promise to tell the truth.

Bail Money paid to the court so a person can stay home until their
trial.

Notary A person who officially withesses someone signing a document.

Appeal A request for a higher court to review a legal decision.

Witness A person who sees an event and describes it in court.

Court record

The official written account of everything that happens in a case.

Legal procedure

The correct way or steps to do something according to the law.

Official report

A formal document that describes an event or a situation.

Complaint A formal statement saying that someone has done something
wrong.
Request An act of asking for something in a formal way.

Document filing

The process of submitting and organizing papers in the court
system.

Court decision

The final judgment or result of a case made by a judge.

Legal system

The set of laws and the people (like judges) who make them work.




Part 2: Vocabulary Matching
Match the professional terms to the correct daily office tasks by writing the letter in the
response area below.

Professional Term Daily Office Task
1. Subpoena A. Mailing a paper that tells a witnhess they must show
up Tuesday.
2. Oath B. Reminding a witness to promise to tell the truth

before speaking.

3. Bail C. Processing a payment so a person can wait for trial
at home.

4. Notary D. Watching a person sign a form and adding an official
stamp.

5. Appeal E. Sending a file to a higher court because a person

wants a new review.

6. Document filing F. Organizing papers in the correct folders.

7. Request G. Asking the office for a copy of a document.

Write your matching answers here (e.g., 1-A, 2-B):
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Comprehension & Case File Management

Part 1: Reading Comprehension
Answer the following questions based on the text '"Working in the Legal System'. Use complete
sentences to explain the court clerk's role.

1. Who is responsible for managing the case files and document filing in the court office?

The ________is responsible for managing the case files.

2. What must the clerk check for on a legal document before it is processed?

The clerk must check that

3. What happens if a court clerk misses a strict deadline?

If

4. Who provides the evidence that the clerk helps manage during a trial?

The clerk manages the evidence presented by

5. What does the clerk record after the trial is finished?

The clerk recordsthe ____ for the public record.

Part 2: Case File Simulation
Read each scenario below. Complete the response by explaining the correct legal procedure or
outcome based on your reading.

Scenario A: Document Filing
A lawyer brings a new stack of papers for a trial happening tomorrow, but the clerk notices the
papers are not in the folder. What should the clerk do?




Scenario B: Legal Document
A plaintiff submits a new complaint, but the document is missing the required name at the
bottom. Why can't the clerk process this?

Scenario C: Deadline
The court office receives a request for a file, but the date for submission was yesterday. What is
the result of this missed deadline?
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Court Office Role-Play & Writing

In this activity, you will step into the role of a court clerk. Your job is to maintain the legal system
by ensuring all paperwork is accurate and follows the correct legal procedure.

Scenario: The Incomplete Filing

A lawyer representing the plaintiff submitted a legal document for a new case file. However,
while performing document filing, you noticed that the signature is missing. Because of this
error, you cannot process the complaint, and the deadline is tomorrow. You must write an
official report to the judge explaining the situation and making a request for a new hearing
date.

Task: Write your Official Report below.
Use at least 8 terms from the checklist above.

TO: The Honorable Judge
FROM: Court Clerk Office
RE: Case File Update

I am writing this official report regarding...
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Text to Text, Text to Self, Text to World

Instructions: After reading, make connections between the text and other stories, your personal
experiences, and the world around you.

Reading Summary

o Court clerks are essential for the smooth operation of the judicial system, handling administrative tasks and ensuring legal
proceedings run efficiently.

e Their duties include managing case files, coordinating court schedules, preparing legal documents, and assisting judges and
attorneys.

e Court clerks also administer oaths to jurors and witnesses, manage physical exhibits, and record court proceedings
verbatim.

Text to Text
"It reminds me of the story..."

Text to Self
"It reminds me of when I..."

o

Text to World
"It reminds me of something
in the world..."







