





			
To: 		Intern Sponsors

From: 	   Paralegal Faculty

Re: 		The Paralegal Studies Program


	The Paralegal Studies Program at Columbus State Community College was created to meet the growing demand for para-professionals in the legal field.  The program consists of a carefully designed sequence of courses that lays the foundation for an understanding of the law and develops skills in specific legal procedures.  In order to be admitted to the program, students must demonstrate college-level skills in English and Math.  Before practicum enrollment, students are required to complete Introduction to Paralegal Studies & Ethics, Civil Practice and Legal Research and Writing I and II. 

The Practicum:

	The practicum involves spending 120 hours for one semester performing tasks that would typically be assigned to a paralegal in the law office, business, bank, non-profit, government agency, court, or other legal setting.  The practicum is intended to provide an opportunity for the student to practice procedures and apply knowledge gained in the paralegal curriculum.


Benefits of the Practicum:

	Columbus State Community College is grateful to the legal community for its support in sponsoring the interns from the Paralegal Studies Program.  It is our belief that the practicum offers an opportunity to learn skills and acquire knowledge that would be extremely difficult, if not impossible, to provide in the classroom.  We know that students value this opportunity for practical experience.  The student benefits and the sponsoring attorney also benefits by realizing helpful work.  In addition, the practicum provides an excellent opportunity without commitment to evaluate how a paralegal might function in a particular office setting.  In order to ensure these benefits and maintain a quality practicum program, we do have certain guidelines for those providing a practicum.


Responsibilities of Sponsoring Internship Sites:

	We ask that a variety of tasks be assigned, tasks which will require the student to use the knowledge and skills gained in the program.  These tasks should be useful to the firm.  Routine clerical and secretarial duties, while essential for the law office, are not generally appropriate practicum tasks.  We understand that a student may be asked to do occasional copying or clerical work, but these requests should prove the exception rather than the rule.  (For a list of tasks that interns are capable of performing, consult the section, “Typical Skills”).  For each task assigned, some initial explanation will need to be given.  If possible, appropriate models of similar transactions should also be supplied.  The reasoning behind this is students are introduced to general procedures in their classes with a limited exposure to specialized situations.  Feedback on the student’s work is especially helpful.

Responsibilities of Student Interns:

	The student will keep a daily log of time spent on tasks.  Students are also asked to make copies of their work products with proper names removed or blacked out.  (Particularly sensitive documents may be excluded from this requirement, but it is important that we have some samples of the work accomplished.) 

Typical Skills:

	Many attorneys want to know the specific kinds of tasks an intern can be expected to do.  The following are examples of the typical skills introduced in the program: Litigation, drafting and answering complaints, interrogatories and requests for production of documents, summarizing and abstracting transcripts, depositions and documentary evidence, investigation and fact gathering, data organization, control and recovery, drafting of motions, requests for admission, mediation summaries and judgments, preparing for and assisting at trial, post trial/post settlement follow-up, preparing for appeal, probate administration and estate planning, collecting and valuing assets, preparing and filing probate court forms, including annual accounts for estates and trusts, preparing tax returns, drafting simple wills and trusts, processing insurance change of beneficiary designations and claims for proceeds, arranging for transfers of asset ownership in accordance with estate plans, pre and post death estate planning calculations, drafting purchase agreements, deeds, bills of sale, land contracts, assignments and leases, reviewing title commitments and mortgages, checking legal descriptions against survey of property or preparing legal descriptions of property based on the survey.

	In general, Paralegal interns should be assigned tasks useful to the internship site.  They may not give legal advice to clients, sign legal documents, or appear in court.  Throughout their course work, students are encouraged to be resourceful and, after an appropriate introduction, can be expected to handle many initially unfamiliar tasks.

Typical Students:

	There is no one-typical student profile.  Some are young adults seeking marketable skills to add to their college education.  Some are making a career change or starting a career after raising a family.  The effect of this diversity is that a wide variety of talent and experience are brought to the practicum in addition to the skills taught in the program.

