
ADVOCATES TRAINING PROGRAM 

LEGAL PRACTICE MANAGEMENT 

Contact Hours: 72 Hours 

Objective: 

The lecture and learning strategy is to ensure that learning Legal Practice Management is; 

 Relevant to the needs of practice & promotes business, financial & commercial awareness 

 Effective in developing legal problem solving abilities 

 Inculcating the practical management outlook in a legal environment by equipping lawyers with 
the necessary skills and tools of management. 

 

Learning Outcomes  

At the end of this course the learner should be able to: 

• Understand the general law practice (Legal, Financial, Marketing and Customer Management). 
• Appreciate the protocols and procedure of a practice 
• Apply the various statutes relating to the human resource function and office practice 
• Aid to develop knowledge and skills necessary to manage various components of a practice 

successfully 
• Cultivate the ability to evaluate and apply theories of social science disciplines to workplace 

issues 
• To provide basic analytical skills for individual accounting skills 

 

 

OFFICE PRACTICE 

Course Objective 

 Understand the general practice of an office. 

 Appreciate the protocols and procedure of an office. 

 Apply the various statutes relating to office practice. 

 Aid to develop knowledge and skills necessary to manage various components of a practice. 

Course Content 

Week 1 

Introduction to Office Management 

i. Office defined 



ii. Types of business organizations 

iii. Purpose of an office to each organization 

Week 2 

Office Location and Layout 

i. Locating an office 

ii. Types of layout 

iii. Office interior design 

Week 3 

Front Office Services 

i. Location and layout 

ii. Functions 

iii. Front Office Management 

iv. Customer Service Management 

Legal Framework 

1. The Constitution of Kenya 2010, Chapter 1 of the Laws of Kenya 
2. Advocates Act Chapter 16 of the Laws of Kenya 
3. Advocates (Marketing and Advertising) Rule 2014 
4. Trade Descriptions Act Chapter of the Laws of Kenya 
5. Standards Act Chapter of the Laws of Kenya 
6. The Evidence Act Chapter 80 of the Laws of Kenya 
7. The Universal Declaration of Human Rights 
8. International Covenant on Civil and Political Rights 
9. The UN Basic Principles on the Role of Lawyers 

 

Week 4 

Standards, Policies and procedures 

i. Standards 

ii. Procedures 

iii. Policies 

iv. Systems 

 Legal Framework 
 The Constitution of Kenya 2010 

 Law Society Act 

 Advocates Act 

 Standards Act 

 Legal Education Act 



 

Week 5 

Information and Communication Technology 

i. Automation 

ii. ICT application in Office Management 

a. Word processing 

b. Spreadsheets 

c. Databases 

iii.  Document Management Systems 

A. LEGAL FRAMEWORK: 
Constitution of Kenya, 2010 
Evidence Act, Cap. 80 
Science Technology and Innovation Act 
Kenya Information and Communication Act 
Copyright Act 
 

INTERNATIONAL INSTRUMENTS: 
Universal Declaration of Human Rights 
International Covenant on Civil and Political Rights 
International Covenant on Economic, Social and Cultural Rights 
African (Banjul) Charter on Human and People’s Rights 
 

B. REGULATORY FRAMEWORK: 
Kenya Information and Communications (Dispute Resolution) Regulations, 2010 
Kenya Information and Communications (Tariff) Regulations, 2010 
Kenya Information and Communications (Compliance Monitoring, Inspections, and Enforcement) 
Regulations, 2010 
Kenya Information and Communications (fair competition and equality of treatment) Regulations, 2010 

 

Week 6 

Record Management 

i. Records 

ii. Record Management 

iii. Filling systems 

iv. Application of modern technology in records management. 

Legal Framework 

The Constitution of KenyError! Bookmark not defined. 

Public Archives and Documentation Service Act,  Cap 19 2003 [Rev. 2012]Error! Bookmark 
not defined. 

The Official Secrets Act of 1968Error! Bookmark not defined. 



The Statistics ActError! Bookmark not defined. 

Penal Code Cap 63Error! Bookmark not defined. 

The Records Disposal AcError! Bookmark not defined. 

The Employment ActError! Bookmark not defined. 

Land Act 

Land Registration Act 

Week 7 

Procurement 

i. Basic concepts 

ii. Procurement Process 

iii. Basic Supplies Management 

iv. Stock control and inventory management 

Legal Framework 

The Constitution of Kenya 2010 
Public Procurement and Disposal Act 2005 
The Suppliers Practitioners Management Act 2007 
The Public Procurement and Disposal (Preference and Reservations) Regulations 2011 
The Public Private Partnership Act 2013 
The Public Procurement and Disposal (County Governments) Regulations 2013 
The Public Procurement and Asset Disposal  2015 

Week 8 

Safety & Security 

Legal Framework 

The Constitution of Kenya 2010 

The Occupational Safety and Health Act of 2007 Act No. 15 of 2007 

The Work Injury Benefits Act, No. 15 of 2007 

The Biosafety Act, No. 2, 2009 

The Environmental Management and Coordination Act, No. 8, 1999 

The Public Health Act, Cap. 242 

The Employment Act, No. 11, 2007 

The Energy Act, No. 12, 2006 

The Food, Drugs and Chemical Substances Act, Cap. 254 

The Mining Act, Cap. 306 

The Pest Control and Product Act, Cap. 346 

The Petroleum (Exploration and Production) Act, Cap. 308 



The Radiation and Protection Act, Cap. 243 

The Standards Act, Cap. 496 

Armed Forces Act, Cap. 199 

Constitution of Kenya, 2010 

Extradition (Contiguous and Foreign Countries) Act, Cap 76 

HIV/AIDS Prevention and Control Act, No.14 of 2006. 

