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Acknowledgement of Country

Townsville Community Law acknowledges the traditional custodians of the 
land on which we meet today. We pay respect to Elders past, present and 
emerging for they hold the memories, the tradition, the culture and hopes 

of Aboriginal and Torres Strait Islander peoples across the nation. We 
extend our respect to the Aboriginal and Torres Strait Islander people who 

are present today.



Session Overview – what we hope to achieve

• Overview of presentation
• Your thoughts on CLASS? 
• Townsville Community Law Inc. & the paper-

lite office project 
• Project timeline 
• Townsville Community Law Inc. milestones 

and to do list
• Overview of the utility of CLASS with examples
• Your thoughts on CLASS (now)?
• Questions 



Session Overview – what we are not going to do

• Discuss data definitions in any detail

• Explore in detail any complex functions of CLASS 



Your thoughts on CLASS? 



• How would you currently rate CLASS as a practice 
management tool? 

• Very good

• Good

• Not Bad

• Bad

• The Worst 

Your thoughts on CLASS? 



• Are you currently using CLASS as a practice management 
tool? 

• Yes

• No, but I would like to

Your thoughts on CLASS? 



• In your centre, do all staff have access to most of the services 
and the utilities of CLASS? 

• For example: conflict checking, triaging, creating services, 
uploading documents, report building etc.

• Yes

• No, but I would like to 

Your thoughts on CLASS? 



• Do you currently use CLASS in some capacity to:

• Draft & record file notes?
• Store client documents, including documents received from the client and documents you generate for the 

client? 
• Set reminders, such as limitation periods, court attendance or general ‘bring-ups’ for client services? 

• Yes

• No

• Partly 

• Did you know CLASS could do all of that? 

• Yes

• No

Your thoughts on CLASS? 



• What we were doing (pre-project)

Townsville Community Law Inc. & 
The Paper-lite Office Project



• The beginning of the project & setting a timeline 

Project timeline 



• What we wanted to achieve:

• A paper-lite office 
• Maintain or increase staff productivity
• Increase flexibility of staff
• Support and train staff to ensure they are comfortable with the transition
• Invest in suitable technology 
• Save $$$
• Comply with relevant risk management guides & strategies
• A common sense and easy approach to document management
• Continue to provide excellent service to our clients and the community 

Project timeline 



• Learning and testing phase 

Project timeline – Phase 1 



• Electronic Document Management Guide (“EDM Guide”)

Project timeline – Phase 2 



• (Intensive) staff training, including: 

• CLASS training

• EDM training

• General IT training 

• Working in a paper-lite office 

Project timeline – Phase 3



• Gradual implementation of the EDM Guide across the office 

Project timeline – Phase 4



• Continued training and regular evaluation 

Project timeline – Phase 5



• February 2019 – One lawyer (me) had moved to using CLASS as a practice 
management tool for new legal advice only

• March 2019 – One lawyer using CLASS as a practice management tool for all 
new service types

• March 2019 – Began to transition other staff one-by-one 

• June 2019 – All staff had been transitioned for all new service types except 
community projects

• July 2019 – All new community projects had transitioned 

• September 2019 – Zero active paper files or services 

• November 2019 – Court compatibility 

• February / March 2020 – COVID-19 

Milestones



• Volunteer services

• University Clinics 

To do 



• What is practice management software

• How does CLASS compare?

An overview of CLASS as a practice 
management software 



• Host forms (client intake forms, precedents etc.) via the Message 
Board

• Communicate messages to staff via the Message Board;

• Record file notes

• Record limitation periods/court dates/important dates and save 
them to both CLASS and your Outlook Calendar

• Record ‘bring ups’ and save them to both CLASS and your Outlook 
Calendar

• Save documents to a service

What can CLASS do? 



• We will look at:

• An initial legal advice

• A subsequent 
representation service 

John Doe – disputing a COVID-19 fine



Legal advice 





Representation service 







• Invest in:
• Time

• Technology

• Training

• Don’t be afraid to take risks 

• Be agile, receptive and encourage feedback 

• Be prepared for a ‘cultural change’

• Do what works for your centre – we all work a little differently 

Closing remarks 



• Would you feel more comfortable using CLASS as a practice 
management tool after this webinar?

• Yes

• No 

Closing poll 



Questions?

Evaluation!

Contacts:
Michael Murray

Townsville Community Law
michael@townsvillecommunity.law

(07) 47215511 