	Should you have any further questions concerning the Paralegal Studies Program at Columbus State Community College, please do not hesitate to contact the office at 287-2591.

Very truly yours,


The Paralegal Studies Faculty
Columbus State Community College


Columbus State Community College
Paralegal Program
Practicum Supervisor Evaluation


In order to maintain and improve the Paralegal practicum course, we would appreciate your responses to the following:

	
Name of Supervisor:
	




	
Supervisor’s Position:
	




	
Name of Student:
	




1.	List specific tasks the intern performed which required Paralegal skills.
	
A.
	




	
B.
	




	
C.
	




	
D.
	




	
E.
	




2.	On a scale of 1 to 5 rank the quality of the student’s performance of tasks listed 	above (1 = low, 5 = high).
	
A.
	




	
B.
	




	
C.
	




	
D.
	




	
E.
	






3.	Was the student prepared to participate in the practicum?  Please explain.
	




	




	



	




	




	





4.	Please add any information that you feel will help improve the practicum course.
	




	




	




	




	




	





5.	Additional comments.
	




	




	




	




	




	




	




	




	



	
Signature:______________________ Date:_______________

Title:___________________________	

	COLUMBUS STATE COMMUNITY COLLEGE

	PRACTICUM SUPERVISION AGREEMENT


Firm or Agency Name          ___________________________________________

Supervisor’s Name and Title __________________________________________                                                                                     

Telephone Number		   __________________________________________                                                                                     


                                                                          has been accepted as an intern
                        (Student’s Name)
by this agency and will be under the general supervision of the above-named individual while performing duties for the organization. The supervisor will assign the student to appropriate duties and will evaluate the student’s performance at the request of the faculty advisor.  It is not expected that the student be under the supervisor’s direct oversight at all times, and in fact the student may assist or observe other agency personnel.
											
It is the established policy of Columbus State and ____________________________                                                
not to discriminate against in any way, including harassment of, any individual or group of individuals for reasons of race, color, religion, ancestry, national origin, sex, disability, age, or veteran status in any aspect of the educational program and clinical experience.

The student’s faculty advisor will contact the site supervisor as soon as possible after the student begins the placement and will maintain contact throughout the semester. Any questions or concerns about the student or his/her performance may be directed to the advisor, Professor Cathy Ritterbusch at 614.287.2622.
.

Signature and Title of Agency Official or Practicum Supervisor:

_______________________________________		_________________
                      Name and Title						Date

In consideration of being permitted to participate in a practicum placement where I will be working and /or observing with _____________________________ for myself, my heirs, executors, administrators and assigns forever discharge the ________________________   and Columbus State Community College, the employees thereof, and the State of Ohio, from any and all actions, causes of action, claims, charges demands, complaints, damages, injuries, costs, loss of services, expenses, and compensation on account of or arising while in, on, en route, to or from said practicum. I do hereby covenant with ______________________________ and Columbus State Community College, the employees thereof and the State of Ohio to indemnify and save them harmless from all actions, causes of action, claims, charges demands, complaints, damages, injuries, costs, loss of services, expenses, and compensation on account of or arising out of the aforesaid practicum.
IN WITNESS WHEREOF, I have hereunto set my hand and seal this _______________ day of  ____________________, 201__

_________________________________                                                                           
Student Signature


Acknowledged By __________________________	   Date _________________
		                CSCC Practicum Advisor

Acknowledged By                                                     	   Date _________________                                 
			      Practicum Site Supervisor



	APPLICATION FOR ENROLLMENT  
	PARALEGAL PRACTICUM


Date: _______________, 20___            

Name: ______________________                                                                                           

Cougar ID #: ______________                                                                          


Pursuant to the requirements of the Paralegal Studies Program at Columbus State Community College, I hereby apply for admittance into the practicum program.

My expected graduation date is                                          Semester, 20            .