Kenya Defence Forces Act, No. 25 of 2012 

Kenya Citizenship and Immigration Act, No. 12 of 2011 

National Social Security Fund Act, No. 45 of 2013 

National Hospital Insurance Fund Act, Cap. 255 

National Police Service Act, 2011 

National Police Service (Amendment) Act, No. 11 of 2014 

National Security Council Act, No. 23 of 2012 

Occupational Safety and Health Act, 2007 

Security Laws (Amendment) Act, No. 19 of 2014 

Sexual Offences Act, No. 3 of 2006 

Treaty Making and Ratification Act, No. 45 of 2012 

Work Injury Benefits Act 2007 

 

Week 9 

Communication 

I. Oral Communication 

i. Face to face communication 

ii. Telephone communication 

iii. Meetings 

 

II. Written Communication 

i. Letters 

ii. Memorandums 

iii. Minutes of meeting 

 Legal framework  

Constitution of Kenya 2010 

Communication Act 2013 

Media Act 2012 

Security bill 2014 



Parliament Privileges bill 2014 

 

Week 10 

Disaster Management 

Introduction 
Types of disasters 
Disaster risk management 
Disaster management models 
Disaster management cycle 

Legal framework 

Constitution of Kenya, 2010 
County government Act 
Physical planning Act 
Draft national policy for disaster management in Kenya, February 2009 
Environment Management Coordination Act 
The Grass Fires Act (Cap 327) 
The Kenya Red Cross Society Act (Cap 265) 
The Prevention of Terrorism Act (No 3 of 2012) 

International legal framework 

Hyogo-framework for action: building the resilience of nation and communities to disasters 
Sendai framework for disaster risk reduction 
The united nation framework convention on climate change and the Kyoto protocol 

 

Week 11 

Discrimination and sexual harassment at the workplace 

Sexual harassment 

1. Introduction 
2. Types of sexual harassment 
3. Forms of sexual harassment 
4. Causes of sexual harassment 
5. Effect of sexual harassment 
6. Ingredients for a charge of sexual harassment 

Legal framework 

The Constitution of Kenya,2010 
Employment Act 
Sexual harassment Act 
Public officers’ ethics Act 
The industrial relations charter of Kenya 1984 
Occupational safety and health Act no. 15 of 2007 

International legal framework 

General assembly resolution 48/104 on the declaration on the elimination of violence against women 



The convention on the elimination of all forms of discrimination against women 
The Beijing platform for action 
The protocol to the African charter on human and people’s rights 
 
 
 
 
 
 
 
 
 
 

HUMAN RESOURCES 

Specific Objectives 

 Understand the key terms and processes in Human Resource Management. 

 Appreciate the value of human resource. 

 Apply the various statutes relating to human resource and its management. 

 Aid to develop knowledge, skills & attitudes (S.K.A, s) necessary to manage human resource 
and its complexity. 

 

Course Content 

Lesson 1 

Introduction 

Human Resource 

Human Resource Management 

Strategic Human Resource Management 
 

Human Resource  Management Professionals Act,2012 

 

Lesson 2 

Human Resource Planning 

Legal Framework 

The constitution of Kenya, 2010 
Leadership and Integrity Act Cap 182 Laws of Kenya 
Judicial Service Commission Act Cap 185b, Laws of Kenya 
Public Service Commission Act No. 13 of 2012 
Teachers service commission Act. No. 20 of 2012. 
The employment Act, 2007 
The work injury Benefits Act, 2007 



The labour Institutions Act, 2007 
The labour Relations Act, 2007 
The occupational safety and health Act, 2007 

 
International Instruments 
ILO Convention No. 142 on Human Resource Development of 1975 
The Equal Remuneration Convention of 1951 
CEDAW 
Weekly Rest Industry Convention of 1921 
 

Lesson 3 

Job Analysis & Design 

Legal Framework 

The Constitution of Kenya 2010 

Employment Act 2007 

Labour Institutions Act Cap 234 

Occupation, Safety and Health Act 

County Government Act 
Public Service Commission ActNo.4 of 2010 

 

Lesson 4 

Recruitment & Selection 

Legal Framework 

The Constitution of Kenya 2010 
The Employment Act 2007 

County Government Act No. 17 of 2012 

The National Cohesion and Integration Act No. 12 of 2008 

The International Covenant on Economic, Social and Cultural Rights (ICESCR1966) 

