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Columbus State Community College
Justice, Safety and Legal Studies Department
Paralegal Studies Technology

COURSE:  LEGL 1101 – Introduction to Paralegal Studies  INSTRUCTOR:  Catherine A. Ritterbusch, J.D.

CREDITS:  3	CLASS HOURS PER WEEK:  3		PREREQUISITES: ENGL 1100

INSTRUCTOR CONTACT INFORMATION
Email: critterb@cscc.edu     **Please include the course number, section & course name in subject line
Phone: 614.287.2622        Mailbox: Franklin Hall 206
Office:  Franklin Hall 207 
Office Hours for Students:   In-Person M 1:15-3:15, other times and formats (phone or Zoom) by appointment

DESCRIPTION OF COURSE: This course focuses on the responsibilities and ethical duties of paralegals. The student will learn the history and growth of the paralegal occupation, educational options and the professional organizations which impact the paralegal. The course contains an extensive overview of the basic legal processes in the United States with an emphasis placed on the ethical duties, obligations and responsibilities of the paralegal. Finally the student will be given the opportunity to explore an introduction to legal research and writing technology and how it impacts the paralegal profession.

STUDENT LEARNING OUTCOMES: Following completion of this course the student should be able to:
· List and describe the typical responsibilities of the paralegal in a law office setting.
· Explain the ethical duties of a paralegal, including the duty of confidentiality, the duty to avoid conflict of interest, and the duty to refrain from the unauthorized practice of law.
·  Be able to describe the development and history of the paralegal profession in the United States to the present day.
· Explain the common software and hardware systems used in litigation and law office settings, including timekeeping, billing, and research software.
· Perform rudimentary legal research and communicate research results in written form.

PARALEGAL PROGRAM OUTCOMES 
Upon completion of the Paralegal Program, the student will be able to: 
	Employ substantive and procedural knowledge to analyze legal problems

	Recognize and adhere to legal ethical standards

	Proficiently apply legal technologies

	Effectively communicate in oral and written forms, and interpersonally

	Consistently demonstrate professional behaviors valued in the legal field   



INSTITUTIONAL LEARNING GOALS
Columbus State Community College's Institutional Learning Goals are an integral part of the curriculum and central to the mission of the college. The faculty at Columbus State has identified the following institutional learning goals:
· Critical Thinking 		Ethical Reasoning 
· Technological Competence	Communication Competence
· Cultural and Social Awareness 	Professional & Life Skills

COURSE MATERIALS REQUIRED: Ohio Rules of Professional Conduct (online)

TEXTBOOK, MANUALS, REFERENCES, AND OTHER READINGS:   Paralegal Today, Miller & Meinzinger, EIGHTH Edition, Cengage Learning.   

GENERAL INSTRUCTIONAL METHODS: Lecture, class discussion, written research projects.

ASSESSMENT
Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes.  This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn.  The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness.  In class you are assessed and graded on your achievement of the outcomes for this course.  You may also be required to participate in broader assessment activities.

STANDARDS AND METHODS FOR EVALUATION
Over the course of the term you will have the opportunity to accumulate up to 500 points, through the following activities:

In-Class Reflections:  (100) 4 x 25 each.   Written reflections assigned and submitted on random class dates throughout the term.  This work will be completed and submitted during class.
Chapter Connections:   (100) 10 x 10 each.   Brief summaries of assigned reading;  details on BB.  Due dates on calendar below.
Career Readiness Assignments:   (100) 4 x 25 pts each  Details on BB.  Due dates on calendar below.
Interview Project:  (100)  Summary Paper (50) and In-Person Presentation (50).  Details on BB. Due dates on calendar below.
Comprehensive Final Exam:  100 points.   This will take place on your own on Blackboard but during the regular class time, finals week.