My application is being made NO LATER THAN THE FIRST WEEK OF THE SEMESTER IMMEDIATELY PRECEDING the semester in which I intend to participate in the practicum program.

CHECK ONE:
               	To date I         have          have not secured a practicum position.

               	I am applying for the alternate program and require an appointment to review 
                  my eligibility.
_____________________________________________________________________
If you have secured a placement, please complete the following:

Name of Firm/ Company: ________________________________________________                                                                                             

Supervisor	:     ________________________________________________                                                                                                  

Telephone Number: Home           /                                 Work           /_______________                             

	Schedule:
	_____MONDAY  		Hours: ______ to _______                                                                                     
	_____TUESDAY  	Hours: ______ to _______                                                                                                                                                     
	_____WEDNESDAY  	Hours: ______ to _______                                                                                                                                                                                                                                        
	_____THURSDAY  	Hours: ______ to _______                                                                                                                                                                                                                                       
	_____ FRIDAY  		Hours: ______ to _______                                                                                                                                                                                                                                         

This practicum arose out of current employment.                YES                NO


Excluding this semester, the classes I have remaining are:
                                                    		__________________________                                                  
                                                   		__________________________                                                    
                                                    		__________________________                                                    
                                                    		__________________________                                                  
                                                    		__________________________                                                   



                                                                                  _____________, 20____                      
			        Applicant Signature				              Date

                                                                                   _____________, 20____                                                                                                                                                                      
			           Approved By				            Date



If disapproved, reasons:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Paralegal Program
Practicum Information


	Name of Intern:
	



	Semester in which you will be doing your practicum:
	Spring
	20___
	
	Summer
	20___

	Autumn
	20___



Address:
	

	



Telephone:
	Home
	         /
	
	Work
	         /
	x



	Have you previously had a practicum?
	Yes
	
	No
	



If yes, please list the name of your internship supervisor, the address and telephone number of the internship site, and the approximate dates of the internship.
	

	

	






	SYLLABUS
	PARALEGAL STUDIES PRACTICUM
	LEGL 2815

Instructor:		 		Cathy Ritterbusch 
						Professor
						614 / 287-2622
						critterb@cscc.edu


Office Hours:		Posted on Blackboard
Text:				None Required

Goals of Course

The practicum is designed to put the student into the actual work environment and to give the student the opportunity to place into practical application the skills learned in the classroom environment under the supervision of a practicing attorney.

Assignments

1. First week of the semester -Pick up packets and establish seminar schedule with Professor.


2. Weekly during the semester- Provide a weekly journal entry on Blackboard journal describing skills practiced, improved, or learned.

3. Every two weeks during the semester-participate in the Blackboard Discussion Board.

4. Last week of the semester -Logs, journals and supervising attorney evaluations due.
	
5. Each student is required to meet with the instructor at least once every two weeks during the semester in the Practicum Seminar (LEGL 2815)

Projects

The student will be required to find employment in one of the following:

	Private law firm
	Private industry in a department supervised by an attorney 
	(which participates in legal activities)
	A government agency in a department supervised by an attorney
	(which participates in legal activities)

Work a minimum of 120 HOURS PER SEMESTER doing projects and activities common to the paralegal profession, which are assigned by the supervisor and communicated to the instructor.

The student will keep a log of all time spent performing paralegal functions.  A form will be supplied to the student and the information requested by the form should be included.  
The student will keep a journal or portfolio of all work completed.

The student will meet with the instructor at the times indicated above and at other times as necessary.

The student will complete a self-evaluation of the practicum work experience.  This evaluation will be in narrative form and should discuss the work performed. (Did the work meet, exceed, or not meet the student’s expectations).  The evaluation should be based on the log, journal or portfolio and should express objective and subjective comments.

The supervising attorney will then complete an evaluation form.

Grading

Applying traditional grades to a work environment is difficult if not impossible, therefore the grade the student achieves in the class is based on a pass / fail theory with a letter grade of “S” = satisfactory or “U” = unsatisfactory.  The grade is based on the supervisor’s evaluation and the instructor’s evaluation of the student’s performance in the projects described above.

