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Abstract:  This project describes a legal office performance problem and provides a prototype of 

an instructional solution to the performance problem.  The performance problem is that Battalion 

paralegals are often not properly uploading documents into MJO.  Paralegals are not briefing 

escorts or bailiffs prior to arraignment or court-martial and do not appear to understand what 

hearings escorts are supposed to attend.  The judge often reports that documents that were 

uploaded and transmitted via MJO are unacceptable due to readability and escorts are frequently 

showing up to arraignment 90 percent of the time without the accused.  Battalion paralegals are 

supposed to be able to provide legal support to commanders in all aspects of military 

justice.  Battalion paralegals are unable to complete a court-martial for their unit efficiently 

because they lack the knowledge in key tasks that need to be performed.  

The battalion paralegals seem to lack knowledge of the proper way to upload documents 

and don’t seem to understand what hearings the escorts are supposed to show up to nor do they 

seem to have an understanding of the expectations of the court when it comes to documents 

introduced at trial.  

The proposed instructional solution includes a three-part 120-minute session with an 

introduction, description of the bates numbering system; military justice standard operating 

procedures; and adjacent unit coordination.  The instructional solution also includes a 

demonstration the paralegals ability to label files of the bates numbering system; the ability to 

input data into the military justice database; and the demonstration of the ability to contact 

adjacent units and coordinate their court-martial attendance.  

An implementation and evaluation plan are included with a description of a cost analysis 

to ensure effective and cost beneficial instruction. 

The overall goal is to reduce the number of documents that are not accessible in court by 

50% and ensure those that are to be at a court-martial are present 100% of the time. 
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Task 1: Battalion Paralegal Analysis  

 

Problem statement: Paralegals do not properly upload documents into military justice online 

(MJO) and fail to properly brief escorts and bailiffs on their duties and responsibilities.  

 

Competent Performance:  Paralegals use a military justice application known as 

(Military Justice Online) to assist in completing critical administrative functions in a 

court-martial.  All investigations and administrative actions should be uploaded into MJO 

without error prior to referral of charges to a trial by court-martial, escorts and bailiffs are 

briefed and trained to understand what hearings they are supposed to attend, and 

paralegals make sure all documents are completed that will place a prisoner in 

confinement. Paralegals must know and understand the court-martial process and perform 

all administrative functions without error.  

      

Performance problem: Battalion paralegals are often not properly uploading documents into 

MJO.  Paralegals are not briefing escorts or bailiffs prior to arraignment or court-martial and do 

not appear to understand what hearings escorts are supposed to attend.  The judge often reports 

that documents that were uploaded and transmitted via MJO are unacceptable due to readability 

and escorts are frequently showing up to arraignment 90 percent of the time without the accused.  

Battalion paralegals are supposed to be able to provide legal support to commanders in all 

aspects of military justice.  Battalion paralegals are unable to complete a court-martial for their 

unit efficiently because they lack the knowledge in key tasks that need to be performed. 

 

Audience Profile: Battalion Paralegals are typically high school graduates with approximately 

50% of the paralegal population completing one or two years of college prior to enlistment.  

Most battalion paralegals have served in the Army for approximately six months to one year.  

Typically, because the paralegals arrive to Fort Bliss during their first enlistment most of the 

request reassignment to a location of choice the moment, they become eligible (2 years after 

arriving to Fort Bliss).  All Battalion Paralegals attend Advanced Individual Training.  Advanced 

Individual training is approximately 11 weeks long.  The training does include training on the 

Court-Martial process but does not include training on how to upload investigations into the 

database or how to review incident reports.  Some Battalion Paralegals (about 10 of 40 per year) 

will attend the Basic Leader Course and/or Advanced Leaders Course (ALC) to learn the 

requisite skills to promote to supervisory rolls within the organization.  ALC does not include 

training on the software either as this is presumed to be taught in the organization upon 

graduating from entry level training.  Within the organization all Soldiers attend training every 

Thursday on a variety of topics (including military justice topics) during the weekly office 

Sergeants Time Training.  
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Learning and Working Environments: The working environment for Battalion Paralegals is 

indoors and in a relatively comfortable and quiet office.  There are seven Paralegals per office 

and occupy an open space with cubicles.  The only time the working environment may get a little 

noisy is when customers are in the office talking about various cases.  Battalion Paralegals work 

in cubicles so frequent visitors often serve as a distraction.  Battalion Paralegals are free to 

decorate and arrange their individual cubicles in a manner most suitable to them.  Battalion 

Paralegals have their own desk and most of the time (not always) have functioning computers 

and printers. There is one phone in the office with the seven Battalion Paralegals.  Both the 

supervising attorney and the supervising Paralegal have their own separate office with their own 

desk, chair, computer, and office phone.  The supervising attorney and supervising Paralegal 

office is within the same area that is occupied by the Battalion Paralegals so there is clear 

oversight of the Battalion Paralegals due to the supervisor’s office being in proximity. Each 

computer has access to the military justice online application to generate actions and shared 

reference materials are available to research applicable laws, rules, and regulations.  