GRADING SCALE
· 90%-100%=A     (450-500)
· 80%-89%=B	(400-449)
· 70%-79%=C	(350-399)
· 65%-69%=D	(300-349)
· Below 65%=E  (less than 300)

COMMITMENT TO DIVERSITY, EQUITY AND INCLUSION
It is a priority to me that students from all backgrounds and perspectives be well-served by this course. I view the varied experiences and perspectives that students bring to this class as a strength and benefit.   It is my intention to present materials that are respectful and inclusive of all ages, backgrounds, beliefs, ethnicities, genders, gender identities, gender expressions, national origins, religious affiliations, sexual orientations, ability –and other visible and nonvisible differences.   All members of this class are expected to contribute to a respectful, welcoming and inclusive environment for every other member of the class.   This is not only your responsibility as a human being, but also as member of the legal profession.    See, e.g., American Bar Association Goal III:  “to eliminate bias and enhance diversity and inclusion throughout the Association, legal profession, and justice system,” and the Universal Declaration of Human Rights, which begins with the premise that “recognition of the inherent dignity and of the equal and inalienable rights of all members of the human family is the foundation of freedom, justice, and peace in the world.”

YOUR MENTAL WELL-BEING
As a student you may experience a range of issues that can cause barriers to learning, such as strained relationships, increased anxiety, alcohol/drug problems, feeling down, difficulty concentrating, and/or lack of motivation. These mental health concerns or stressful events may lead to diminished academic performance or reduce a student's ability to participate in daily activities. No matter where you are engaged in distance learning, Columbus State’s Counseling Services are here to support you. If you find yourself feeling isolated, anxious, or overwhelmed mental health resources are available:  https://www.cscc.edu/services/counseling/. 24-hour emergency help is available through the National Suicide Prevention Lifeline website (suicidepreventionlifeline.org) or by calling 1-800-273-8255(TALK). 

STUDENT SUCCESS
My mission and the mission of this College are to help you succeed.  If you are encountering difficulties in this course, you are encouraged to communicate with the instructor as soon as possible so that I can connect with you College support resources.   You should also feel free to directly access such resources, including a Paralegal Program tutor and tutoring for other subjects,  Writing Center assistance, library help, and many others.   Communication and a willingness to seek assistance are critical professional skills.   

ATTENDANCE 
For traditional, seated classes, attendance will be taken at each class session.   Attendance requires not only your physical presence, but your thoughtful and engaged questions and contributions to class discussion. In addition, exams will require knowledge of material discussed/presented in class that is not included in the assigned readings.    

TIMELINESS
Timeliness is an essential habit for a successful legal professional; a client’s ability to pursue their legal rights depends in part on the legal professional’s ability to meet deadlines. For seated classes, I encourage you to arrive a few minutes early, as we will begin promptly at the scheduled start time each class period.   Items due that day are to be turned in on BB before class time. I encourage you to communicate with me as far in advance as possible regarding any absences or tardiness, expected or unexpected.   The policy for late work in this class is as follows:
The Final Project and Final Exam in this course must be submitted on time except (1) in case of a documented medical emergency of you or a family member or (2) as otherwise provided by Accessibility Accommodations pursuant to College policies.
For all other work, each student has an opportunity to submit one assignment up to one week (7 days)  late, with no notice or penalty. For assignments not submitted on time after the 'freebie,' notice must be provided as soon as is practicable, and acceptance of assignments/point reductions will be in the instructor's discretion.
  (This policy is subject to the Notice Regarding Reasonable Accommodation.) 


 

STUDENT CODE OF CONDUCT  *  AMERICANS WITH DISABILITIES ACT (ADA) POLICY * AUDIO/VIDEO RECORDING OF CLASS * TITLE IX *TOBACCO FREE COLUMBUS STATE * INCLEMENT WEATHER OR OTHER EMERGENCIES * FINANCIAL AID ATTENDANCE REPORTING  * OTHER INFORMATION

Columbus State Community College required College Syllabus Statements regarding the above College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “ Syllabus Statements”. 

SUGGESTIONS, QUESTIONS & CONCERNS 

Your suggestions about this course and my performance as an instructor are encouraged and appreciated.
Please come to me directly to address any questions or concerns that arise, however, if that is not comfortable for you, or to address any other issues relating to the Program, following are contacts for any additional questions/concerns.