Self-Evaluation

The written self-evaluation is a very important part of the practicum, providing an opportunity to give the instructor an assessment of the practicum.  The following is a list of items the evaluation must contain:

1.	Table of Contents

2.	Introduction

3.	General Tasks - 	Identify the general tasks you performed and indicate the number   of hours devoted to each task (see attached).

4.	General Overview -	Describe the office, the personnel, and relationship to the personnel in the office.  Be thorough in description.  Describe the relationship between you and your supervisor.  Give specific examples or illustrations.  If there are any unique systems, describe them and how the law office functions with them.  Be specific and make specific reference to documents or forms that you produced or used, where applicable.  These forms and work product should be attached to this evaluation as an appendix.  

	The exhibits in your appendix should be numbered and correlated to the text of your evaluation.  Your description should not only be a factual narrative of what you did but also a qualitative analysis.  For example, do not only describe the investigation you conducted, but also how well the job was done.  What mistakes, if any, were made?  What did you learn that you did not know before?  How did your classroom training help you?  What skills that you acquired at Columbus State Community College were you able to apply on the job?  What problems, if any, arose in your performance of tasks?

5.	Overall Assessment and Summary of Practicum Experience  -  Provide any general opinions, observations, complaints, and so on about your role in a law office.  Were there any conflicts?  Were you effectively utilized?  Were you delegated too little or too much responsibility?  Was supervision adequate?  Identify any other issues relating to delegation, supervision, performance, ethics, or any other issue that existed.


6.	Appendix   - Complete log of hours and tasks. Give the total number of hours you spent performing paralegal functions each day you worked for your internship site.  Remember, credit will be given only for the time spent performing paralegal tasks.


The self-evaluation is to be submitted in Blackboard by Monday of finals week.  If you have any questions about the self-evaluation, please contact your instructor.  Any problems arising out of the practicum of any nature whatsoever should be addressed to the instructor immediately.

It is the policy of Columbus State Community College to provide reasonable accommodations to students with disabilities.  If you would like to request such accommodations because of a physical, mental, or learning disability, please contact your instructor or the Department of Accessibility Services (https://www.cscc.edu/services/disability/) within the first two weeks of class.
					
If you are a financial aid recipient, attendance is monitored by your instructor and reported by him/her during the semester.  Failure to attend may result in being academically withdrawn from this class.   Please refer to your “Standards of Satisfactory Progress” or call Financial Aid if you have questions (287-2648).



COLUMBUS STATE COMMUNITY COLLEGE
Paralegal Practicum

Things to Remember:

It is a rare student who is not nervous and anxious about starting a practicum.  Take some comfort from the fact that nearly all the previous interns have reported that their anxieties are quickly remedied and they find they are capable of much more than their doubts warranted.  It is also important that you be very sensitive to the ethical standards expected of law office employees. These include but are not limited to the following:

Client Confidentiality:  It is of utmost importance that client names and the subject matter of their legal concerns be held in the strictest confidence.  Refrain from discussing such matters with your friends, relatives, or others.  A breach of such confidence could cause very serious consequences for you and your supervising attorney.

Conflict of Interest: When a situation arises in the office where you are asked to perform a task which creates for you either the appearance of, or an actual conflict in personal allegiance to the client, you should immediately discuss this matter with your supervising attorney. The client expects, and the law requires, zealous allegiance to the client’s case.

Legal Advice: Under NO circumstances are you to give legal advice to clients or others. To do so is the unauthorized practice of law and the giving of such advice could place your supervising attorney in breach of significant ethical requirements.

Your Title: While interning you should identify yourself to clients and others as a paralegal student intern. It should be made clear that you are not an attorney.

 
















Use journal in Blackboard.

                                                   Paralegal Practicum
Daily Log     
	Date:
	Task Description:
	Time:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





						