National Policy on Gender and Development 

The Kenya National Youth Policy 

 

Lesson 5 

Placement socialization and induction 

Legal Framework 



Constitution of Kenya 2010 
County Government Act, 2012 
The Employment Act 2007 
The Transition to Devolved Government Act, 2012 
 

Lesson 6 

Training and Development 

Legal Framework 

Legal Education Act 

Kenya School of Law Act 

Law Society of Kenya Act 

Advocates (Continuing Professional Development), Regulations 2014 

The Advocates Act  

The Judicial Service Code of Conduct 

The Judicial Service Act of 2011 

Work Injuries and Benefits Act of 2007 

Occupational Safety and Health Act  

 

Lesson 7 

Career development and management 

Legal Framework 

Constitution of Kenya, 2010 
Advocates Act, Cap 16  
Legal Education Act,  
Employment Act, 2007 
Kenya School of Law Act, 2012 
Law Society of Kenya Act, Cap 18  
Judicature Act Cap 8 
Paid Educational Leave Convention No.  140 
The office of the Director of Public Prosecutors Act, 2013 
 
 

Lesson 8 

Internal Mobility and Separation 

Legal Framework: 

Constitution of Kenya 2010 
Employment Act Cap 226 
Labour Relations Act Cap 336 
Retirement Authority Benefits Act 
National Police Service Act Cap 84 



NSSF Act 
Security Laws Amendment Act 
Termination of Employment Contract 1982 (No.158) 
Universal Declaration of Human Rights 
International Labour Organization (ILO) Convention 
 

 

 

 

 

 

ACCOUNTING FOR LAWYERS 

Specific Objectives: 

 To teach the basics of accounting to those students entering the ATP program who do not have 
any background in accounting. 

 To prepare all ATP students for Legal practices that may require basic appreciation of 
fundamental accounting tools and skills. 

 To provide basic analytical skills for individual accounting skills 

COURSE CONTENTS 

Week One  
 INTRODUCTION 

 What is accounting? 
 Nature and Purpose of Accounting 
 Difference between accounting and Bookkeeping 
 Specializations in Accounting 
 Accounting as information System 
 Users of Accounting information 

 
Two CONCEPTUAL FRAMEWORK OF ACCOUNTING 

 Definition and Purpose 
 Objectives of accounting 
 Elements of accounting 
 Qualitative Characteristics of Accounting Information 
 Accounting Concepts and Principles 
 Constraints 
 Accounting standards-IFRS1 

 
Three BOOK KEEPING 

 Basic Accounting Equation 
 Transactional Analysis 
 Concept of Debit and Credit 
 Recording of Transactions in a T account 

 
Four BOOK KEEPING 



 Ledger Entries 
 Journal entries and Journalizing 
 Balancing off  Ledger 
 Trial Balance 

 
Five END YEAR ADJUSTMENTS 

 Prepayments 
 Accruals 
 Depreciation 

 
Six END YEAR ADJUSTMENTS 

 Bad Debts and Provision for bad Debts 
 Discounts 
 Effects of adjustments on the trial Balance 
 Adjusted Trial Balance 

 
Seven PREPARATION OF FINAL ACCOUNTS 

 Comprehensive Income Statement for a Sole Trader 
 Balance Sheet For a Sole Trader 

 
Eight BANK RECONCILIATION STATEMENTS 

 Meaning of A bank reconciliation statement 
 Steps in drawing Reconciliations statement 
 Benefits of Reconciliation statements 

 
Nine CASH FLOW STATEMENT ANALYSIS 

 Purpose of Cash flow Statements 
 Difference between Cash balance in the Balance Sheet and income statement 
 Direct Method 
 Indirect method 

 
Ten COST ACCOUNTING AND BUDGETING 

 Cost classification 
 Cost statements 
 Types of Budgets 

 
Eleven ADVOCATE ACCOUNTS 

 Income Account 
 Client Accounts 
 Cashbook 
 Comprehensive income Statements 
 Balance Sheet 

 
Twelve PARTNERSHIP ACCOUNTS 

 Comprehensive Income Statement for partners 
 Balance Sheet For a Partners 

 

COURSE CONDUCT/METHODOLOGY 

 Lectures in class 



 Power Point slides 
 Class Exercise and Demonstrations 
 Copies of financial statements 

COURSE TEXTS 

1. Kimari Mary (2012) Accounting for lawyers; Law Africa 
2. Nzomo,N.D  (2002) Basic  Financial Accounting, Kenya Literature Bureau 
3. Frank Wood (2010) Business Accounting Volume I  11th  IFRS Edition Prentice 

Hall 
4. Kimuda D (2008) Financial Accounting East African Educational Publishers 
5. Glautier,M.W&Underdown (2008), Accounting Theory and Practice 
6. Meigs &Meigs(2009), Accounting Basis for Business Decisions, 6th Edition 
7. Any introduction to Financial Accounting Book 

 

INSTRUCTIONAL MATERIALS 

Smart board, Computers, Projectors, and teaching notes. 

COURSE ASSESMENT 

Project Work 

Orals Examination 

Written Examination 