The learning environment where the Battalion Paralegals receive weekly training is located on 

the opposite side of the installation approximately a 15-minute drive from the Battalion 

Paralegals location.  The building is an older building with low lighting. Often a computer, 

projector, and a projection screen are brought into the building to conduct the training.     

  

Content Analysis: The knowledge and skills of a Battalion Paralegal include knowledge and 

skills necessary to review daily incident reports, identify the agency responsible for investigating 

the incident, and retrieving the necessary documents once the investigation is complete.  Upon 

retrieving the necessary documents, the battalion paralegals are responsible for inputting the 

documents and filling in the required data fields for initiating the action in the centralized 

database and software system (Military Justice Online).  Once the incident is set for trial 

Battalion Paralegals are responsible for contacting and coordinating for the appearance of 

required court personnel (escorts, panel members, bailiff, etc.).  Although, a performance gap 

exists where escorts are not arriving to court on time it was determined through the analysis that 

training and informing escorts of their duties and responsibilities are primarily the responsibility 

of the military police and not battalion paralegals.  The performance gap that exists for the 

battalion paralegals with respect to escorts is informing them of the date/time that escorts are 

required to appear in court and the responsibility to ensure they escorts are appearing with the 

accused at hearings such as arraignment.  Our analysis suggests instruction should include 

training on document retrieval procedures, understanding software functions of centralized 

database and their required inputs, knowledge of the format of the military incident report and 

understanding which agencies process investigations and the procedure for requesting a 

completed report, and understanding who needs to be contacted as a member of the court and 

what hearings each member must attend.  See diagram below for knowledge required of a 

Battalion Paralegal to perform their job. 
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Content Analysis Table 1.1 

 

Instructional support is required to:   

• utilize Adobe Acrobat DC to input bates numbering into scanned PDF 

documents and review documents for accessibility. 

• employ the organizational standard operating procedure for the military 

justice database to ensure all required data fields are completed and 

documents are properly named, uploaded, and stored in the database for quick 

access and retrieval. 

• identify incidents that require a court-martial and schedule adjacent unit 

resource requirements. 
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Task 2:  Battalion Paralegal Instructional Course Design 

Summary of Performance Issues 

 

Instructional Goals:  

• To facilitate learners (paralegals) in developing the knowledge and skills to properly 

input data into the military justice database and organize information for easy access and 

retrieval by utilizing the organizational standard operating procedures.   

• To facilitate learners (paralegals) in developing the knowledge and skills to incorporate 

bates numbering into documents using Adobe Acrobat DC and reviewing PDF document 

for accessibility. 

• To facilitate learners (paralegals) in developing the knowledge and skills to identify 

court-martial resource requirements and ensure appearance of personnel through 

synchronized scheduling. 

Learning Objectives:  

• Learners will be able to use the organizational standard operating procedures to input 

data into the military justice database and fill out all required fields. 

• Learners will be able to demonstrate an understanding of the bates numbering system   

and apply bates numbering to PDF documents using Adobe Acrobat DC. 

• Learners will be able to apply proper naming conventions to documents and store all 

documents on the military justice database allowing for quick access and retrieval. 

• Learners will be able to identify incidents that require a court-martial and resources by 

gaining     

• access to the military police station and screening incident reports.  

• Learners will be able to demonstrate the ability to identifying incidents that require a 

court- martial and scheduling required adjacent unit resource requirements. 
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Task 3:  Battalion Paralegal Course Instruction Development  

Course Instruction Storyboards:

 

Storyboard Overview Table 3.1

Flow of Course Lesson Table 3.2 
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MJO Database Storyboard Table 3.3 

 

 Bates Numbering System Storyboard Table 3.4 

 

Adjacent Unit and Resource Coordination Storyboard Table 3.5.a 
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Adjacent Unit and Resource Coordination Storyboard Table 3.5.b 

 

 

Facilitator Course Debrief/After-Action Review Storyboard Table 3.6 
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Implementation Dissemination Plan: 

Students will watch a video and the Senior Military Justice Operations Non-

Commissioned Officer (NCO) will provide a lecture to the target audience in order to meet 

the learning objectives. The Military Police will conduct a 30-minute lecture on proper 

coordination procedures.  The target audience for the training will be identified through the 

monthly inbound personnel roster and will be provided to the senior military justice 

operations NCO.  