Business and Paralegal Programs Chair:   Dr. Chavel Green * cgreen101@cscc.edu *  614-287-5986
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UNITS OF INSTRUCTION*
*Subject to change to assure attainment of course objectives
	WEEK
	UNIT OF INSTRUCTION
	LEARNING OBJECTIVES/GOALS
	ASSESSMENT METHODS
	ASSIGNMENTS
	ASSIGNMENT DUE DATE

	Week 1
Jan 13
	Today’s Paralegal
	Be able to describe the development and history of the paralegal profession in the United States to the present day.
	Test, Chapter Connection (1)
	Read Chapter 1, complete Chapter Connection.
	Jan 21 @11:59pm *due on a Tuesday b/c of holiday

	Week 2
Jan 20
MLK Jr Day
No class 
	Career Opportunities
	List and describe the typical responsibilities of the paralegal in a law office setting
	Test, Chapter Connection (2)
	Read Chapter 2, complete Chapter Connection.
	Monday Jan 27 before class

	Week 3
Jan 27
	The Law Office
	Explain the common software and hardware systems used in litigation and law office settings, including timekeeping, billing, and research software.
	Test, Chapter Connection (3)
	Read Chapter 3, complete Chapter Connection.
	Feb 3

	Week 4
Feb 3
	Ethics
	Explain the ethical duties of a paralegal, including the duty of confidentiality, the duty to avoid conflict of interest, and the duty to refrain from the unauthorized practice of law.
	Test, Chapter Connection (4) Career Readiness Assignment (1)
	Read Chapter 4, complete Chapter Connection, submit Career Readiness Assignment #1.
	Feb 10

	Week 5
Feb 10
	Sources of U.S. Law
	Perform rudimentary legal research and communicate research results in written form.
	Test, Final Project, Chapter Connection (5)
	Read Chapter 5, complete Chapter Connection 
	Feb 17

	Week 6
Feb 17
	U.S. Courts and Alternative Dispute Resolution
	Perform rudimentary legal research and communicate research results in written form
	Test, Final Project, Chapter Connection (6)
	Read Chapter 6; Submit Chapter Connection
	Feb 24

	Week 7
Feb 24
	Mid-Term Review 
	All
	Test, Career Readiness Assignment (2)
	Chapter 6 cont.  + Mid-Term Review,
Submit Career Readiness Assignment #2.
	Mar 3

	Week 8
Mar 3
	Introduction to Legal Research & Writing
	Perform rudimentary legal research and communicate research results in written form
	Test, Final Project, Chapter Connection (7)
	Read Chapters 7 & 8 and complete Chapter Connection *You choose- do either 7 or 8
	Mar 17

	SPRING BREAK March 10-14

	Week 9
Mar 17
	Intro to LRW, cont.
	Perform rudimentary legal research and communicate research results in written form
	Test, Final Project, Career Readiness Assignment (3)
	Read Chapter 9, Optional Chapter Connection, Career Readiness Assignment #3
	Mar 24

	Week 10
Mar 24
	Interviews and Investigations
	List and describe the typical responsibilities of the paralegal in a law office setting
	Test, Final Project
	Read Chapter 11
	Mar 31

	Week 11
Mar 31
	STUDENT PRESENTATIONS
	Perform rudimentary legal research and communicate research results in written form
	Final Project
	Submit Paper and Give Oral Presentation (see Final Project Instructions in BB for details)
	Mar 31

	Week 12
April 7
	Civil Litigation
	List and describe the typical responsibilities of the paralegal in a law office setting
	Test, Chapter Connection (8) Career Readiness Assignment (4)
	Read Chapter 10, Submit Chapter Connection, submit Career Readiness Assignment #4.
	April 7

	Week 13
April 14
	Criminal Law & Procedure
	List and describe the typical responsibilities of the paralegal in a law office setting
	Test, Chapter Connection (9)
	Read Chapter 13, Submit Chapter Connection
	April 14

	Week 14
April 21
	Overview of Legal Subspecialties


	List and describe the typical responsibilities of the paralegal in a law office setting
	Test, Chapter Chapter Connection (10) Career Readiness Assignment (5)
	Briefly Review Chapters 14-18.  Outline one chapter in detail, for purposes of class discussion.  


	April 21

	Week 15
April 28
	EXAM REVIEW
	All
	Final Exam
	Final Exam Review
Submit Career Readiness Assignment #5
	April 28

	FINAL EXAMS
May 5

	FINALS WEEK
	FINAL EXAM
	Test
	COMPREHENSIVE FINAL EXAM (Timed exam taken in place on Blackboard during class period, Multiple Choice and True-False)
	May 5
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