The Senior Military Justice Operations NCO will arrange for the training to be 

conducted in Building 112 on Fort Bliss Texas on a quarterly basis.  The Senior Military 

Justice Operations NCO will be responsible for scheduling training and arranging for all 

the logistics (ensuring equipment is functional, arranging for the attendance of guest 

speakers from the MP station and outside organizations, scheduling training, etc.).   

The primary barriers to implementation will be additional unit and Soldier training 

requirements that paralegals are required to attend as well as competing demands of their 

daily responsibilities extending beyond their Courts-Martial duties such as administrative 

separations and administration of non-judicial punishment.  Installation support from 

outside agencies could be a barrier to implementation based on varying mission 

requirements of the external organizations.   

Senior Military Operations Paralegal NCO will ensure senior paralegals from the 

Brigades that directly supervise the paralegals understand the quarterly training 

requirement and make their paralegals available for training.  The Senior Military Justice 

Operations NCO will be the individual responsible for messaging the importance of the 

training to the paralegals that are required to attend as well as to the supervisors of the 

paralegals required to attend.   Additionally, the training will be incorporated into the 

quarterly training brief and approved by the Commanding General of the installation to 

ensure organizational compliance.  The Staff Judge Advocate and his delegate (the 

installation Command Paralegal NCO) have the sole responsibility of briefing the 

installation chief of staff regarding the importance of the training and ensuring the training 

is added to the quarterly training brief.  

 

Task 4:  Evaluation for the Battalion Paralegals Course  

 



12 

 

IDE 631 Collaborative Project 

 
 

 



13 

 

IDE 631 Collaborative Project 

References 

Koszalka, T. A. (2020). Instructional Design and Development 1 Unit 5 Analysis. Retrieved 

November 10, 2020, from https://s3.amazonaws.com/blackboard.learn. 

Koszalka, T. A. (2020). Instructional Design and Development 1 Unit 6 Design. Retrieved 

November 10, 2020, from https://s3.amazonaws.com/blackboard.learn. 

Koszalka, T. A. (2020). Instructional Design and Development 1 Unit 7 Development. Retrieved 

November 10, 2020, from https://s3.amazonaws.com/blackboard.learn. 

Koszalka, T. A. (2020). Instructional Design and Development 1 Unit 8 Implementation and 

Evaluation. Retrieved November 10, 2020, from 

https://s3.amazonaws.com/blackboard.learn. 

Smith, P. L., & Tillman, R. J. (2005). Instructional Design (3rd ed.). Hoboken, NJ: John Wiley 

and Sons. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



14 

 

IDE 631 Collaborative Project 

Appendix A-Battalion Paralegal Analysis Questions 

Analysis 

What skills or training do the paralegals have already in AIT? 

Is there a created checklist of requirements for paralegals to follow? 

Do the paralegals like there job? 

What causes most paralegals to pick their MOS? 

What is the paralegals perspective on environment?  Do they think they are able to complete 

courts martial effectively? 

How many courts martial cases do each paralegal typically handle? 

How many paralegals per Team Leader?  How many Team Leaders total at Fort Bliss? 

What kind of systems and/or training are in place to review paralegals requirements prior to 

courts martial? 

Are there different requirements for paralegals for defense and prosecution?  If so, are paralegals 

crossed trained for both tasks? 

How much time is being allocated to the Battalion for each paralegal?  If all time is being 

allocated at Battalion, then how much time is left to execute the pre tasks for courts martial? 

Are paralegals changing Battalions?  If so, how often? 

Do all courts martials happen at Fort Bliss? 

How often are courts martial canceled and the paralegals must execute tasks all over again.  How 

many of these tasks carry over even if cancelled? 

How long to become a Team Leader and Squad Leader as a Battalion Paralegal? 

What other tasks outside of paralegal work does each paralegal deal with?  This is the Army? 

How many actual working paralegals are there due to Soldier issues within the team?  Are they 

at full strength? 

Do all courts martial tasks apply to every single case or is each case different? 

Does it require more than one paralegal at a time to execute the duties required? 
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Does the online data base apply to every installation in the Army?  Use, functionality etc.… 

How is the relationship with Battalions and the Division?  Does the unit know their paralegals 

are supposed to execute the duties in time? 

_______________________________End of Report___________________________________ 
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